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ADVERTISEMENT OF VACANT POSTS IN THE DEPARTMENT OF HEALTH

The Department of Health invites applications from suitably qualified candidates for vacant posts.

1. Applications should include a fully completed new Z83 (effective 01 January 2021) form
obtainable from any government institution or at www.dpsa.gov.za and must be accompanied by
comprehensive Curriculum Vitae [CV], copies of required Educational Qualifications and Identity
Document [ID].

2. Shortlisted candidates will be required to come for an interview, at which time, certified copies of
all relevant qualifications and copy of ID must be submitted.

3. Applicants should complete separate application form where more than one position are applied
for. Correspondence will be entered into with shortlisted candidates only.

4. Applications for posts at the districts should be addressed to the District Executive Managers of
the District Offices, posts at the Hospitals to the Chief Executive Officers/Heads of Institutions of
the hospitals and for Vertical Programs to Head of the specific program as per the attached
address list.

5. Applications for posts where the centre is indicated as Head Office [Polokwane] should be
addressed to:

The Head of Department

Department of Health

Private Bag x 9302

Polokwane

0700, or for hand delivery at No 18 College Street, Polokwane, Office Number
060 [Fidel Castro Ruz House]

, Private Bag X9302, Polokwane
- Fidel Castro Ruz House, 18 College Street, Polokwane 0700. Tel: 015-293 6000/12. Fax: 015 293 6211 M . D
Website: http/www.limpopo.gov.za
The heartland of Southern Africa — Development is about people!
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6. People with disabilities are encouraged to apply.

7. Applicants responding to this circular should quote circular number and position number as
reference on the Z83 application form.

8. The closing date for the applications will be _ 22 JULY 2022

NB. Kindly note that NO payment of any kind is required when applying for posts advertised
in this circular.

General enquiries about the advertised posts should be directed to Mr Ngobeni TM at 015 293
6423, Mr Maselesele LM at 015 293 6666, Ms Mampshika SM at 015 293 6114, Ms Sebola MF at
015 293 6002 during office hours.

01/07/2022
H OF DE?‘RTMENT: HEALTH DATE
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POST 1: CHIEF ARTISAN: GRADE A [SHIFT] = 12 POSTS

Commencing Salary Notch: R392 283.00 p.a.

CENTRES: Sekhukhune District [1], Jane Furse Hospital [1], Siloam Hospital [1], Van Velden Hospital [1], St Ritas
Hospital [1], Pietersburg Hospital [1], Hayani Hospital [1], FH Odendaal [1], Mankweng Hospital [1], Thabazimbi
Hospital [1], Mokopane Hospital [1], Tshilidzini Hospital [1]

REQUIREMENTS: A) Qualifications and Competencies
= Appropriate Trade Test Certificate
= Ten years post qualification as an Artisan/Artisan Foreman
= Proven experience in staff supervision

Inherent requirements of the job: willingness to perform standby duties after
hours, over weekends, public holidays and overtime or when the need arises.
= Valid driver’s license [attach copy]

B) Knowledge and Competencies

Technical report writing skills

Good communication and computer literacy skills. (Word, Excel, Outlook).

Able to read and interpret manufacturing drawings

Knowledge and experience regarding the compliance to the Occupational Health

and Safety Act workplace is essential

= Budgeting and Financial Management

= Good communication, Problem solving and analysis, Decision making, Planning
and organizing skills

= Mentoring and coaching

KEY PERFORMANCE AREAS

= Manage scheduled and preventative maintenance including grounds, plants and
equipment at allocated hospitals and drainage PHC facilities.

= Manage repairs of equipment, plant, reticulations and service to client satisfaction
and provide necessary feedback on completion

= Manage and Co-ordinate Physical Facilities environment of the facility including
electro-mechanical installations

= Manage and supervise Human Resources
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POST 2: ASSISTANT DIRECTOR: RISK MANAGEMENT [LEVEL 9] = 2 POSTS

Commencing salary notch: R382 245.00 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

A Senior Certificate [Grade 12] plus a minimum of undergraduate qualification at
NQF level 6 in Risk management / Law / Financial stream as recognized by South
African Qualifications Authority [SAQA].

A minimum of two (2) years’ experience in Risk Management, especially in
investigating fraud and corruption cases.

Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

A valid driver’s license [Attach copy].

Knowledge and Skills

Knowledge of minimum Anti-Corruption Capacity Requirement.

Investigation skills and internal control strategies and compliance inspections

A thorough understanding of the relevant legislation and policies such as Fraud
Prevention Strategy, The Prevention and Combating of Corruption Activities Act
(PCCA), Public Finance Management Act (PFMA), Procurement policies, Public
Service Regulations, Treasury Regulations and Whistleblowing Policy.

Report writing skills

Good interpersonal relations.

Good communication (verbal and written) skills.

Good planning and organising skills.

Experience of trial process both departmentally and criminally.

An independent thinker and worker.

Good presentation skills.

Ability to work under pressure and to deliver within agreed time frames.

KEY PERFOMANCES AREAS:

Conduct investigations in reported cases of Fraud and Corruption.

Follow-up investigated cases for corrective actions.

Identify fraud risks in the Department and interventions required in managing the
risks.

Provide Anti-Fraud and Corruption awareness / workshop within the Department;
Implement Anti-Fraud and Corruption Strategies.

Management of resources within area of responsibility.

Provide support services to the head of the Sub-directorate.

[ J
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POST 3: ASSISTANT DIRECTOR: RISK MANAGEMENT [LEVEL 9] =2 POSTS
Commencing salary notch: R382 245.00 p.a.

CENTRES: Mopani District [1], Sekhukhune District [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus a minimum of undergraduate qualification at
NQF level 6 in Risk management / Law / Financial stream as recognized by SAQA.

= A minimum of two (2) years’ experience in Risk Management, especially in Risk
Assessment and investigating fraud and corruption cases.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

= Knowledge of Public Sector Risk Management Framework and Minimum Anti-
Corruption Capacity Requirement.

= Investigation & Risk Assessment skills, internal control strategies and compliance
inspections.

= A thorough understanding of the relevant legislation and policies such as Fraud
Prevention Strategy, The Prevention and Combating of Corruption Activities Act
(PCCA), Public Finance Management Act (PFMA), Procurement policies, Public
Service Regulations, Treasury Regulations, COSO, King Reports on Corporate
Governance and Whistleblowing Policy

= Report writing skills

= Good interpersonal relations

= Good communication (verbal and written) skills

= Good planning and organising skills

= Experience of trial process both departmentally and criminally

= Anindependent thinker and worker

= Good presentation skills

= Ability to work under pressure and to deliver within agreed time frames.

