



 DIRECTORATE: HUMAN RESOURCE MANAGEMENT

 

                 NORTH WEST PROVINCIAL DEPARTMENT 
This Department Is an Equal Opportunity Affirmative Action Employer.

It is our intention to promote representatively (race, gender and disability)in the Department through the filling of this post and candidates whose transfer/promotion/appointment will representatively will promote representatively will receive preference. An indication in this regard will facilitate the processing of applications

APPLICATIONS
:       The Head of Department, Public Works, Roads & Transport, 
  
         Private Bag  X2080, Mmabatho, 2735

FOR ATTENTION       :        Ms N.V Sebitloane: Office No. 160 1st floor, 




New Head 
Office complex – Old parliament 



Building – Modiri   Molema Road, Mmabatho
NOTES
 :
(a)
Applications must be accompanied by signed Z83 form and a recent updated comprehensive CV as well as originally certified copies of all qualification(s) and ID-document and the names of three referees.  Failure to submit the requested documents will result in the application not being considered.

(b) All qualifications will be verified. Persons in possession of a foreign qualification must furnish this Department with an evaluation certificate from the South African Qualification Authority (SAQA). 

(c) Candidates must indicate the number of the post/reference number in their applications.

(d) Applications should be forwarded in time to the department since applications received after the closing date indicated below will as a rule not be accepted.

(e) It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.

(f) Correspondence will be limited to short-listed candidates only. If you have not hear from us within three months after the closing date, please accept that your application has been unsuccessful.
CLOSING DATE
  : 10 SEPTEMBER 2010 
POST                            : Human Resource Practitioner – Human Resource Policies & 



    
     Plans
REF NO                       : 42/2010
SALARY                     : R130 425 p.a (SL 07) 

CENTRE                     : Head Office

REQUIREMENT      : Qualification and Experience: Matric Certificate. An appropriate 


    three years Bachelor’s Degree or Diploma in Human Resource 



    Management. Two years experience in HR Policy. In depth 



    understanding of Government Legislations (Basic Conditions of 



     Employment Act, Employment Equity Act, Public Service Act, 



     Batho Pele Principles,Labour Relations Act 
Knowledge :Report 


     writing Skills, Presentation and facilitation  skills knowledge of 



      PFMA, Ability to  interpret and implement 
policies. Skills: 



     Computer literacy. Verbal and writing skills. Interpersonal skills. 


     Conflict Resolution skills.  Planning and organizing skills. 

DUTIES

:   Facilitate and monitor the implementation of Employment 



   Equity. Monitor and advice on the Employment Equity targets 



   as per EE plan. Ensure compliance and report to the relevant 



   stakeholders. Co-ordinate the process of verification of 




   qualifications. Facilitate Human Resource policy development, 



    implementation and review. Provide monthly reports. Supply 


              nametags.
ENQUIRIES      
: Ms B.L Nkopo                                     TEL (018) 387 2087                                   

POST                       : Administrative Officer-Human Resource Development

REF NO                       : 43/2010

SALARY                     : R130 425p.a (SL 07)
CENTRE                     : Head Office

REQUIREMENT       : An appropriate and recognized Tertiary qualification or 




   equivalent qualification in Human Resource Management or 



   Development. Knowledge of the applicable Public Service 



  
    Regulations especially Skills Development Act, ABET 




   Policy.  Sound verbal and written communication including 



   report writing skills.

DUTIES                      :  Analyse Departmental training needs. Implement and monitor 



       Learnership Programme. Implement and monitors Abet 




       Programme. Prepare VA2 and ensure that invoices are 




       submitted within the prescribed period. Compile submissions 



        for approval of training interventions. Keep HRD records of 



        attendance registers, approved memos and order forms of 



        coordinated training interventions. Coordinate training 




        programme as identified in the departmental WSP.

ENQUIRIES                 :  Mr I.V Moiloa 


TEL (018) 387 2291
POST                          : Senior Administrative Clerk – GRADE III -OHS
REF NO

     : 44/2010

SALARY
             : R105 645 (LEVEL 6)

CENTRE                    : MMABATHO
REQUIREMENT      : Senior certificate/Grade 12 with extensive appropriate 




   experience. Understanding of Public Service Legislations and 



   prescripts. Human Resource policies and practices. Ability of 



    report writing. Policy interpretation. Good communication   



    skills, analytical and innovative thinking. Good interpersonal   



    relations. A valid driver’s license will be an added advantage.

DUTIES                      : Implementation of Compensation on Occupational Injuries and 


               Diseases Act; (Administration of injury on duty and occupational 


     diseases). Identification and management of chronic illnesses. 



     Facilitation payment of Medical Bills. Management Fatal 




     accident. Facilitation of Care and Support. Compilation of 



     reports on implementation of COIDA. Follow-up on   




    occupational injuries and diseases cases with Compensation 



    Commissioner.  

ENQUIRIES             :  Mr M D Setlhare                                    TEL (018) 387 2205

POST                       
: Senior Admin Clerk - Grade I (Leave Section)

REF NO               
: 45/2010

SALARY              
: R73 584 (Level 4) 
CENTRE                 
: Mmabatho                                     
REQUIREMENTS
: Senior Certificate/Grade 12 with relevant experience/ or 




   equivalent qualification. Understanding of Public Service 




   Legislations and prescript. Human Resource Policies and 




   practices. Ability of report writing. Policy interpretation. Good 



   communication skills, analytical and innovative thinking. Good 



   interpersonal relations. PERSAL knowledge will be an added 



   advantage.

DUTIES                     : Administer all basic absence documents of employees. 




     Processing of leave applications. Monthly reconciliation of leave 



  of absence for all employees. Ability to interpret leave policies to 


  
  newly appointed employees. Capturing of leave of absence on to 


              the PERSAL system. Filling and recording of leave in the leave 



   register. Processing of long service recognition of employees.

ENQUIRIES              : Mr M.D Setlhare                              TEL (018)387 2205
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