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Committee (includes obtaining approval. Compile bid documents. Publish 
tender invitations. Receiving and opening of bid documents. Coordinate, 
review, and compile the list of prospective providers for quotations. Compile 
terms of reference to invite service providers for an expression of interest. 
Receive, evaluate, and adjudicate the expressions of interest.  Compile a 
database of approved suppliers. Coordinate review, and source quotations 
from database according to the threshold values determined by the National 
Treasury. Supervise employees to ensure an effective acquisition 
management service and undertake all administrative functions required with 
regard to financial and HR administration.  This would, inter alia, entail the 
following: General supervision of employees. Allocate duties and perform 
quality control on the work delivered by supervisees. Advise and lead 
supervisees with regard to all aspects of the work. Manage performance, 
conduct and discipline of supervisees. Ensure that all supervisees are trained 
and developed to be able to deliver work of the required standard efficiently 
and effectively. Develop, implement and monitor work systems and processes 
to ensure efficient and effective functioning. 

ENQUIRIES : Ms. Vivien Khanye Tel No: 011 355 2606 
 
POST 33/155 : SUPPLY CHAIN CLERK REF NO: REFS/012005 
  (12-Month Contract) 
  Directorate: Supply Chain Management 
 
SALARY : R173 703 per annum, (plus 37% lieu of benefits) 
CENTRE : Johannesburg 
REQUIREMENTS : The successful candidate should have a Matric Certificate. No experience 

required. Knowledge: Basic knowledge of supply chain duties, practices as well 
as the ability to capture data, operate computer and collecting statistics. Basic 
knowledge and understanding of the legislative framework governing the 
Public Service. Basic knowledge of work procedures in terms of the working 
environment. Skills: Computer Skills. Planning and organization. Good 
Communication skill. Interpersonal relations. Good verbal and written 
communication skills. Teamwork. Flexibility. 

DUTIES : Render asset management clerical support: Compile and maintain records (e.g 
asset records/databases). Check and issue furniture, equipment and 
accessories to components and individuals. Identify redundant, non-
serviceable and obsolete equipment for disposal. Verify asset register. Render 
demand and acquisition clerical support: Update and maintain a supplier 
(including Contractors) database. Register suppliers on Logis or similar 
system. Request and receive quotations. Capture specification on the 
electronic purchasing system. Place orders. Issue and receive bid documents. 
Provide secretariat or logistical support during the bid consideration and 
contracts conclusion process. Compile draft documents as required. Render 
logistical support services: Place orders for goods. Receive and verify goods 
from suppliers. Capture goods in registers databases. Receive request for 
goods from end users. Issue goods to end users. Maintain goods register. 
Update and maintain register of suppliers. 

ENQUIRIES : Ms. Vivien Khanye Tel No: 011 355 2606 
 
  


