METSIMAHOLO LOCAL MUNICIPALITY

MEMORANDUM
From: Acting Director Organisational To: See Distribution List / Notice Boards
Development and Corporate
Services
Ref: OD &CS Date: 08 February 2019

EXTERNAL ADVERTS

DIRECTORATE: FINANCE
- CASHIERS - (Seasonal / Temp)

DIRECTORATE: TECHNICAL AND iINFRASTRUCTURAL SERVICES

- GENERAL WORKERS X10

DIRECTORATE: SOCIAL SERVICES

- GENERAL WORKERS X10

Attached hereto please find a copy of internal adverts for your attention and all your personnel.
Attached also is the application form which can be obtained at the Human Resources Division
Room 106 / 108.

PLEASE NOTE THAT CV, ID, DRIVER'S LICENSE AND CERTIFIED CQOPIES OF
QUALIFICATIONS MUST B ACHED TO THE APPLICATION FORM.

2%
Closing dates: & Fe

Best }efards

S O MASHIANE
ACTING MUNICIPAL MANAGER




DISTRIBUTION LIST

Municipal Manager

Acting Director Technical & Infrastructural Services
Acting Director Social Services

Chief Financial Officer

Acting Director Economic Development and Planning
Acting Director Organizational Development and Corporate Services
Executive Mayor

Speaker

Manager in the Office of the Executive Mayor
Manager in the Office of the Speaker

Manager in the Office of the Council Whip
Manager in the office of the Municipal Manager
Manager Human Resources

Manager Cleansing Services

Manager Civil Engineering Services

Manager Electrical Services

Manager Project Management Unit

Manager Financial Statements and Budget
Manager Income ‘

Manager Records Services

Manager Legal Services

Manager Economic Development

Manager Administration Services

Manager Parks, Recreation and Cultural Services
Manager Public Safety

Manager Security Services

Manager Housing and Property Management Services
Manager Urban Planning and Development
Manager Marketing, Heritage and Tourism
Manager |DP Manager iICT

Manager Internal Audit

Manager Supply Chain

Unit Manager Orangeville/Deneysville
Communications Officer

Risk Officer

Assistant Manager Electrical

Assistant Manager Business Systems ICT
Assistant Manager Parks

Assistant Manager Theater

Assistant Manager Cleansing Services

Assistant Manager Property Management
Assistant Manager Expenditure

Assistant Manager Income

IMATU & SAMWU




Metsimaholo Local Municipality is an employment equity employer,
looking for suitably qualified persons to fill the under-mentioned

posts.

DIRECTORATE: FINANCIAL SERVICES
DIVISION: INCOME
POSITION: CASHIERS - (Seasonal / Temp)

Reqguirements:

e A Grade 12 Certificate.

o 6-9 months’ experience as a cashier

o Computer Literacy.

o Good communication, human relations and presentation skills.

Main Duties:

» Communicating with customers and attending to specific payment
or sale enquiries and / or providing information on tariffs.

e Reconciles cash received against receipt issued to customers.

e Verifying cash receipt schedule/ reports against cash/ cheque totals
with immediate prior to submitting for further processing.

Salary: R 166 987.37- R 185 964.87pa (post level 10 subject to job
evaluation)

POSITION: GENERAL WORKERS X10 PARKS AND RECREATION
GENERAL WORKER X10 TECHNICAL SERVICES

Minimum requirements:

e Grade 10 (Matric will be an added advantage)

Physical requirements of the post:
« Candidates must be physically fit and able bodied.
« Candidates will be required to undergo general fitness test and
general medical check-up.




pecial conditions to the post:
e Incumbent will be required to work outside normal working hours
during emergencies and planned overtime.

Main Duties

» Loosen, remove, crush, level or spread stone, gravel or other road
constructing/maintenance materials.

e Mix road constructing or road maintenance materials with shovels,
rakes or in wheelbarrows, or spread and level road surfaces and
erect road signs or hazard signs.

« Break paying layers with pavement breakers during the preparation
surfaces for patch work.

e Break debris/rubble, etc. and clean worksites.

o Receive instructions/guidance from the supervisor and attend to the
preparation of the work site (e.g. load/off-load equipment, toals,
etc) holding material equipment during the lading/offload sequence.

e Clean the municipal areas including public toilets.

e remove refuse from household and business areas and load refuse
onto vehicles.

Salary: R 104 940.34 — R 107 245.91 (post level 17 subject to job
evaluation)

Applications can be posted to: Municipal Manager Metsimaholo Local
Municipality’s Human Resources Department, P.O. Box 60,
Sasolburg, 1947 or hand delivered to no:10 Fichardt Street,
Sasolburg, 1947. For any enquiries please contact Mr. Phala
Machaea at 016-973 8446

Due to a large number of applications we envisage to receive, applications
will not be acknowledged. If you do not receive any response within three

(3) months, please accept that your application was unsuccessful.

CLOSING DATE: 22/02/2019

NB: THE COUNCIL RESERVES THE RIGHT NOT TO MAKE ANY
APPOINTMENTS TO THE ABOVE POSITIONS







METSIMAHOLO LOCAL MUNICIPALITY

From: Acting Director Organisational To: See Distribution List
Development and Corporate
Services
Ref: OD &CS Date: 08 February 2019
INTERNAL ADVERTS
=R’S OFFICE N
RISK OFFICER

DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES
MANAGER ELECTRICAL AND MECHANICAL ENGINEERING
ASSISTANT MANAGER ELECTRICAL ENGINEERING SERVICES
ACCOUNTANT PMU
SUPERINTENDENT WATER
PLUMBER X2
ELECTRICIANS X2
FACTOTUM ROADS

SUPPLY CHAIN MANAGER
CHIEF CLLERK SALARIES
METER READERS BUSSINESS X2

RGANISATIONAL 8L =
MANAGER LEGAL SERVICES
ASSISTANT PERSONNEL OFFICER
RECORDS CLERK

DIRECTORATE: SOCIAL SERVICES

SUPERVISOR TRAFFIC
ASSISTANT SUPERINTENDENT X2
FIREMAN X 6

Attached hereto please find a copy of internal adverts for your attention and ali your
personnel. ‘
Attached also is the application form which can be obtained at the Human Resources
Division Room 106.