KEY PERFOMANCES AREAS:

= Conduct Risk Assessments

= Monitoring progress on prioritised risks

= Conduct investigations in reported cases of Fraud and Corruption

= Follow-up investigated cases for corrective actions

= |dentify potential risks in the Department and interventions required in managing
the risks

* Provide Risk and Anti-Fraud & Corruption awareness / workshop within the
Department

» |Implement Anti-Fraud and Corruption Strategies

= Management of resources within area of responsibility

= Provide support services to the head of the Sub-directorate. M
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POST 4: ASSISTANT DIRECTOR: BUDGET AND REPORTING [MANAGEMENT ACCOUNTING] LEVEL [9]
=1POST

Commencing Salary Notch: R382 245.00 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

= Senior Certificate (Grade 12) plus a minimum of undergraduate qualification in
Financial Management/Accounting/Economics at NQF level 6 as recognized by
SAQA.

= A minimum of four (4) years’ experience in financial management environment

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge Skills and Attributes

= Hands on knowledge of Public Sector financial planning, budgeting and Reporting.

= Working knowledge of Public Finance Management Act (PFMA), Treasury
Regulations and DORA as well as related and guidelines.

= Good Understanding of BAS financial system.

= Fair understanding of the Government Standards Chart of Accounts.

= Ability to manage multiple projects, excellent interpersonal & communication skills
(written & verbal).

= A sound knowledge of Microsoft Office applications (Excel, PowerPoint, Word are
essential whereas Access is recommended),

= Report writing and presentation skills.

= The incumbent must be assertive and self-driven, Innovative, and creative, Client
focused and Solution orientated

= Be able to work under stressful situations as well as the ability to maintain high levels
of confidentiality and professionalism.

KEY PERFORMANCE AREAS:

= Control and monitor the budget of the department.

= Financial planning services in the department.

= Compilation of monthly, interim and annual financial and management reports.

= Compensation of employees’ analysis and recommendations.

= Coordinate the preparation and consultation for the MTEF budget process.

= Analyse, interpret and implement the Treasury guidelines for the Estimates of
Provincial and Revenue Expenditure (EPRE).

= Develop, implement and revise templates for the collection of budget information from
line functionaries.

= Render capacity building on Budget Management Issues.
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POST 5: ASSISTANT DIRECTOR [OFFICE MANAGEMENT] [LEVEL 9] =1 POST

Commencing salary notch: R382 245 p.a.

CENTRE: Head Office [Polokwane]: Office of DDG: Health Care Services

REQUIREMENTS: A) Qualifications and Competencies

A Senior Certificate [Grade 12] plus a minimum of undergraduate qualification at
NQF level 6 as recognized by SAQA.

A minimum of three [3] years relevant experience

Inherent requirement: Willingness to work after hours and under pressure.
Advanced computer literacy including MS Outlook, Word, Excel and PowerPoint;
Virtual meeting platforms literacy

A valid driver’s license [Attach copy].

B) Knowledge and Skills

Sound in depth knowledge of public service systems and relevant prescripts
Understanding of the legislative framework governing the Public Service i.e. Public
Service Act, Public Service Regulations

Financial management skills

Project management skills; Communication (written and verbal) skills in at least
two of the three official languages of Limpopo

Ability to draft complex documentation

Report writing, good communication, negotiation and problem-solving skills.
Policy analysis and development.

KEY PERFORMANCE AREAS:

Executive research, analyse information and compile complex documents for the
Deputy Director General

Manage various office projects and activities

Obtain inputs, collate and compile reports, e.g. progress-, monthly and
management

Scrutinize all submissions/reports and make notes and/or recommendations for
the DDG or return it to the originator

Respond to written, email or verbal enquiries from internal and external
stakeholders on behalf of the DDG

Draft documents as required

Devise and maintain office systems, including data management

Collect, compile and scrutinize documents to determine actions/information/other
documents required for various engagements of the DDG

Advise the DDG in determining funding requirements for purposes of MTEF
submissions

Administer the record keeping of expenditure commitments, monitoring the
expenditure and alert the DDG of possible over- or under spending in respect of
the Office of the DDG.

Manage resources in the office of the DDG;

Remain up to date with regard to the applicable prescripts/policies and procedures
applicable to his/her work terrain to ensure efficient and effective support to the
DDG

Support the DDG in management, development and sustaining effective working
relations with stakeholders.
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POST 6: ASSISTANT DIRECTOR: ICT SERVICE DESK MANAGEMENT [LEVEL 9] =2 POSTS

Salary Package: R382 245 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualification and Competencies

A Senior Certificate [Grade 12] plus undergraduate qualification in Computer
Science, Information System or Information Technology at NQF level 6 as
recognized by SAQA.

A minimum of three (3) years working experience in Service Desk Management.
A valid driver’s license (Attach copy)

B) Knowledge and Skills

Knowledge of and experience in applying ITIL principles and standards to improve
incident resolution and service standards.

Good customer service & communication skills.

Troubleshooting/problem-solving skills.

Ability to work in a highly pressured environment and driven by a sense of urgency
to meet deadlines

KEY PERFORMANCE AREAS:

Supervise the Service Desk support staff by defining and establishing schedules,
setting priorities, providing support/direction and dealing with administrative issues
as needed.

Establishes and enforce Service Desk service levels agreement in consultation
with end users to established problem resolution expectations and timeframes.
Gather and analyze metrics to benchmark the Service Desk workload/performance
and identify trends in call centre issues.

Collect and consolidate data across multiple data sources, develop and implement
process improvements and automate where possible.

Analyze and interpret data to identify trends/patterns.

Prepare data and graphs in support off monthly performance reviews.

Participate in formal or informal presentations of findings.

Maintain and report incidents ticket metrics data that depicts daily, weekly, and
monthly service requests and incidents.

Promote excellent customers service, effective response times and provide expert
insights into general support issues.

Train Service Desk staff on operational procedures and troubleshooting
techniques.

Work with end-users to minimize impact when production applications and system
fail.

Ensure proper resolution of any system issues as established in the SLA.

