Department of Public Works
UMNYANGO WEZEMISEBENZI

PROVINCE OF KWAZULU-NATAL é\'

THE PROVINCIAL ADMINISTRATION OF KWAZULU-NATAL IS AN EQUAL
OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER.

ADMINISTRATIVE OFFICER:
OFFICE OF THE HEAD DEPARTMENT
CENTRE: HEAD OFFICE, PIETERMARITZBURG - (REF NO.: HO 03/2010)
Salary - R130 425 p.a. Level 7

Requirements : Applicants must be in possession of either a Senior Certificate

plus three years administrative experience OR an appropriate three (3) year Degree
or National Diploma, plus one year appropriate administrative experience. Computer
literacy (Microsoft Word, Excel, Powerpoint and Outlook). A valid drivers licence

Key Performance Areas : « Management of Human Resources under him/her.
« Procurement in the Office of the HOD « Provide a secretarial service at HOD’s
meetings ¢ Ensure that a proper filing system is maintained « Attend to queries
in the Office of the HOD - Collation and distribution of reports in the Office of the
HOD.

Recommendations : « Candidates should display excellent verbal and written
communication skills, minute taking skills as well as good interpersonal skills «
Have the ability to work independently and under tight deadlines « Have the ability
to maintain confidentiality with regard to documents and work with people at all
levels.

The successful candidate must be able to : « Communicate effectively at all
levels < Observe protocol — this is the Office of the HOD - Have a sense of
urgency « Prioritise « Plan effectively « Be organized « Be proactive « Manage
time effectively « Work outside normal business hours as required < Sleep out if
necessary for meetings.

Note : The successful candidate will be required to sign a declaration of secrecy

upon appointment. Shortlisted candidates may be required to undergo a
computer/competency test

Enquiries : Mrs Z.E. Mfusi (033 — 355 5562)
NOTE TO APPLICANTS

Female Persons And People With Disabilities Are Encouraged To
Apply To Meet The Department Target On Employment Equity
Applications must be submitted individually on the prescribed Z83 form
obtainable from any Public Service Department and must be accompanied
by a comprehensive curriculum vitae together with certified copies of
qualifications, (including senior certificate), skills or competencies to
substantiate compliance/adherence with the advertisement appointment
requirements plus a certified copy of the Identity Document and Drivers
licence.

Copies of copies OR copies certified on the blank side of the copy shall not
be accepted. Faxed or electronic copies shall not be considered.
Candidates are also advised not to send their applications through registered
mail as the Department will not take responsibility for non-collection thereof.
It is the applicant’s responsibility to have foreign qualifications assessed
for equivalence by the South African Qualifications Authority (SAQA).
Applications that do not comply with the abovementioned instructions shall
be disqualified.

Please note that due to the large number of applications we envisage to
receive, applications will not be acknowledged. Should you not be advised
by this office within three (3) months of the closing date of this advert thereof,
kindly consider that your application was not successful. Recomended
employees shall be subjected to vetting prior to an offer of appointment
being made.

Direct your application, quoting the relevent reference number and
the name of the publication in which you saw this advertisement. to
the Manager : Human Resource Management, For Attention: Ms D

ScheffersDepartment of Public Works Private Bag X9142
PIETERMARITZBURG 3200 Physical Address:258 Corner of Chief Albert
Luthuli and Langalibalele street PIETERMARITZBURG

Closing Date: 6 April 2010 empilweni managsement solutions