PLEASE NOTE THAT CV, ID, DRIVER’S LICENSE AND CERTIFIED COPIES OF
QUALIFICATIONS MUST BE ATJACHED TO THE APPLICATION FORM.
Closing dates: ¥ February 20

Best régards '

SO IANE
ACGTING MUNICIPAL MANAGER

Adverts: internal




DISTRIBUTION LIST

Municipal Manager

Acting Director Technical & Infrastructural Services
Acting Director Social Services

Chief Financial Officer

Acting Director Economic Development and Planning
Acting Director Organizational Development and Corporate Services
Executive Mayor

Speaker

Manager in the Office of the Executive Mayor
Manager in the Office of the Speaker

Manager in the Office of the Council Whip
Manager in the office of the Municipal Manager
Manager Human Resources

Manager Cleansing Services

Manager Civil Engineering Services

Manager Electrical Services

Manager Project Management Unit

Manager Financial Statements and Budget
Manager Income

Manager Records Services

Manager Legal Services

Manager Economic Development

Manager Administration Services

Manager Parks, Recreation and Cultural Services
Manager Public Safety

Manager Security Services

Manager Housing and Property Management Services
Manager Urban Planning and Development
Manager Marketing, Heritage and Tourism
Manager IDP Manager ICT

Manager Internal Audit

Manager Supply Chain

Unit Manager Orangeville/Deneysville
Communications Officer

Assistant Manager Electrical

Assistant Manager Business Systems ICT
Assistant Manager Parks

Assistant Manager Theater

Assistant Manager Cleansing Services

Assistant Manager Property Management
Assistant Manager Expenditure

Assistant Manager Income

IMATU & SAMWU

Adverts: Internal




Metsimaholo Local Municipality is an employment equity

employer, looking for suitably qualified persons to fill the under-

mentioned posts.

OFFICE OF THE MUNICIPAL MANAGER:

POSITION: RISK OFFICER

Requirements:

An appropriate Bachelor’'s Degree or equivalent qualification (with
majors in Risk and Auditing).

3-5 years’ experience in a risk/audit/financial environment.
Knowledge of risk management processes and techniques, budget
processes and financial management.

Must be computer literate

The ability to manage people, meet deadlines and work under
pressure.

Duties:

Prepare and monitor a strategic risk plan.

Develop and monitor the implementation of a fraud prevention plan.
Liaise with the audit function, externa bodies and regulators on an
ongoing basis regarding compliance matters.

Manage the risk management unit.

Coordinate risk management activities.

Assist with the development of risk policies and procedures to
minimize and eliminate fraud.

Salary: R 444 807.71 pa fixed (Salary level 03 subject to job evaluation)
plus a transport allowance based on the 650 km pm

Adverts: Internal




DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES
DIVISION: ELECTRICAL AND MECHANICAL SERVICES
POSITION: MANAGER ELECTRICAL AND MECHANICAL SERVICES

Reguirements:

e« B Degree/B Tech in Electrical Engineering (Heavy Current) or
equivalent.

e Must be registered professionally with ECSA or be in possession of
competency certificate.

s At least 3-4 years’ experience at the Middle or Supervisory
management level preferably in a municipal environment, which
include knowiedge of planning, design, construction and
maintenance of electrical networks and systems.

e Computer literacy with the knowledge operation AutoCAD
programme.

e Drivers Licence

e Competent in General Machinery Regulations-GN R1521 of 5 August
1998- Issued in terms of Machinery and Occupational Safety
Act,1983(Act 6 of 1983)

Duties:

o Be responsible for the strategic management of the Electrical and
Mechanical Department, which includes overseeing staff, resources
and any other problems which ensure that the provision of
Electricity services, fleet management and associated services are
efficient and effective.

e Oversee planning, design, construction and maintenance of
electrical networks and systems.

« Be responsible for High Voltage switching up to 22kv.

« Plan and control the budget.

Salary: R 550 958.49 per annum (Post level 01 fixed subject to job
evaluation) plus transport allowance t based on 850km is applicable to
this position

Adverts: Internal




DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES

POSITION: ASSISTANT ELECTRICAL MANAGER

Requirements:

e A B Degree / B Tech degree in Electrical Engineering
¢ Must be a qualified electrician

e Must be able to respond under pressure

o Computer literacy

e A Valid Driver’s Licence

Main Duties:

o Compilation of specifications for all electrical and mechanical
equipment

e Obtaining tenders for all electrical and mechanical equipment.

e Adjudication of all tenders for electrical and mechanical equipment.

o Compilation of technical reports for submitting to council.

e Submitting applications for funding to the northern Free State
district Municipality and development Mineral and Energy.

o Informing for all other departments which equipment shouid be
replaced.

« Responsible for the compilation change or alteration and increase of
electrical tariffs.

o Liaise with the National Electrical Regulator for the approval of tariff
increases.

e To ensure that an effective and efficient administrative service is
rendered by the electrical engineering department.