[
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POST 7: ASSISTANT DIRECTOR: ICT INFRASTRUCTURE [LEVEL 9] =1 POST
Commencing Salary Notch: R382 245.00 p.a.
CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior certificate [Grade 12] plus undergraduate qualification in Computer
Science, Information Systems or Information Technology at NQF Level 6 as
recognized by the South African Qualification Authority. [SAQA]

= A minimum of five (5) years working experience as an Assistant Director or
equivalent position in Information and Communication Technology Infrastructure.

= Avalid driver’s license (Attach copy).

B) Knowledge and Skills

= Corporate Governance of ICT policy Framework

= Excellent knowledge of current protocols and standard, including Acting Directory
Group Policies, MS Exchange, Core Switching/Routing, SSL/IP Sec, SAN,
Business Continuity, Disaster Recovery.

= Experience in installing network cabling and telephony system.

= Ability to work in a highly pressured environment and driven by a sense of
urgency to meet deadlines

KEY PERFORMANCE AREAS:

= Design and implement short- and long-term strategic plan to make certain
network capacity meets existing future requirements.

= Develop, implement and maintain policies, procedures, and associated training
plans for network administration and appropriate use.

» Practice network assets management, including maintenance of network
components inventory, life cycle management and related documentation.

= Provides ownership of problem through final resolution.

= Plan, acquire and coordinate installation of in — house and remote hardware and
software across the department’s network.

= Assess, approve and administer all equipment, hardware and software upgrades.

= Manage and ensure optimal operation of all network hardware and equipment,
including routers, switches hubs UPSs etc.

= Manage and ensure effectiveness of serves, including e-mail, print backup
servers and their associated operating system

= Test network and sever performance and provide network performance statistics
and report, develop strategies for maintaining network and server infrastructure.

= Oversee the administration of user account, permission and access right in
Active Directory

MO
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POST 8: ASSISTANT DIRECTOR: SUPPLY CHAIN MANAGEMENT [LEVEL 9] = 7 POSTS
Commencing Salary Notch: R382 245 p.a.

CENTRE: Head Office [Polokwane] [2], Capricorn District [1], Sekhukhune District [1], Mopani District [1],
Waterberg District [1], Vhembe District [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in Supply Chain
Management or Financial / Logistics / Purchasing Management / Commerce at
NQF level 6 as recognized by SAQA.

= A minimum of three (3) years relevant supervisory experience in Supply Chain
Management.

= Hands-on approach on acquisition administration.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

= Avalid driver’s licence. [Attach copy]

B) Knowledge and Skills:

= Knowledge, understanding and application of Public Finance Act (PFMA),
Treasury Regulations, Preferential Procurement Policy Framework (PPPFMA),
Broad-Based Black Economic Empowerment Act (BBBEE), Supply Chain
Management (SCM) guide to Accounting Officers and related Legislations.

= Good leadership and communication (verbal and written) skills, presentation skills,
meeting procedures, conflict resolution, customer and quality management and
knowledge of legal aspects in Supply Chain Management.

KEY PERFORMANCE AREAS:

= Facilitate the opening and closing of bids and quotations adverts.

= Check and verify quotations and bids received.

= Facilitate the evaluation process of quotations and bids.

= Prepare bid awards for publication in the Tender Bulletin and departmental website
and provide feedback to End Users.

= Prepare, consolidate and report bid awards on a monthly and quarterly basis to
Provincial Treasury and facilitate reporting at National Treasury Contract Award
portal.

= Supervise human resources/staff. Allocate and ensure quality of work. Personnel
development.

= Assess staff performance.

= Apply discipline.
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POST 9: ASSISTANT DIRECTOR: SECURITY MANAGEMENT [LEVEL 9] = 1 POST
Commencing Salary Notch: R382 245.00 p.a.

CENTRE: Sekhukhune District

REQUIREMENTS: A) Qualification and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in Security
Management at NQF level 6 as recognized by SAQA plus competencies in
vetting.

= Registration with Private Security Industry Regulation Authority with Grade A or
B.

= Minimum of two [2] years’ experience in Security Management.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

= Avalid driver’s license [Attach copy]

B) Knowledge and Skills

= Knowledge and understanding of relevant legislative framework and policies.

= Knowledge and understanding of the electronic physical security measures.

= Good communication, report writing, interpersonal and conflict management
skills.

KEY PERFORMANCE AREAS:

= Ensure the effective Execution of Vetting administration

= Co-ordinate Personnel Suitability Checks on new appointments in the
Department and companies applying to render services to the Department.

= Provide inputs for the development of policies, guidelines, norms and standards
in vetting.

=  Implement MISS and MPSS.

= Investigate non-compliance and make recommendation regarding employee and
contractor’s integrity and security competence.

= Liaise regularly with the law enforcement agencies and SSA concerning security
checks.

= Monitor the extent of compliance of the security policy.

= Conduct threats risk assessment and ensure proper implementation of
recommendations in consultation with relevant authorities.
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POST 10: ASSISTANT DIRECTOR: LEGAL SERVICES [LEVEL 9] =1 POST

Commencing Salary Notch: R382 245.00 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

A Senior Certificate plus undergraduate qualification in Law or
equivalent qualification with relevant law subjects.

A minimum of three (3) years relevant experience.

A legal qualification indicated above plus experience working in a
clinical discipline or in close proximity with clinicians will be an added
advantage.

Working knowledge of South African common law in respect of Medico-
Legal evidence will be an added advantage.

Computer literacy including MS Outlook, Word, Excel and PowerPoint;
Virtual meeting platforms literacy.

A valid driver’s license (attach copy)

B) Knowledge and Skills

KEY PERFORMANCE AREAS:

Drafting skills in legislation or contracts.
Communication, research and memoranda/report writing skills.

Conducting interviews with clinical staff of the Department to obtain
relevant information on the possible causes of and defences against
legal claims.

Collecting and collating hospital records and medico-legal reports and
opinions in relation to medico-legal matters.

Supporting consultation processes with lawyers and experts and the
development of joint minutes and when needed.

Peruse medico-legal reports, evidence and hospital record against the
legal standard of proof required in a matter.

Ensure accurate maintenance of records and that files are attended to
timeously by all relevant parties in accordance with timeframes in the
rules, decisions of the various courts and the Standards Operating
Procedure.

Ensure that legal representatives have instructions and highlight
significant issues in relation to the instruction to be considered during
clinical assessment.

Draft/amend/edit laws and subordinate legislations that are applicable
to the province/departments.

Furnish legal opinions regarding documents such as tender documents,
contracts, guarantees, bonds, agreements, etc.

Draw up documents and give advice to the department regarding
problems of interpretation, legal liability, exercising of powers and other

legal matters. M
[
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= Prepare and file cases.

