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sessions. Report witting: On-time submission of performance and summative 
reports for decision making and Portfolio of Evidence 

POST 12/79 : PERSONAL ASSISTANT: CHIEF DIRECTOR: PROVINCIAL 
COMMUNICATIONS REF NO. OTP 15/04/2022, 

  This post is earmarked for a person with disability 
 
SALARY : R261 372.per annum (Level 07) 
CENTRE : Bisho 
REQUIREMENT : National Senior Certificate and an NQF level 6 Diploma certificate in Public 

Admin or Management/ Office Management/ Secretarial Diploma qualification 
as recognized by the SAQA. Microsoft Office suite literacy at intermediate level. 
Minimum of 2-3 years’ experience in a professional office environment. 
Experience in rendering a support service to senior management will be an 
added advantage. Knowledge and Skills: Legislative framework and relevant 
government procedures, Understanding of government operations. 
Management of Virtual Meetings. Computer Skills, Secretarial skills, 
Administrative skills, Communication: verbal and written, Interpersonal and 
Conflict resolution. Key competencies: Communication, Problem Analysis and 
Solving, Financial Management, Programmes and Project Management, 
Technical Skills, Reliability, Flexibility, Planning and Execution, Teamwork. A 
Driver’s license will be an added advantage 

DUTIES : provides a secretarial/receptionist support service to the chief director. Receive 
telephone calls in an environment where, in addition to the calls for the Chief 
Director, discretion is required to decide to whom the call should be forwarded 
to. In the process the job incumbent should finalize some enquiries. Perform 
advanced typing work. Operate and ensure that office equipment, e.g., fax 
machines and photocopiers are in good working order. Record the 
engagements of the Chief Director. Utilize discretion to decide whether to 
accept/decline or refer to other employees’ requests for meetings, based on 
the assessed importance and urgency of the matter. Coordinate with and 
sensitizes/advises the manager regarding engagements. Compile realistic 
schedules of appointments and ensure effective diary management. Renders 
administrative support services: Ensure the effective flow of information and 
documents to and from the office of the Chief Director. Establish and maintain 
a document management and tracking system. Ensure the safekeeping of all 
documentation in the office of the Chief Director in line with relevant legislation 
and policies. Scrutinize routine submissions/ reports and make notes and/or 
recommendations for the manager. Respond to enquiries received from 
internal and external stakeholders. Draft documents as required. File 
documents for the manager and the unit where required. Collect, analyze and 
collate information requested by the manager. Clarify instructions and notes on 
behalf of the Chief Director. Ensure that travel arrangements are well 
coordinated. Prioritize issues in the office of the Chief Director. Manage the 
leave register and telephone accounts for the unit. Develop compliance 
management reports for the office of the Chief Director. Handle the 
procurement of standard items like stationary, refreshments etc. for the 
activities of the Chief Director and the unit. Obtain the necessary signatures on 
documents like procurement advices and monthly salary reports. Establish and 
maintain the Sub-programme task management and tracking register. Ensure 
that all documents and submissions always timely reach the Chief Director and 
Sub-Unit Managers. Provides support to manager regarding meetings 
Scrutinize documents to determine actions/information/other documents 
required for meetings. Collect and compile all necessary documents for the 
manager to inform him/her on the contents. Record minutes/decisions and 
communicates to relevant role players, follow-up on progress made. Prepare 
briefing notes for the manager as required. Coordinate logistical arrangements 
for meetings when required. Establish and maintain meeting resolutions 
registers for the Programme. Supports the chief director with the administration 
of the cd’s office budget Collect and coordinate all the documents that relate to 
the Chief Director’s Office budget. Keep record of expenditure commitments, 
monitors expenditure and alerts manager of possible over- and under 
spending. Check and correlate BAS reports to ensure that expenditure is 
allocated correctly. Identify the need to move funds between items. Compare 
the MTEF allocation with the requested budget and informs the Chief Director 
of changes. Studies the relevant public service and departmental 
prescripts/policies and other documents and ensure that the application thereof 
is understood properly remain up to date with regard to the prescripts/policies 
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and procedures applicable to his/her work terrain to ensure efficient and 
effective support to the manager. Remain abreast with the procedures and 
processes that apply in the office of the manager. Impact programme 
performance, advise DDG and CD’s and recommend corrective action where 
necessary. Facilitate the development and management of the Risk 
Management Register and Plan. Ensure that the budget, preparation of 
recruitment and procurement plans is done within agreed protocols. 