« Compilation of By-laws and the enforcing of the By-laws.

« Enforcing all the requirements of the Occupational Health and
Safety Act (Act 85 of 1993)

e Approval of the planning and design of new layouts for township
establishments.

« Approval of calculations for the extension of existing networks.

« Compilation of service level Agreement with prospect developers.

« Applying the Occupational Health and Safety Act (Act 85 of 1993)
by virtue of inspections, planning written requests and instructions
as prescribed by the Department of labour.

e Applying the CODE FOR Wiring of Premises (SANS 0142 Part 1&2)
by virtue of inspections, controlling and meeting where new
connections and installations have an effect the electrical network.

Adverts: Internal




Enforcing the standard Electricity Regulations (By-laws) of the
council by virtue of inspections, meetings building plans and
application where new electrical connections are affecting the
network.

Controlling Eskom Accounts in order to determine network losses.
Exercising management and control over the Electrical Workshop by
direct and indirect supervision of the relevant functions.
Exercising management of power failures and complaints.
Controlling the utilization and maintenance of the entire electrical
network.

Co-ordinating the functions and operations of the Electrical
Workshop.

Make recommendations on the purchasing of material and
equipment used by the department.

To ensure an effective and efficient management and control
function of the Electrical Workshop.

Ensure that customer are not inconvenienced unnecessarily by
power by power interruptions.

Compiling and controlling the capital and operational budget of the
Department yearly and 3 yearly.

Compilation of budgets in line with IDP programs.

Control the execution of electrical projects in the municipality.
Ensure that the safety of personnel is in line with the Basic
Conditions of Service.

Salary: R 491 095.27 pa fixed (Salary Level 02 subject to job evaluation)
plus travelling allowance up to 650 km per month

DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES
DIVISION: PROJECT MANAGEMENT UNIT

POSITION: ACCOUNTANT PMU

Requirements:

B. Com degree or equivalent in Financial Accounting.

Municipal Management Programme.

Knowledge of MFMA, DORA, Municipal Systems Act and all
applicable legislations.

Computer Literacy and Understanding of MSCOA.

Ability to work under pressure.

Minimum of 3 years’ experience in project or Financial Management.

Adverts: Internal




Main Duties:

o Analysing, Verifying and Pre-Approving Contractors and Consultants
payment.

s Review accounting documents to ensure accuracy of information
and calculations.

e Maintain and Monitor Appropriate Budgeting and Expenditure
controls.

e Prepare monthly reporting (cash flow, progress report etc.) to
department of Local Government on MIG (Municipal Infrastructure
Grant & KPI Report) as per DORA requirements.

o Prepare monthly and quarterly reports (SDBIP, MMC's reports etc.)
for submission to the manager.

o Establish appropriate accounting procedures.

e Manage all processes in line with Legislation (MFMA, DORA etc.)

e Monthly reconciliation of the of the retention account.

e Knowledge of MIS (Management Information System)

Co-ordinates and Control the application of Accounting Procedures
within the PMU by:

s Verifying the source payment documentation against the progress
of the project.

e Processing and reconciliation of sundry payment to consultants &
contactors on Capital Projects. (MIG, OTHER Grants & Council
Funded Projects).

« Knowledge of Year-End process which includes work-in-progress /
Capitalisation of projects.

Capital Projects /EPWP, 20PTP and other Grants by:

« Maintaining registers and access records of expenditure transaction
processes, documentation and correspondence.

« Updating files with current and relevant information pertaining to
projects.

e Payments-ward based, other projects implemented by the MLM

Salary: R 316 495.91- R358 253.13 pa (post level 05- subject to job
evaluation)

Adverts: Internal




DIVISION: CIVIL ENGINEERING SERVICES

POSITION: SUPERINTENDENT WATER

Reguirements:

e @ © @

Main

A relevant tertiary qualification.

5 years’ relevant experience in a similar.

A qualified artisan

Must be in possession of a valid Driver’s Licence.
Must be computer literate.

Duties:

Controls and supervises the maintenance of Council’s water
networks by, compiling a maintenance program for water networks,
water works with 24-hour monitoring.

Ensuring that all industries and inhabitants of Sasolburg/Zamdela is
being supplied with water by maintaining the waterworks, valves,
pump stations, efc.

Check the reservoir levels to see that sufficient supply is received
from RANDWATER.

Check pressure tank level (water tower) to ensure that the pressure
to high lying areas are maintained throughout, constant
communication with industries and inhabitants when a problem in
supply is envisaged or occurs, on a 24-hour basis.

Specifying the materials and methods to be used for maintenance.
Doing new water connections

Doing the quality controt on all maintenance work.

Ensuring that all valves, air valves, pumps and water meters are in
working conditions at all times.

Ensuring safety of workers and public during maintenance work by
erecting warning signs at appropriate places.

Ensuring that all water leaks are fixed within four hours of being
notified.

Enforcing the occupational health and safety requirements.
Handling all injuries by filling in relevant reporting forms and
registers.

Attending to staff queries and complaints at all times.

Handing of disciplinary actions and attend hearings.

Ensuring that OHSA are adhered to.

Salary: R306 697.29- R383 330.85 (post level 6/5 subject to job
evaluation)

Adverts: Internal




DIVISION: CIVIL ENGINEERING SERVICES (WATER &
SANITATION)

POSITION: PLUMBER X2

Reguirements:

e Trade tested Artisan Certificate
s Three years’ experience as a qualified plumber.
e Valid code B Drivers’ Licence.