= Draft documents for the State Attorney/ State Law Advisors to furnish
formal legal advice and to act in litigious matters.

= Liaise with other institutions and departments regarding court cases
and legal administration affairs.

= Represent the department on multilateral technical committees
regarding legal matters.

= Filing of cases, etc.

= Provide legal support service as and when required.

= Compile monthly, quarterly and annual reports and statistics on lawsuits
and contracts and submitting to branch Head and Office of the Premier.

= Develop and maintain a database of lawsuits, legislations and
contracts.

POST 11: ASSISTANT DIRECTOR: LEGAL SERVICES [LEVEL 9] =1 POST
Commencing Salary Notch: R382 245.04 p.a.
CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualification and Competencies

= A Senior Certificate [Grade 12] plus Four-year degree in Law
[LLB/ B. Proc] or equivalent company secretary qualification.

*= A minimum of five [5] years’ legal or company secretary
services experience.

= Admitted as an Attorney/Advocate or Chartered Company
Secretary will be an added advantage.

= Willingness to travel frequently and work long and irregular
hours.

= Ability to function under pressure and reporting directly to the
HOD.

=  Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

= Knowledge: Public Finance Management Act (PFMA),
Treasury Regulations, Public Service Regulations (PSR),
Public Service Act (PSA), Promotion of Administration Justice
Act (PAJA), Promotion of Administration Information Act
(PAIA), Criminal Procedure Act, Law of Evidence,
Constitutional Law, The Constitution of the Republic of South
Africa, Unemployment Insurance Contributions Act (UICA),
Unemployment Insurance Act (UIA), Labour Relations Act
(LRA), Litigation Procedures.

= Communication, Listening, Time management, Report writing,
Planning and organising, Liaison, Diplomacy, Policy
Development, Networking, Interviewing, Financial
management, Project management, Strategic management,

Negotiation. M. D
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KEY PERFORMANCE AREAS:

Management of information in line with the strategic objectives
of the section.

Co-ordinate the collection of quality health data as well as
update and maintain the office information database
Implement and monitor policies, procedures and standards in
respect of information management.

Receive, collate and analyze data from primary and secondary
services.

Compile both summary and comprehensive health data and
information reports on the status of service delivery.

Provide support and capacity building to relevant personnel.
Provide legal support to ensure compliance with relevant
legislation.

Communicate complaints to stakeholders and track timelines
to ensure effective and timeous management of complaints.
Provide legal strategies to ensure optimal functioning of the
Department in its service delivery objectives.

Review correspondence, policies, contracts, memoranda of
understanding, service level agreements and other legal
bidding documents for the Department.

Facilitate the promotion of an effective relationship with all
stakeholders.

Read, understand and provide professional legal advice in
relation to policies, legislations, regulations and other kindred
documents.

Identify applicable legal principles, including case
law and apply the law to facts.

POST 12: ASSISTANT DIRECTOR [WORKFORCE MANAGEMENT] [LEVEL 9] = 1 POST

Commencing Salary Notch: R382 245.00 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS:

ADVERTISEMENT OF VACANT POSTS [LEVEL 4-9] - DEPARTMENT OF HEALTH: JULY 2022

A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate An appropriate
Bachelor's Degree / National Diploma in Human Resource
Management / Public Management / Public Administration or
equivalent qualification at NQF level 6 as recognized by SAQA plus

experience in human resource Management.

= Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s license [Attach copy].

Pa
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B) Knowledge and Skills

= Sound in depth knowledge of relevant prescripts and application of
human resources practices.

= Successful training on PERSAL system [attach certificate/s]

= Understanding of the legislative framework governing the Public
Service e.g. Employment Equity Act, Skills development Act, Basic
Conditions of Employment Act, Labour Relations Act, Public Service
Act, Public Service Regulations and various Bargaining Council
Resolutions.

= Good communication, Negotiation, Facilitation and Problem solving
skills.

= Diversity Management.

KEY PERFORMANCE AREAS:

= Co-ordinate the established recruitment process, i.e. advertisement of
posts.

= Co-ordinate the process of sourcing and selecting human capital.

= Ensure that all relevant administration during and following the
recruitment process is done.

= Liaise and co-ordinate with various stakeholders.

= Manage resources i.e. physical, human and financial.

= Manage and coordinate the employment contracts.

POST 13: ASSISTANT DIRECTOR: HUMAN RESOURCE MANAGEMENT [LEVEL 9] =9 POSTS
Commencing Salary Notch: R382 245.00 p.a.

CENTRES: Sekhukhune District [1], Mopani District [1], Emergency Medical Services Head Office [1],
Groblersdal Hospital [1], Maphutha L Malatji Hospital [1],Philadelphia Hospital [1],Vhembe District
[1],WF Knobel Hospital [1],George Masebe Hospital [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in in Human
Resource Management / Public Management / Public Administration or
equivalent qualification at NQF level 6 as recognized by SAQA plus
competencies in Human Resource Management.

=  Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver's license [Attach copy].
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B) Knowledge and Skills

= Knowledge of Public Service Act, Public Service Regulation, and other related
legislation.

Knowledge of persal will be an added advantage.

Understanding of recruitment and selection process.

Problem solving skills.

Time management.

Understanding of procurement process.

Planning and organizing skills.

KEY PERFORMANCE AREAS:

= Provide Workforce Management and HR Administration.

= Process employee’s benefits and allowances.

= Coordinate the management and implementation of remuneration work outside
public service.

= Process the Compensation of Occupational Injuries and Disease Act.

= Process state guarantees and housing allowance matters.

= Process leave of absence and Policy on Incapacity Leave and ill health
Retirement. [PILIR].

POST 14: ASSISTANT DIRECTOR: FINANCIAL MANAGEMENT [LEVEL 9] = 3 POSTS
CENTRES: Jane Furse Hospital [1], Messina Hospital [1], Botlokwa Hospital [1]
Commencing Salary Notch: R382 245.00 p.a.

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate (Grade 12) plus tertiary qualification in Financial
Management/Accounting/Economics at NQF level 6 or Equivalent as recognized
by SAQA.

= A minimum of four (4) years’ experience in the finance environment

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

»  An understanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

= Good Understanding of BAS, LOGIS and other financial systems.

= Ability to manage multiple projects, excellent interpersonal & communication
skills (written & verbal).