ENQUIRIES : Can Be Directed To: Ms. N. Mafu at Tel No: 082 562 2347/Mr N. Mhlawuli at 
076 7836993 

 
POST 12/80 : PROTOCOL OFFICER REF NO: OTP 16/04/2022 
  This Post Is Earmarked For A Person With Disability 
 
SALARY : R261 372. per annum (Level 07) 
CENTRE : Bisho 
REQUIREMENT : A National Senior Certificate. A National Senior Certificate, an NQF Level 6 

Diploma certificate in studies relating to IGR, Public Administration and 
protocol services as recognized by SAQA. Minimum of 2 to (3) years working 
experience in Protocol field. Knowledge of modern systems of governance and 
administration: Advanced knowledge of public communication, Knowledge of 
the policies of the government of the day, Knowledge of Constitutional, legal 
and institutional arrangements governing the South Africa public sector. Skills: 
Strong conceptual and formulation skills, Strong interpersonal skills, Excellent 
verbal and written communication skills, Outstanding planning, organizing and 
people management skills, Computer literacy skills. 

DUTIES : provide protocol services to state functions and events: Establish necessary 
procedures for receiving VIPs during an event, Render protocol services to 
Presidency, Ministers, Deputy Ministers, Premier, Members of the Executive 
Council, Executive Mayors of District Municipalities and Metros, Kings/Queens 
and Other Stakeholders, Coordinate briefing sessions for Principals. provide 
advisory and consulting services related to protocol matters: Hanging of Official 
Photographs, Placement of National Symbols, ensure that Order of 
Precedence is adhered to when crafting a program, ensure that Rubrics is 
adhered to when crafting Seating Plan. Participate in planning of events: 
Participate in plenary meetings, Develop protocol plan which entails the 
following: Application to host the event, Invitations and guest list, Programme, 
holding rooms, Seating Plan, Accreditation and categories, Venue of the 
meeting, Floor Plan, National Symbols, Ushering, Media Schedule, Sign 
Language Interpreters, Develop Order of Proceedings for Principals during 
events, Maintain Provincial Guest List. Provide support in the preparation for 
protocol training assist: in the coordination processes of the Protocol Forum, 
assist in the preparations for Protocol Training, develop presentations for 
Protocol Training. Manage area of responsibility: Review work area’s 
performance and make recommendations to improve the efficiency and 
effectiveness, Report on the work area’s information as required by internal 
and external stakeholders  

ENQUIRIES : Can Be Directed To: Ms. N. Mafu at Tel No: 082 562 2347/Mr N. Mhlawuli at 
076 7836993 

 
POST 12/81 : LITIGATION SECRETARY: SPECIALIZED LITIGATION UNIT REF NO. OTP 

17/04/2022 
  (Fixed Term Contract of 12 Months) 
 
SALARY : R261 372 per annum (Level 07) 
CENTRE : KWT 
REQUIREMENTS : Senior Certificate, an NQF level 6 Qualification Certificate in Public Admin or 

Management/ Office Management or Secretarial National Diploma with 1-2 
years’ experience within litigation environment. Knowledge of relevant 
legislation and policies, e.g. the Public Finance Management Act, Treasury 
Regulations, Public Service Act and Public Service Regulations. Good verbal 
and written communication skills. Computer literate (MS Word, Excel and 
Power Point).  

DUTIES : Provide a secretarial/receptionist support service to the Unit. Receive and 
direct enquiries/complaints to relevant people. Manage and coordinate the 
diary of the Unit. Render an administrative support service to the Unit. Manage 
the travel arrangements and claims for the Unit. Provide support with the 
administration of the budget. Provide support to the Unit during meetings. 