Main Duties:

s Controls and supervises the loading and offloading of equipment,
tools, and materials on site,

» Preparing construction sites and setting out (measuring) pipes and
fittings to be installed.

e Responsibie for maintenance work by, closing gate valves on
network as to ensure that the water is cut off.

» Responsible for erecting and dismantling of scaffolding by, applying
safety precautions while performing plumbing work higher than 1.5
meter, above ceilings and on roofs and in trenches deeper than 1.5
meter.

« Enforcing the health and safety regulations.

e Signing of attendance register.

« Install bathroom and sanitary equipment into walls and on floor by
measuring and placing sanitary equipment in correct position
according to building plans and specifications.

Salary: R 227 992.99- R 264 278.55 pa (post level 08 subject to job
evaluation)

POSITION: ELECTRICIANS X2

DIVISION: ELECTRICAL AND MECHANICAL SERVICES

Requirements:

o A recognized tertiary qualification N2/3 ~ Electrical Engineering.

» Must have completed the apprenticeship or trade test certificate for
Electricians.

3 years’ relevant experience in services of a local authority.

Ability to interpret instructions and work independently.

Ability to take informed decisions.

A valid heavy duty driver’s license.

Adverts: Internal




Main Duties:

e Responsible for the overall utilization and maintenance of all
vehicles, equipment and supplies in the division,

s« Responsible for the construction of new electrical networks and all
work related to such.

s Responsible for the maintenance of existing networks.

o Exercise control of the issuing of material and supplies to artisans
and general workers.

¢ Adhere to all requirements of the Occupational Health and Safety
Act.

« The repair and general maintenance of the high voltage distribution

network.

High mast lights in Metsimaholo and at Council’s premises.

Single and three phase connections.

Emergency supplies and cable stock.

High voltage and low voltage cable joints and terminations.

Tracing of erf boundaries according to land surveyor chart.

Perform pressure test on high voltage cables (faults).

Test and repair electrical meters.

Check that subordinates execute the jobs to acceptable standards.

Book keeping and recording of cables stock, equipment and supplies

(high and low voltage cables, mini sobs, transformers, switch gear

and street light packs).

e e © © © B & @ O

Salary: R 227 992.99 - R 264 278.55pa (post level 08 subject to Job
evaluation)

DIVISION: CIVIL ENGINEERING SERVICES (STREET &
STORMWATER)

POSITION: FACTOTUM ROADS

Requirements:

s Grade 12
e Three years’ experience in roads and storm water maintenance.
o Valid code 10 drivers’ licence + PDP

Main Duties:

¢« Supervising and controlling utilization of vehicles and toois.

« Execution of work related to construction and maintenance of roads,
kerbing and storm water. .

« Ensuring that all workers on the site use safety gear.

Adverts: Internal




Inspecting work sites to determine the kind of operation needed to
perform work

Briefing handyman and workers on the intended action.

Reporting any faulty equipment and vehicles to the tradesman
immediately at occurrence to safeguard it as well as workers.
Assisting workers in moving of equipment and materials, which can
be up to 50kg (cement and machinery).

Salary: R 166 987.37- R 185 964.87 (post level 10 subject to job
evaluation)

DIRECTORATE: FINANCIAL SERVICES

DIVISION: SUPPLY CHAIN UNIT
POSITION: SUPPLY CHAIN MANAGER

Requirements:

Main

Bachelor of Commerce in Supply Chain Management and Operations
or Bachelor’s Degree in Purchasing and Logistics.

Five years’ experience in @ managerial position in Local government.
Knowledge of SCM Regulations, Framework and all applicable
Jegislation.

Excellent writing and oral communication abilities.

A strategic thinker with passion and enthusiasm.

The ability to work under pressure.

A valid Driver’s license.

Duties:

Managing the entire Supply Chain Management department as well
as supervision of staff.

Manage vendor relationship (e.g. third party logistics).

Establish the bid specification, bid evaluation and bid adjudication
committees, and oversee the proper functioning of the committees.
Manage the Demand Management process.

Identify preference point system and appropriate goals per
commodity in terms of preferential procurement policy objectives
Oversee the development of utilization of a supplier database.
Oversee bid / quotation process,

Develop and / or participate in the development of the supply chain
strategy for the organization.

Support the development of supply chain based training materials
and technical manuals

Manage and / or execute procurement related functions (e.g.
develop and implement contract management and procurement

Adverts: Internal




frameworks, sourcing strategies, negotiate agreements, draft and
manage contracts, etc.)

e Direct and manage corporate governance and regulatory
compliance.

o Develop and oversee the implementation of a SCM Performance
system.

e Manage the annual SCM risk assessment, development of the SCM
risk universe and risk response plan.

SALARY: R 550 958.49 pa (post level 01 subject to job evaluation) plus
participation in the transport allowance of R850 km per
month.

DIVISION: EXPENDITURE

POSITION: CHIEF CLERK - SALARIES

Requirements:

e Diploma in Local Government Accounting / Equivalent Diploma in Accounting
{(NQF Level 5)

e Computer Literacy — Office Applications.

e Relevant payroll administrative experience (2-5 years).

e Ability to work to deadlines.
e Understanding of payroll legislation and processes.

Main Duties:

¢ Responsible for the payment of salary and allowances of all employees,
Councilors as well as temporary employees.
e Balancing of Sec 57salaries — in line with the contract, and Councilors’
allowances not exceeding the upper limit.
¢ Responsible for changes on master file and the payment of allowances and
deductions, such as:
o Scrutinize overtime and standby allowances.
o Amend yearly salary / notch increments as approved by Chief Financial
Officer.
o Amend master file for housing subsidies, traveling allowances, acting
allowances, private rental / subsidies of employees according to
Council policy.
o Calculation and payment of yearly, long services bonuses.
¢ Payment of all deductions to organizations and completion of relevant returns
as:
- Receiver of Revenue.
- Unemployment commissioner.
- Medical Funds.
- Pension Funds.