= Understanding of the Government Standards Chart of Accounts

= Well-developed communication skills / interpersonal relations.
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KEY PERFORMANCE AREAS:

Manage payments processes for the institution

Ensure that invoices are processed within 30 days of receipt
Manage Revenue Collection and Debt recovery

Manage Salary Administration services

Manage Budget planning and control

Manage Asset and Inventory processes of the institution
Manage Supply Chain management processes

Manage transport services

Ensure compliance with applicable prescripts and procedures.

POST 15: ASSISTANT DIRECTOR: EXPENDITURE MANAGEMENT [LEVEL 9] = 2 POSTS

CENTRES: Mopani District [1], Waterberg District [1]

Commencing Salary Notch: R382 245 p.a.

REQUIREMENTS: A) Qualifications and Competencies

A Senior Certificate [Grade 12] plus undergraduate qualification in Financial
Management / Accounting / Economics at NQF level 6 as recognized by SAQA.
A minimum of four (4) years’ experience in the finance environment

Computer literacy including MS Outlook, Word, Excel and

PowerPoint; Virtual meeting platforms literacy

A valid driver’s license [Attach copy].

B) Knowledge and Skills

An understanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

Good Understanding of BAS, LOGIS and other financial systems.

Hands on knowledge of accounts payable processes

Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

Ability to manage multiple projects, excellent interpersonal & communication
skills (written & verbal).

Understanding of the Government Standards Chart of Accounts

Well-developed communication skills / interpersonal relations.

KEY PERFORMANCE AREAS:
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Manage payments processes for the institution

Ensure that invoices are processed within 30 days of receipt

Manage Salary Administration services

Prepare and consolidate accruals and payables registers on monthly basis.
Perform monthly creditors reconciliations

Ensure compliance with applicable prescripts and procedures



POST 16: MORTUARY MANAGER: SHIFT [LEVEL 9] = 2 POSTS

Commencing Salary Notch: R382 245 p.a.

CENTRES: Tshilidzini Forensic Pathology Services [1] and St Ritas Forensic Pathology Services [1]
REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification as recognized by
SAQA.

= A minimum of five [5] years’ experience in forensic pathology services [Medico-
Legal] at supervisory level.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

* Inherent requirements of the job: Willingness to work shifts, day-night
duty, weekends and public holidays. Willingness to work extra hours on
short notice.

= Valid driver’s license [Attach copy].

B) Knowledge and Skills

= Knowledge and application of legislations, regulations, policies and standards
pertaining to the Forensic Pathology Services

Above average computer and software literacy.

Financial and asset management knowledge.

Planning skills, ability to teach and train others.

Ability to compile reports for the unit, presentation, problem solving, leadership and
strategic planning skills.

Supervision of subordinates. People management and labour relations experience
Ability to work independently.

Knowledge of Risk Management

Shortlisted candidates will be subjected to a driving test.

KEY PERFORMANCE AREAS:

= Ensure the rendering of an effective, efficient and caring service within the forensic
pathology laboratory.

= Effective management of all human resources, buildings, physical assets, fleet
management, and finances of the forensic pathology laboratories in the respective
district.

= Efficient and effective support to the forensic pathology laboratories in the district.

= Effective management of occupational health and safety, and medical waste
disposal.

= Compile and communicate amongst role players and staff regarding efficient and
effective mass/mini disaster plans.

= Attendance at court and scene as and when required.

= Provide assistance to other facilities and managers in cases of disasters and major
accidents.

= Successful candidate will be required to work overtime.
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POST 17: ASSISTANT DIRECTOR: MONITORING AND EVALUATION [INFRASTRUCTURE MANAGEMENT]
[LEVEL 9] = 1 POST

Commencing Salary Notch: R382 245 p.a.
CENTRE: Head Office [Polokwane]
REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate plus undergraduate qualification in any of the built
environment disciplines at NQF level 6 as recognized by SAQA.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

= A minimum of 3 year's post qualification experience.

= A Bachelor's degree in any of the built environment disciplines will be an
added advantage

= Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge and skills

= Understanding of the health system, standards, management practices,
Monitoring & Evaluation systems, the provincial infrastructure delivery
systems [IDMS] and policy formulation and co-ordination.

= Sound and in-depth knowledge of relevant prescripts and application of
research methodology.

= Understanding of the legislative framework governing the Public Service.

= Negotiation, Problem Solving, Planning and Organizing, Good
Communication, Facilitation, Co-ordination and leadership skills.

= People Skills, Financial Management and Time Management.

B) MAIN ROLE:

= To coordinate, report and manage the monitoring and evaluation of all
activities required to successfully implement the infrastructure and related
technical support services portfolio of the Department.

KEY PERFORMANCE AREAS:

= Align infrastructure planning with various plans, for example, User Assets
Management Plan, Health Services Plan, Annual Performance Plan, etc.

= Align with National Health Priorities.

= Prepare infrastructure inputs to Departmental Planning and Reporting
Documentation.

= Coordinate activities/matters needed to resolve all Auditor General Queries,
findings in terms of Planning/Reporting documentation related to
infrastructure.

= Establish norms and benchmarks for monitoring and evaluation of
infrastructure and related technical support programme and projects.

= Design and implement programme and project performance measurement.

= Update and maintain the PMIS
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POST 18: SENIOR ADMIN OFFICER [SECURITY & RISK MANAGEMENT] [LEVEL 8] =1 POST

Commencing salary notch: R321 543.00 p.a.

CENTRE: Zebediela Hospital

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate plus undergraduate qualification in Security and Risk
Management at NQF level 6 as recognized by SAQA.

= Registration with Private Security Industry Regulations Authority (PSIRA) with

Grade A or B.

Proven experience in Security, Risk Management and Anti-Fraud and Corruption.

Ability to work in a highly pressured environment.

Thorough understanding of policy analysis & interpretation

Ability to work independently and willingness to travel.

Computer literacy including MS Outlook, Word, Excel and

PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

Thorough understanding of policy analysis & interpretation.

An understanding of the relevant legislation and policies.

An understanding of the electronic physical measures.

A questioning attitude.

Good communication, report writing skills and interpersonal relations.

KEY PERFORMANCE AREAS:

Provide physical and information security services.

Provide risk management services.

Provide anti-fraud and corruption services.

Identification of potential security risks in the Department.

Implementation of the departmental Security Policy, MISS and MPSS and Risk

Management strategy.

= Liaising regularly with the relevant authorities concerning physical security
measures.

= Reporting and investigation of security breaches.

= Manage security guard services.

