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CHIEF DIRECTORATE  CORPORATE SERVICES 
 

DIRECTORATE HUMAN CAPITAL MANAGEMENT  
 

POST ASSISTANT DIRECTOR: PERSAL & 
ESTABLISHMENT 

LEVEL 9 
 

SALARY R 376 596 p.a. 
 

CENTRE PROVINCIAL OFFICE 
 

REF NO SD/01/01/19 

REQUIREMENTS Mandatory requirements: National Diploma/ Bachelor’s 

Degree in Human Resources or Public Administration, 3-5 

years’ experience in HR Information Management 

Systems, Establishment Management and Reporting. 

Key Requirement: Exceptional computer literacy with 

extensive MS Excel experience and knowledge of Persal 

System as well as the Public Service Regulatory 

Framework, Knowledge of statistical analysis and 

interpretation of the Organizational Structure concepts. 

N.B: shortlisted candidates will be subjected to practical 

exercise to test MS Packages knowledge.  

COMPETENCIES Communication (written and verbal) skills; planning and 

organizing skills, interpersonal skills, problem solving skills. 

Attributes: Ability to work in a team; ability to produce quality 

work; ability to work under pressure and to cope with high 

workload; self-starter; Accurate and complaint.  

DUTIES Maintenance of the Departments staff establishment on 

PERSAL. Perform reconciliations on the establishment. 

Quality assure and approve all establishment transactions 

on the HR systems and ensure accuracy and frequency of 

PERSAL transactions. Manage the establishment on 

PERSAL. Ensure the linking of correct responsibility, 

objectives, job titles and occupational categories. Conduct 
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audits on HR systems, approved submissions and 

structures to ensure integrity of information. Maintain 

updated organogram (organizational structure) and of the 

department. Compile management information reports e.g 

HR oversight report, Employment Equity, establishment 

and ad-hoc reports. Prepare and consolidate monthly 

reports on the establishment, vacancy rates, posts created, 

movement of post, disability and posts abolished. Compile 

special reports, approved organizational structure and 

statistics as requested by Management and other clients, in 

terms of applicable personnel data (PERSAL), based on 

HR functions. Manipulate data on a spread sheet (Excel) to 

generate the above reports. Oversee the alignment 

between the organizational structure for the Department, 

PERSAL establishment and Cost of Employee budget. 

Engage various stakeholders including Finance and 

divisions to ensure and but in into the establishment 

management and regular updating of information to ensure 

coordinated reporting process. Ensure compliance to 

existing policies and prescripts, implement and review the 

establishment management policy when circumstances 

require. Provide training and guidance to junior colleagues 

in terms of the establishment management process and 

reporting in the department.   

ENQUIRIES MS C VAN DER LINDE 
TEL:018- 388 4385 

 

 

 

 

 

 

 