Adverts: Internal




s Responsible that net salaries are deposited in employees concerned bank
accounts.

e Balancing of medical payments received from continuous members and
contributions there-of.

e Completion of salary statistics and delivery thereof by fax / e-mail.

e Perform the monthly compilation of gross salary reconciliation — payday with
Venus System.

e Perform the monthly reconciliation of all salary suspense accounts.

e Balancing and issuing of yearly IRPS’s.

e Answer enquiries of employees and external institutions e.g. taxes, medical
deductions / contributions, pension fund contribution, other statutory
deductions.

Salary: R 270 886.89 — R 299 150.39 pa (post level 07 — subject to job
" evaluation)

DIVISION: INCOME
POSITION: METER READER BUSINESS X2

Requirements:

¢ A Grade 12 Certificate.
e 1-year experience as Meter Reader.
e Required to work in all weather conditions.

Main Duties:

Undertakes specific activities associated with the maintaining the
readings of public convenience meters, by:

¢ Receiving verbal instructions from the immediate superior on the
work programme and/ or reading priorities related to specific
facilities. '

¢ Removing dirt and stains from the meter for the purpose of reading
in departmental areas. Providing support with respect to specific
activities/ requirements associated with the functionality, by:

Cleans vehicle and attends to the field and care of meter reading
tools, by:

« Removing and washing off debris from vehicles using pressurized
cleaning systems (hand held hoses).

« Placing and stacking tools in designated storage area and/ or
verbally reporting the condition/ status of tools to the immediate
superior.

Salary: R114 971.86 - R 121 335.44 pa (post level 14 - subject to job

evaluation).

Adverts: Internai




DIRECTORATE: ORGANISATIONAL DEVELOPMENT AND
CORPORATE SERVICES

DIVISION: LEGAL SERVICES
POSITION: MANAGER LEGAL SERVICES

Requirements:

« An LLB degree.

e 3 years’ experience as a practicing attorney.

o 5 years’ experience in a managerial position in Local Government.

e Proven track record in contract management, drafting, litigation and
labour law.

e Excellent writing and communication abiiities.

o Strategic thinker with passion and enthusiasm.

e Ability to respond under pressure.

e Valid driver’s licence essential.

= Be computer literate.

Main Duties:

o Manage the entire Legal department as well as supervising staff.

o Compile the budget of the department and manage it.

e Ensure legal compliance by Council.

e Provide legal advice or written legal opinion and prepare
documentation for Council.

» Draft, review and edit contracts, policies and municipal by- laws.

o Act as chairperson or prosecutor during disciplinary hearings.

e Handle Litigations for the Municipality.

[

Represent the municipality at conciliation, arbitration and hearing of
cases that are referred to the CCMA, Bargaining Council and Labour
Court

Salary: R 550 958.49 per annum (post level 01 subject to job evaluation)
plus participation in the transport allowance of R 850 km per month.

Adverts: [nternal




POSITION: ASSISTANT PERSONNEL OFFICER

IVISION: HUMAN RESOURCES

Reguirements:

A three-year National Diploma in Human Resources Management
3 to 5 years’ experience in the Human Resource Environment.
Excellent writing and communication skills.

Ability to work under pressure.

Be Computer literate.

e ®© o € @

Main Duties:

» Advertise required positions.

e Receive and add applications to the data base.

¢ Arrange interview venue.

e« Compile interview questions.

e Schedule the interviews.

« Interview candidates.

e Inform successful and unsuccessful candidates.

o Register new employee to pension/provident fund as well UIF.

e Reference checks.

e Verification of qualifications.

s Inform chief clerk to capture the employee on the pay day system.

e Receive and accept resignation letters.

¢ Prepare application and supporting documents to pension or
provident fund.

» Liaise with the fund with regard to member benefits.

e Terminate employee services.

e Inform the salary office about the termination.

¢ Conduct Exit interviews.

¢ Execute Council Resolutions

« Keep employee records up to date

o Advice, inform and support employees and other departments with

human resources issues.

Salary: R 306 679.29- R 330 380.16 (post level 06 subject to job
evaluation)

Adverts: internal




DIVISION: RECORDS SERVICES

POSITION: RECORDS CLERK

Reguirementis:

B Degree in Archive studies or Information Science.
2 years relevant experience.
Computer literacy.

e Knowledge of National Archives Act 43 of 1996.
Main Duties:

® &8 @&

Performs activities/ tasks associated with registering and recording of incoming/
outgoing mail/ correspondence by:

e Receiving incoming/ outgoing mail and commences with recording sequence
in registers, inserting dates, details of addressee, etc.
e Inserting acknowledgement of receipt on incoming mail, stamping and
reflecting circulation details.
Capturing of information in the systems.
Handling of franking machine.
Updating of legislative files.
Assist with the disposal of record/files
Keeping and maintenance of Registry files.
Attending to the preparation of outgoing mail, determining postage applicable
referring to official postage tariff guides and/ or detailing any special
requirements with respect to priority mail, etc.
e Inserting appropriate ‘control codes’ on correspondence received from
internal/ external sources.
Performs specific task/ activities associated with monitoring the circulation and

retrieval of document and correspondence files, by

e ¢ 8 & © ¢

» Initiating sequences to maintain/ update the correspondence reminder and
filing system and creating new files using specific codes and references.