= Conduct threat risk assessment and ensuring proper implementation of

recommendations, in consultation with relevant authorities.

4
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POST 19: SENIOR STATE ACCOUNTANT [EXPENDITURE MANAGEMENT] [LEVEL 8] =1 POST
CENTRES: Head Office [Polokwane]

Commencing Salary Notch: R321 543.00 p.a.

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate (Grade 12) plus undergraduate tertiary qualification in
Financial Management/Accounting/Economics at NQF level 6 or Equivalent as
recognized by SAQA.

= A minimum of three (3) years’ experience in the Accounts payables environment

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

= Anunderstanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

= Good Understanding of BAS, LOGIS and other financial systems.

= Understanding of the Government Standards Chart of Accounts

= Well-developed communication skills and interpersonal relations.

= Thorough understanding of Accounts Payables processes.

KEY PERFORMANCE AREAS:

Manage Invoice register(system and manual)

Check and verify BAS/LOGIS payment advices

Process payment vouchers through LOGIS and BAS

Prepare and consolidate accruals and payables registers on monthly basis.
Make follow-up on all outstanding invoices

Ensure invoices are processed within 30 days of receipt

Ensure that payment vouchers are filed timeously.

Ensure compliance with applicable prescripts and procedures
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POST 20: SENIOR STATE ACCOUNTANT: SALARY ADMINISTRATION] [LEVEL 8] =1 POST

Commencing Salary Notch: R321 543.00 p.a.

CENTRES: Head Office [Polokwane]

REQUIREMENTS: A) Qualification and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in Financial
Management / Accounting / Economics at NQF level 6 as recognized by SAQA.

= A minimum of three (3) years’ experience in salary administration.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

= Anunderstanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

= Good Understanding of Persal, BAS and other financial systems.

= Well-developed communication skills / interpersonal relations.

KEY PERFORMANCE AREAS:

= Process salary allowance transactions in financial systems.
= Perform tax reconciliations.

= Creation of the manual IRP5 for payments processed on BAS
= Creation of the IRP5 for newly appointees.

= Balancing and amendment of closed IRP5 after all accumulations completed.

= Validation of IRP5 ,Creation of CSV file and population of IRP5 tax
Reconciliation into SARS Easy Filling System

= Submission of tax Reconciliation to SARS.

= Compile relevant reports

= Understanding of the Government Standards Chart of Accounts.

= Compliance with applicable prescripts and procedures
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POST 21: LABOUR RELATIONS PRACTITIONER [LEVEL 8] =2 POSTS
Commencing salary notch: R321 543 p.a.
CENTRES: Mankweng Hospital [1], Sekhukhune District Office [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus an appropriate undergraduate qualification at
NQF level 6 as recognized by SAQA plus proven experience in handling Labour
matters and formulation of charges.

= Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

= Knowledge of Public Service legislation regulations, codes as well as departmental
Labour relations policies.

= (Good verbal and written communication skills.
= Investigative and report writing skills.

KEY PERFORMANCE AREAS:

= Apply labour relations policies.
= Co-ordinate code of conduct.
= Negotiate with recognized trade unions.

POST 22: SENIOR PERSONNEL PRACTITIONER: HRM [LEVEL 8] = 11 POSTS
Commencing Salary Notch: R321 543.00 p.a.

CENTRES: Vhembe District [1], Ellisras Hospital [1], Siloam Hospital [1], Voortrekker Hospital [1], College
Management [1],Philadelphia Hospital [1], Warmbaths Hospital [1], Waterberg District [1], Mopani
District [1], Mankweng Hospital [1], Witpoort Hospital [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in Human
Resource Management / Public Management / Public Administration or
equivalent qualification at NQF level 6 as recognized by SAQA plus
competencies in Human Resource Management.

= Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s license [Attach copy].

/D
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B) Knowledge and Skills

= Knowledge of Public Service Act, Public Service Regulation, and other related
legislation.

Knowledge of persal will be an added advantage.

Understanding of recruitment and selection process.

Problem solving skills.

Time management.

Understanding of procurement process.

Planning and organizing skills.

KEY PERFORMANCE AREAS:

= Process employee’s benefits and allowances.

= Coordinate the management and implementation of remuneration work outside
public service.

= Process the compensation of Occupational Injuries and Disease Act.

= Process state guarantees and housing allowance matters.

= Process leave of absence and Policy on Incapacity Leave and ill health
Retirement. [PILIR].

POST 23: SENIOR INFORMATION TECHNOLOGY OFFICER [LEVEL 8] =1 POST
Commencing salary notch: R321 543 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualification and Competencies

= A Senior certificate [Grade 12] plus undergraduate qualification in Computer
Sciences, Information Systems or Information Technology at NQF level 6 as
recognized by SAQA.

= A minimum of two (2) years proven working experience as Information and
Communication Technology (ICT) Technician or relevant position.

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

» Corporate Governance of ICT Policy Framework

Ability to work in a highly pressured environment and driven by a sense of
urgency to meet deadlines

Excellent diagnostic and problem-solving skills

Excellent communication ability

Outstanding organizational and time-management skills

In depth understanding of diverse computer systems and networks

Good knowledge of internet security and data privacy principles

V74>
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KEY PERFORMANCE AREA:

= Provide ICT helpdesk services

= Set up workstations with computers and necessary peripheral devices (routers,
printers etc.)

= |Install and configure appropriate software and functions according to

specifications

Check computer hardware (HDD, mouses, keyboards etc.) to ensure functionality

Develop and maintain local networks in ways that optimize performance

Ensure security and privacy of networks and computer systems

Monitor adherence to Information and Communication Technology policy

Provide orientation and guidance to users on how to operate new software and

computer equipment

=  Organize and schedule upgrades and maintenance without deterring others from
completing their work

= Perform troubleshooting to diagnose and resolve problems (repair or replace
parts, debugging etc.)

» Maintain records/logs of repairs and fixes and maintenance schedule.

» |dentify computer or network equipment shortages and place orders.

= Coordinate and monitor SITA services within the institution.

POST 24: PERSONNEL PRACTITIONER: HUMAN RESOURCE DEVELOPMENT [LEVEL 7] = 1 POST
Commencing Salary Notch: R261 372.00 p.a.

CENTRE: Mankweng Hospital

REQUIREMENTS: A) Qualifications and Competencies

= A Senior certificate [Grade 12] plus undergraduate qualification in Human
Resource Management / Public Management / Public Administration or
equivalent qualification at NQF level 6 as recognized by SAQA plus
competencies in Human Resource Development.

