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To : All Heads of Department: KZN 

VA,CAN CY CIRCU LAR NO \5 OF 2010 

1.	 This circular is issued in terms of the provisions of Part VIII, C.2 of the Public Service 
Regulations and in this regard it is important to note that the Public Service is AN 
EQUAL OPPORTUNITIES, AFFIRMATIVE ACTION EMPLOYER. 

2.	 The contents of this circular must without delay be brought to the attention of all 
eligible officers and employees on your establishment, including those in 
Branches/Regional Offices. Departments/Administrations must try to notify all 
potential candidates who may qualify for post/s in this Circular Minute even if they are 
absent from their place of work. 

3.	 DI RECTIONS TO CANDI DATES 

3.1	 Applications must be submitted on the prescribed Z83 form and must be accompanied 
by a comprehensive CV, certified copies of training, qualifications, ski lls, 
ident ity document, knowledge and experience and forwarded t o : 

Head: Public Works
 
Pr ivat e Bag X 9142
 
PI ETERMARITZBURG 
3200 

Copies of copies OR copies certified on the blank side of the copy sha ll not be 
acc ept ed. 

3.2	 Candidates must ind icat e the number of this Circular an d reference number 
on the Form Z83 and the Cent re for which they wish to be considered. 

3.3	 Envelopes must be marked, "Application for Advertised Post", for attention: Mrs D. 
Scheffers. 

3.4	 If applicants do not hear within 12 weeks after the closing date of this circular, they 
must consider their applications as unsuccessful. 

3.5	 Candidates requiring more information regarding the post must direct their enquiries to 
the person who particulars appear under / next to the post. 

3.6	 Closi ng date : as it appea rs in the adve rt. 

~~. 
"7 -HEAD: PUBLI C WORKS 
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POSTS : ACCOUNTING CLERK: EXPENDITURE CONTROL (3 POSTS) 

SA LA RY : R73 58 4 

LEVEL : 04 

REF. NO : HO 02/2010 

CENTRE: H EA D OFFICE, PIETERMARI TZBURG 

REQUI REMENTS : * A Grade 12 certificate with Account ing and Mathematics as 
passed subj ects plu s 1 year administrative experi ence . 
* Com puter Literacy (MS Word, MS Excel) 

SKILLS AND KNOW LEDGE : * Basic knowledge of the PFMA and Treasury Regulations. 
* Good com municati on skills. * Drivers licenc e 

KEY PERFORMANCE AREAS: * Compilat ion of documents, safekeep ing, record keepi ng and 
d ist ribution of inform ati on . 
* Capturing on Basic Account ing System (BAS ) 
* Processing of payments 
* Execute various administrative functions e.g. control ling of 
incoming and outgoing mail , photocopying, posting of invoices 
and statements, f iling, etc. 
* Attend to Client quer ies 

ENQUIRIES : Mr M.W. Zungu (033) 355 5566 

CLOSING DATE : 26 March 2010 

THE PROVINCI A L ADMINISTRATION OF KW AZULU NATAL IS AN EQUAL OPPORTUNITY, 
AFFIRMATI V E ACTION EMPLOYER 