« Monitoring adherences to procedural requirements related to the accessing
and issuing of document files and/ or coordinating sequences to facilitate
document/ file retrieval from users.

e Maintaining and updating copies of legislative Acts, by laws and standing
orders.

« Seeking approval and executing sequences to facilitate the archiving and
disposal of aged/ obsolete records.

« Transmitting facsimile copies to specific destinations and recording
transmission details confirming receipt, time and date of execution.

Salary: R 227 992.99 — R 264 278.55 pa (post level 08 - subject to job evaluation).

Adverts: Internal




DIRECTORATE: SOCIAL SERVICES

DIVISION: PUBLIC SAFETY

POSITION: SUPERVISOR TRAFFIC

Reguirements:

]

Grade 12 certificate plus a recognised Traffic Diploma from a
recognised Traffic Training Institution.

Registered as a Traffic Officer

Code EC driver’s Licence

5 years’ proven experience in a supervisory role in municipal traffic.
Good communication and presentation skills.

Competencies

The ideal candidate must be a flexible, innovative, self-starter and
an independent thinker

Must be able to work and respond under extreme pressure.

Must know, understand, implement road safety initiatives and
promote service delivery.

Must have good analytical communication skills (verbal, written and
report writing skills.

Must be willing to work abnormal working hours on short notice,
work shifts and be standby when required.

Duties

General supervisory function to ensure that predetermined goals
are achieved and maintained.

Compile daily duty list with reference to normal patrol duties,
operational planning, special duties, overtime duties etc.

Conduct parades of officers signing on and off duty.

Inspection of all vehicles, uniform and other equipment directly
under his /her command.

Visit officers reqularly during the execution of their daily duties
which include traffic control points.

Daily control and inspection of all prosecutions instituted by traffic
officer. Identify problems for discussion with officers to rectify
mistakes.

Check attendance registers, vehicle log books, overtime forms and
duty books.

Adverts; Internal




o Direct supervision and assistance during special duties and activities
where a higher level of decisions taking is required.

e Regular investigations and monitoring of complaints related to
operational activities.

o Attend departmental meetings.

e Prosecute when necessary.

« In service training to new recruits such as departmental policies,
rules and regulations.

e See that departmental standing orders are maintained.

e Arrange escorts.

e Receive and execute orders from Senior Management.

e Attend various forums and liaise with SAPS

e Submit reports to senior officers.

Salary: R 306 679.29~ R383 330.85 (post level 6/5 subject to job
evaluation)

DIVISION: PUBLIC SAFETY

POSITIONS: ASSISTANT SUPERINTENDENTS TRAFFIC X2

Requirements

e Grade 12 certificate plus Traffic Diploma from a recognised traffic
training institution.

o Registered as Traffic Officer.

e« Code EC Drivers Licence.

e 5 years proven experience in municipal traffic.
Competencies

e The ideal candidate must be flexible and independent thinker,
innovative and self-starter.
Must be able to work and respond under extreme pressure.
Must know, understand and implement road safety initiatives and
promote service delivery.
Must have good analytical communication skills (verbal, written and
report writing skills).
Must be willing to work abnormal working hours on short notice and
work shifts and be on standby when required.

Duties
e The Assistant Superintendent will act as shift supervisor in the
absence of the Superintendent
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e He/she will assist with the identification of corruption and other
malpractices.

e He/she will assist with the training of new recruits (Field Training
Officer Programs)

¢ He/ she will assist with the road closure at serious accidents scenes.

o Assistant superintendents will also be utilised in specialised tasks
and administrative positions, e.g., Accident Bureau, Research Units,
Public Training, awareness. Warrant execution and administrative
duties etc.

Salary: R 270 886.89-R 299 150.39 (post level 6 subject to job
evaluation)

DIVISION: PUBLIC SAFETY

POSITION: FIREMAN X6

Requirements

s A Grade 12(Matric) Certificate
e A valid Code 10 Drivers Licence (unendorsed)
e Must be in possession of fire fighter 1 and 2, Hazmat awareness
and Basic Ambulance Course
¢ 2 years’ relevant experience.
Main Duties

o Operating of fire appliances and all equipment pertaining to the fire

services.

« Driving of vehicles and lifting of equipment.

¢ Maintaining of all equipment.

¢ Attending to all fire emergencies.

e Perform administrative duties like writing of log sheets, call sheets

and reports.

o Attend to fire fighting and extinguishing of fires.

¢ Protection of Life and Property

e Preventing the outbreak and spread of fire.

« Collecting and delivering post.

« Handling of queries and complaints from public after hours.
Salary: R 189 848.04- R264 278.55 (post level 9/8 subject to job
evaluation)

CLOSING DATE: 18/02/2019

NB: THE COUNCIL RESERVES THE RIGHT NOT TO MAKE ANY
APPOINTMENTS TO THE ABOVE POSITIONS
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From: Acting Director Organisational To: See Distribution List / Notice Board
Development and Corporate
Services

Ref: OD &CS Date: 08 February 2019

INTERNAL / EXTERNAL ADVERTS

- RISK OFFICER

DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES

- MANAGER ELECTRICAL AND MECHANICAL ENGINEERING
- ASSISTANT MANAGER ELECTRICAL ENGINEERING SERVICES

- MANAGER LEGAL SERVICES

Attached hereto p'lease find a copy of internal adverts for your attention and all your
personnel.
Attached also is the application form which can be obtained at the Human Resources
Division Room 106. '
PLEASE NOTE THAT CV, ID, DRIVER’S LICENSE AND CERTIFIED COPIES OF
QUALIFICATI(Q)‘I\‘S MUST BE ATTACHED TO THE APPLICATION FORM.
Closing dates: &-Febru y 20 9 (Internal)

#2February 2019  (External)

AL .