B) Knowledge and Skills

= Knowledge of Public Service Act, Public Service Regulation, and other related
legislation.

Understanding of recruitment and selection process.

Problem solving skills.

Time management.

Understanding of procurement process.

Planning and organizing skills.

Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

KEY PERFORMANCE AREAS:

Facilitate training and development.

Conduct skill audit.

Maintain HRD database.

Compile training programmes.

Co-ordinate workshops, courses and other training.
Compile training reports.

Implement National Learners programmes.

Manage training equipment. M. b
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POST 25: PERSONNEL PRACTITIONER: HUMAN RESOURCE MANAGEMENT [LEVEL 7] = 1 POST

Commencing Salary Notch: R261 372.00 p.a.

CENTRE: Jane Furse Hospital

REQUIREMENTS: A) Qualifications and Competencies

A Senior certificate [Grade 12] plus undergraduate qualification in Human
Resource Management / Public Management / Public Administration or
equivalent qualification at NQF level 6 as recognized by SAQA plus
competencies in Human Resource Management.

B) Knowledge and Skills

Knowledge of Public Service Act, Public Service Regulation, and other related
legislation.

Knowledge of persal will be an added advantage.

Understanding of recruitment and selection processes.

Problem solving skills.

Time management.

Understanding of procurement processes.

Planning and organizing skills.

Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

KEY PERFORMANCE AREAS:

Handle recruitment processes.

Handle transfers, service terminations and leave matters.

Handle employees benefits and allowances.

Co-ordinate the management and implementation of remuneration work outside
public service.

Handle the compensation of occupational injuries and disease Act.

Handle state guarantees and housing allowance matters.

Handle leave of absence and Policy on incapacity leave and ill-health Retirement
[PILIR].

V>
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POST 26: STATE ACCOUNTANT [REVENUE AND DEBT MANAGEMENT] [LEVEL 7] =2 POSTS
CENTRE: Head Office [Polokwane]

Commencing Salary Notch: R261 372.00 p.a.
REQUIREMENTS: A) Qualifications and Competencies

= Senior Certificate (Grade 12) plus undergraduate qualification in Financial
Management / Accounting / Economics at NQF level 6 as recognized by SAQA.

= A minimum of two (2) years’ experience in Financial Management.

= Knowledge in Debt and Revenue Management will be an added advantage

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

= Avalid driver's license [Attach copy].

B) Knowledge and Skills

= Anunderstanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

= Understanding of BAS and other financial systems.

= Understanding of the Government Standards Chart of Accounts

= Have communication skills and interpersonal relations.

= Understanding of Public Sector revenue collection processes.

KEY PERFORMANCE AREAS:

= Receive and record debts creation forms submitted,

= Capture revenue and debt transactions in the financial systems.

= Creation of debts on BAS system and implement PERSAL deductions,

= Open and maintain debt files

= |ssue letters and/or make telephonic follow-ups,

= Compile files to be handed over to debt collectors and reconcile payments
received,

= (Clearance of bank payments through passing journals,

= Clearing of Revenue suspense accounts

= Perform daily revenue reconciliation.

= Safeguard state resources / forms / books.

= Compile relevant reports. M b
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POST 27: ADMIN OFFICER: SUPPLY CHAIN MANAGEMENT [LEVEL 7] = 5 POSTS

Commencing Salary Notch: R261 372.00 p.a.

CENTRES: Capricorn District [1], Sekhukhune District [1], Mopani District [1], Vhembe District [1], Waterberg

District [1]

REQUIREMENTS: A) Qualifications and Competencies

A Senior certificate [Grade 12] plus undergraduate qualification in Supply
Chain Management or Equivalent in Financial / Logistics / Economics / Cost
and Accounting Management.

A minimum of three (3) years’ relevant experience in Supply Chain
Management environment.

Hands-on approach on tenders, acquisition administration, asset
management and contract administration.

Computer literacy including MS Outlook, Word, Excel and

PowerPoint; Virtual meeting platforms literacy

A valid driver’s license. [Attach copy]

B) Knowledge and Skills:

KEY PERFORMANCE AREAS:

Knowledge, understanding and application of Public Finance Management
Act (PFMA), Treasury Regulations, Preferential Procurement Policy
Framework (PPPFMA), Broad-Based Black Economic Empowerment Act
(BBBEE), Supply Chain Management (SCM) guide to Accounting Officers and
Related Legislation.

Good leadership and communication (verbal and written) skills, presentation
skills, budgeting skills, computer literacy and knowledge of legal aspects in
Supply Chain Management.

Render demand and acquisition management services, manage stores and
asset management.

Update and maintain supplier (Including contractors) database.

Ensure that suppliers are captured and registered on the LOGIS system.
Request and receive quotations.

Attend evaluation sessions for quotation and bids.

Capture specification on the electronic purchasing system.

Ensure that all orders are placed on time.

Issue and receive bid documents.

Provide secretarial or logistical support during the bid consideration and
contracts conclusions.

Supervise and undertake logistical support services.

Check, place and verify orders for goods.

Receive and verify goods from suppliers.

Capture and ensure that goods are capture in registers and databases.
Receive request for goods from end users.

Issues goods to end users.

Check and maintain goods registers.

Update and ensure the maintenance of the register of suppliers.
Supervise human resources/staff.

Allocate and ensure quality of work.

V74>
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POST 28: ADMIN OFFICER: SUPPLY CHAIN MANAGEMENT [LEVEL 7] =1 POST

Commencing Salary Notch: R261 372.00 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in Supply Chain
Management or Financial / Logistics / Purchasing Management / Commerce at
NQF level 6 as recognized by SAQA.

= A minimum of three (3) years relevant supervisory experience in Supply Chain
Management.

= Hands-on approach on acquisition administration.

= Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s licence. [Attach copy]

B) Knowledge and Skills:

= Knowledge, understanding and application of Public Finance Act (PFMA),
Treasury Regulations, Preferential Procurement Policy Framework (PPPFMA),
Broad-Based Black Economic Empowerment Act (BBBEE), Supply Chain
Management (SCM) guide to Accounting Officers and related Legislations.

=  Good leadership and communication (verbal and written) skills, presentation skills,
meeting procedures, conflict resolution, customer and quality management,
computer literacy and knowledge of legal aspects in Supply Chain Management.

KEY PERFORMANCE AREAS:
= Facilitate the opening and closing of bids and quotations adverts.
= Check and verify quotations and bids received.
= Facilitate the evaluation process of quotations and bids.

