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POST 06/88 : SENIOR PERSONNEL OFFICER: HRD REF NO: 010/2022 
  Sub-Directorate: HR Utilisation & Development 
 
SALARY : R211 713 per annum (Level 06), plus benefits 
CENTRE : Pretoria 
REQUIREMENTS : A 3-year relevant tertiary qualification (NQF 6) in the areas of Public 

Administration, Human Resources Management/Development or equivalent 
and at least 3 years appropriate experience in human resources development. 
An NQF 7 or supplementary HR related courses will serve an advantage. 
Knowledge of HRM/D legislation and policies, knowledge of the concept and 
the field of HRD. Good communication, planning and organising and 
organisational skills. Proven computer literacy, including Ms Word and Ms 
Excel. Good presentation skills and report writing skills. Ability to pay attention 
to detail and work within deadlines. Knowledge of PERSAL will be an added 
advantage. 

DUTIES : The successful candidate will be responsible to provide effective administration 
in the areas of Training and Development in the Department. This will include: 
Bursary administration – assist to advertise the bursaries, receive and capture 
bursary applications, facilitate the signing of bursary contracts, process 
payments of tuition fees and books, create and update the bursary records and 
electronic records, monitor progress of the bursars and report defaulters, 
submit bursary reports and audit the bursary files and records bi-annually. 
Coordinate Induction programmes: Coordinate departmental and Compulsory 
Induction programmes (CIP), organise the sessions and the necessary 
logistics (venue, handouts/material and equipment), receive and record 
bookings, and confirm bookings with the delegates. Assist to organise short 
courses, conferences and seminars: Capture the PDPs in a database, source 
training interventions, generate the training reports and update the training 
records. Internship, learnership and experiential programs: Assist to recruit, 
induct, train the learners and monitor effectiveness of the programs. Provide 
advice and support on Training Policy, legislation and prescripts. Assist with 
the support in relation to the Training policy, HRD plan, WSP and relevant 
legislative frameworks. Perform or assist to perform the functions related to 
HRD. 

ENQUIRIES : Ms J Mchunu Tel No: (012) 312 0462 
 
POST 06/89 : SENIOR SUPPLY CHAIN CLERK REF NO: 011/2022 
  Unit: Demand and Acquisition Management 
 
SALARY : R211 713 per annum (Level 06), plus benefits 
CENTRE : Pretoria 
REQUIREMENTS : A 3 year tertiary qualification (NQF 6) in Supply Chain Management/ Public 

Management/Logistics/ Purchasing with at least 3 years’ experience in Supply 
Chain Management of which at least 1 year in Demand and Acquisition. Must 
have knowledge of SCM procedures and policies, PFMA, PPPFA and National 
Treasury Regulations. Computer literacy and sound knowledge of Microsoft 
Office suite applications and LOGIS will be an added advantage. 
Organisational skills and good interpersonal relations, communication skills 
(written & verbal), ability to maintain high level of confidentiality and be able to 
work under pressure. 

DUTIES : The successful candidate will be responsible to implement demand and 
acquisition administration efficient and effectively. Provisioning of quotation 
administration: ensuring that all documents are prepared for quotations to be 
sent to registered suppliers; quotations are effectively and efficiently sourced 
and quotations are effectively and timeously finalised. Engaging with end users 
to clarify specifications Keeping of records and reporting: Ensuring that the 
effective filing system is maintained and accurate reporting provided as and 
when required. Updating of supplier database. 

ENQUIRIES : Ms J Mchunu Tel No: 012 312 0462. 
 
  