Best\eiards
S O MASHIANE
AC & NICIPAL MANAGER
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DISTRIBUTION LIST

Municipal Manager

Acting Director Technical & Infrastructural Services
Acting Director Social Services

Chief Financial Officer

Acting Director Economic Development and Planning

Acting Director Organizational Development and Corporate Services

Executive Mayor

Speaker

Manager in the Office of the Executive Mayor
Manager in the Office of the Speaker
Manager in the Office of the Council Whip
Manager in the office of the Municipal Manager
Manager Human Resources

Manager Cleansing Services

Manager Civil Engineering Services

Manager Electrical Services

Manager Project Management Unit

Manager Financial Statements and Budget
Manager Income

Manager Records Services

Manager Legal Services

Manager Economic Development

Manager Administration Services

Manager Parks, Recreation and Cultural Services
Manager Public Safety

Manager Security Services

Manager Housing and Property Management Services
Manager Urban Planning and Pevelopment
Manager Marketing, Heritage and Tourism
Manager IDP Manager ICT

Manager Internal Audit

Manager Supply Chain

Unit Manager Orangeville/Deneysville
Communications Officer

Assistant Manager Electrical

Assistant Manager Business Systems ICT
Assistant Manager Parks

Assistant Manager Theater

Assistant Manager Cleansing Services
Assistant Manager Property Management
Assistant Manager Expenditure

Assistant Manager Income

IMATU & SAMWU

Adverts: Interpal




Metsimahole Local Municipality is an employment equity
employer, looking for suitably qualified persons to fill the under-

mentioned posts.

OFFICE OF THE MUNICIPAL MANAGER:
POSITION: RISK OFFICER

Reguirements:

s An appropriate Bachelor’s Degree or equivalent qualification (with
majors in Risk and Auditing).

e 3-5 years’ experience in a risk/audit/financial environment.

« Knowledge of risk management processes and techniques, budget
processes and financial management.

¢ Must be computer literate

e The ability to manage people, meet deadlines and work under
pressure.

Main Duties:

e Prepare and monitor a strategic risk plan.

o Develop and monitor the implementation of a fraud prevention plan.

e Liaise with the audit function, externa bodies and regulators on an
ongoing basis regarding compliance matters.

¢« Manage the risk management unit.

« Coordinate risk management activities.

e Assist with the development of risk policies and procedures to
minimize and eliminate fraud.

Salary: R 444 807.71 pa fixed (Salary level 03 subject to job evaluation)
plus a transport allowance based on the 650 km pm

DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES
DIVISION: ELECTRICAL AND MECHANICAL SERVICES
POSITION: MANAGER ELECTRICAL AND MECHANICAL SERVICES

Requirements:

e B Degree/B Tech in Electrical Engineering (Heavy Current) or
equivalent.

e Must be registered professionally with ECSA or be in possession of
competency certificate.
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s At least 3-4 years’ experience at the Middle or Supervisory
management level preferably in a municipal environment, which
include knowledge of planning, design, construction and
maintenance of electrical networks and systems.

e Computer literacy with the knowledge operation AutoCAD
programme.

¢ Drivers Licence

o Competent in General Machinery Regulations-GN R1521 of 5 August
1998- Issued in terms of Machinery and Occupational Safety
Act,1983(Act 6 of 1983)

Duties:

e Be responsible for the strategic management of the Electrical and
Mechanica! Department, which includes overseeing staff, resources
and any other problems which ensure that the provision of
Electricity services, fleet management and associated services are
efficient and effective.

s Oversee planning, design, construction and maintenance of
electrical networks and systems.

e Be responsible for High Voltage switching up to 22kv.

s Plan and control the budget.

L

Salary: R 550 958.49 per annum (Post level 01 fixed subject to job
evaluation) plus transport allowance t based on 850km is applicable to
this position

DIRECTORATE: TECHNICAL AND INFRASTRUCTURAL SERVICES

POSITION: ASSISTANT MANAGER ELECTRICAL

Requirements:

« A B Degree / B Tech degree in Electrical Engineering
Must be a qualified electrician

Must be abie to respond under pressure

Computer literacy

A Valid Driver’s Licence

Main Duties:

o Compilation of specifications for all electrical and mechanical
equipment
e Obtaining tenders for all electrical and mechanical equipment.
-« Adjudication of all tenders for electrical and mechanical equipment.
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s Compilation of technical reports for submitting to council.

o Submitting applications for funding to the northern Free State
district Municipality and development Mineral and Energy.

» Informing for all other departments which equipment should be
replaced.

« Responsible for the compilation change or alteration and increase of
electrical tariffs.

s Ljaise with the National Electrical Regulator for the approval of tariff
increases.

o To ensure that an effective and efficient administrative service is
rendered by the electrical engineering department.

o Compilation of By-laws and the enforcing of the By-laws.

o Enforcing all the requirements of the Occupational Health and
Safety Act (Act 85 of 1993)

» Approval of the planning and design of new layouts for township
establishments.

o Approval of calculations for the extension of existing networks.

s Compilation of service level Agreement with prospect developers.

e Applying the Occupational Health and Safety Act (Act 85 of 1993)
by virtue of inspections, planning written requests and instructions
as prescribed by the Department of labour.

o Applying the CODE FOR Wiring of Premises (SANS 0142 Part 1&2)
by virtue of inspections, controlling and meeting where new
connections and installations have an effect the electrical network.

s Enforcing the standard Electricity Regulations (By-laws) of the
council by virtue of inspections, meetings building plans and
application where new electrical connections are affecting the
network.

« Controlling Eskom Accounts in order to determine network losses.

e Exercising management and control over the Electrical Workshop by
direct and indirect supervision of the relevant functions,

« Exercising management of power failures and complaints.

« Controlling the utilization and maintenance of the entire electrical
network.

« Co-ordinating the functions and operations of the Electrical
Workshop.

« Make recommendations on the purchasing of material and
equipment used by the department.

« To ensure an effective and efficient management and control
function of the Electrical Workshop.

« Ensure that customer are not inconvenienced unnecessarily by
power by power interruptions.
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Compiling and controlling the capital and operational budget of the
Department yearly and 3 yearly.

Compilation of budgets in line with IDP programs.

Control the execution of electrical projects in the municipality.
Ensure that the safety of personnel is in line with the Basic
Conditions of Service.

Salary: R 491 095.27 pa fixed (Salary Level 02 subject to job evaluation)
plus travelling allowance up to 650 km per month

DIRECTORATE: FINANCIAL SERVICES

DIVISION: SUPPLY CHAIN UNIT
POSITION: MANAGER SUPPLY CHAIN

Reguirements:

Main

Bachelor of Commerce in Supply Chain Management and Operations
or Bachelor’s Degree in Purchasing and Logistics.

Five years’ experience in a managerial position in Local government.

Knowledge of SCM Regulations, Framework and all applicable
legisiation.

Excellent writing and oral communication abilities.

A strategic thinker with passion and enthusiasm.

The ability to work under pressure.

A valid Driver’s license,

Duties:

Managing the entire Supply Chain Management department as well
as supervision of staff.

Manage vendor relationship (e.g. third party logistics).

Establish the bid specification, bid evaluation and bid adjudication
committees, and oversee the proper functioning of the committees.
Manage the Demand Management process.

Identify preference point system and appropriate goals per
commodity in terms of preferential procurement policy objectives
Oversee the development of utilization of a supplier database.
Oversee bid / quotation process.

Develop and / or participate in the development of the supply chain
strategy for the organization.

Support the development of supply chain based training materials
and technical manuals

Manage and / or execute procurement related functions (e.g.
develop and implement contract management and procurement

Adverts: internal




frameworks, sourcing strategies, negotiate agreements, draft and
manage contracts, etc.)

o Direct and manage corporate governance and regulatory
compliance.

o Develop and oversee the implementation of a SCM Performance
system.

o Manage the annual SCM risk assessment, development of the 5CM
risk universe and risk response plan.

SALARY: R 550 958.49 pa (post level 01 subject to job evaluation) plus
participation in the transport allowance of R850 km per

month.

DIRECTORATE: ORGANISATIONAL DEVELOPMENT AND
CORPORATE SERVICES

DIVISION: LEGAL SERVICES
POSITION: MANAGER LEGAL SERVICES

Requirements:

e An LLB degree.

e 3 years’ experience as a practicing attorney.

e 5 years’ experience in a managerial position in Local Government.

s Proven track record in contract management, drafting, litigation and
labour law.

e Excellent writing and communication abilities.

e Strategic thinker with passion and enthusiasm.

e Ability to respond under pressure.

e Valid driver’s licence essential.

¢ Be computer literate.

Main Duties:

¢ Manage the entire Legal department as well as supervising staff.

e Compile the budget of the department and manage it.

e Ensure legal compliance by Council,

o Provide legal advice or written legal opinion and prepare
documentation for Council.

o Draft, review and edit contracts, policies and municipal by- laws.

« Act as chairperson or prosecutor during disciplinary hearings.

« Handle Litigations for the Municipality.

« Represent the municipality at conciliation, arbitration and hearing of

cases that are referred to the CCMA, Bargaining Council and Labour
Court
Salary: R 550 958.49 per annum (post level 01 subject to job evaluation)
plus participation in the transport allowance of R 850 km per month.
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Applications can be posted to: Municipal Manager Metsimaholo Local
Municipality’s Human Resources Department, P.O. Box 60,
Sasolburg, 1947 or hand delivered to no:10 Fichardt Street,

Sasolburg, 1947. For any enquiries please contact Mr. Phala
Machaea at 016-973 8446

Due to a large number of applications we envisage to receive, applications
will not be acknowledged. If you do not receive any response within three
(3) months, please accept that your application was unsuccessful.

CLOSING DATE: 15/02/2019 (Internal)
22/02/2019 (External)

NB: THE COUNCIL RESERVES THE RIGHT NOT TO MAKE ANY
APPOINTMENTS TO THE ABOVE POSITIONS.
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LOCAL MUNICIPALITY

APPLICATION NUMBER

INTENAL APPLICATION FORM

1 Application for position of

In the Depariment

2 PERSONAL PARTICULARS

Surname

First Names

Control number

Date of Birth

Identity Number

Drivers Licence Code

Contact Number

3 REFERENCE:

Current Directorate and Division

Immediate Supervisor

Current position

Current Main Tasks

PLEASE TURN PAGE OVER

PLEASE ATTACH C V, CERTIFIED COPIES OF YOUR QUALIFICATIONS & DRIVER'S
LICENSE
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4 EDUCATION AND TRAINING

5 Work Experience

Any false staterment wilfully made will render a successful applicant fable to instant dismissal.

Applicants who attempt to influence Councillors will be disqualified.

Signature of applicant Date
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