Prepare bid awards for publication in the Tender Bulletin and departmental website

and provide feedback to End Users.

= Prepare, consolidate and report bid awards on a monthly and quarterly basis to
Provincial Treasury and facilitate reporting at National Treasury Contract Award
portal.

= Supervise human resources/staff. Allocate and ensure quality of work. Personnel
development.

= Assess staff performance.

= Apply discipline.

V4>
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POST 29: STATE ACCOUNTANT [REVENUE MANAGEMENT] [LEVEL 7] =2 POSTS
Commencing Salary Notch: R261 372.00 p.a.

CENTRE: Head Office [Polokwane]
REQUIREMENTS: A) Knowledge and Skills

= A Senior Certificate plus undergraduate qualification in Finance with Financial
Management as a major subject.

= A minimum of two (2) years’ experience in the various disciplines related to
Financial Management.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

= Avalid driver’s license [Attach copy].

B) Knowledge and Skills

= Anunderstanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

= Good Understanding of BAS, Finest and other financial systems.

= Well-developed communication skills / interpersonal relations.

= Thorough understanding of Public Sector revenue collection processes.

KEY PERFORMANCE AREAS:

= Perform cashier duties i.e. receiving, safekeeping and banking of state money.
= Capture revenue transactions in financial systems.

= Perform revenue allocation per responsibility.

= Perform daily revenue reconciliation.

= Safeguard state resources / forms / books.

= Handle direct and internet deposits by clients.

= Liaise with all stakeholders on matters affecting cashier duties.

= Maintain updated relevant registers and books.

= Compile relevant reports

=  Understanding of the Government Standards Chart of Accounts.
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POST 30: CHIEF REGISTRY CLERK: [LEVEL 7] =1 POST

Commencing Salary Notch: R261 372.00 p.a.

CENTRE: Mopani District

REQUIREMENTS: A) Qualification and Competencies

A Senior Certificate [Grade 12] plus undergraduate qualification in Archives and
Record Management at NQF level 6 as recognized by SAQA.

Minimum of 2 years’ experience in Record Management

Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy

A valid driver’s license [Attach copy].

B) Knowledge and skills

Knowledge, understanding and application of procedures and directives for the
effective and safe management, storage and archiving of administrative and
patient records.

Knowledge, understanding and application of Understanding of various filing and
cataloging systems.

Knowledge, understanding and application of relevant legislations applicable to
records management

Planning and organizing skills

Postal system

KEY PERFORMANCE AREAS:

Management of records (filing, retrieval, storage, safe keeping and access).
Registry services including filing, postage of mail, management of incoming and
outgoing internal and external correspondence.

Maintain control registers.

Ensure proper control to access to records storage rooms.

Ensure confidentiality of information.

Implement effective and efficient disposal program for Records Management.
Preparation of records required for audit purposes.

Ensure records storage rooms are well maintained in line with required
standards.

Supervision of subordinates.

V74>
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POST 31: ADMIN OFFICER: DISTRICT HEALTH SERVICES [LEVEL 7] = 3 POSTS

Commencing Salary Notch: R261 372.00 p.a.

CENTRES: Vhembe District Office [1], Waterberg District Office [1], Capricorn District Office [1]

REQUIREMENTS: A) Qualifications and Competencies

Senior Certificate [Grade 12] plus undergraduate qualification at NQF level 6 as
recognized by the South African Qualification Authority [SAQA]

Minimum of three [3] years relevant experience

Inherent requirements of the post: Computer literacy including MS Outlook,
Word, Excel and PowerPoint; Virtual meeting platforms literacy; willingness to
work afterhours, weekends and public holidays and under pressure

Valid driver’s license [attach a copy]

B) Knowledge and Skills

Knowledge of district health services and inter phasing of sub-programme systems
Sound Office administration and project management skills

Technical and non-technical report writing

Ability to generate reports through PowerPoint, excel, Word

Well-developed communication and coordination skills

Communication (written and verbal) skills in at least two of the local indigenous
official languages of the district.

Ability to draft complex documentation.

Manage various office projects and activities

negotiation and problem-solving skills.

KEY PERFORMANCE AREAS:

Render secretarial duties and administrative support to the District Executive
Manager [DEM].

Execute research, analyze information and compile complex documents for the
District Executive Manager [DEM].

Obtain inputs, collate and compile reports, e.g. progress-, monthly and
management

Scrutinize all submissions/reports and make notes and/or recommendations for
the DEM or return it to the originator

Respond to written, email or verbal enquiries from internal and external
stakeholders on behalf of the DEM

Draft documents as required

Devise and maintain office systems, including data management, proper record
keeping (filing, retrieval, storage, safe keeping, access and confidentiality)
Collect, compile and scrutinize documents to determine actions/information/other
documents required for various engagements of the DEM

Manage resources in the office of the DEM including office budget, stock and have
knowledge on office equipment and management tools.

Administer the record keeping of expenditure commitments, monitoring the
expenditure and alert the DEM of possible over- or under spending in respect of
the Office of the DEM.

Remain up to date with regard to the applicable prescripts/policies and procedures
applicable to his/her work terrain to ensure efficient and effective support to the
DEM

Support the DEM in management, development and sustaining effective working

relations with stakeholders.

Maintain good relations with all relevant stakeholders.
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POST 32: ADMIN OFFICER: SERVICE DELIVERY TRANSFORMATION [LEVEL 7] =1 POST
Commencing Salary Notch: R261 372.00 p.a.

CENTRES: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification in Public Admin /
Management at NQF level 6 as recognized by the South African Qualification
Authority [SAQA].

= Minimum of three [3] years relevant experience.

= Experience in customer service inclusive of complaints
management and resolution.

= Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

B) Knowledge and Skills

= Writing skills and Computer literacy including usage of e-technology and social
media.

= Writing skills Technical and non-technical report writing.

= Good interpersonal relations.

= Good Communication (written and verbal)

KEY PERFORMANCE AREAS:
= Provide overall support to the director and staff within the directorate.
= Attend to all administrative compliance issues of the directorate.
= Attend to strategic departmental meetings as and when delegated.
= Maintain and upkeep of directorate records.

Oversee the directorate’s budget and spending patterns.

POST 33: FOOD SERVICE MANAGER: SHIFT [LEVEL 6] =1 POST
Commencing Salary Notch: R211 713.00 p.a.
CENTRE: Mankweng Hospital

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus an undergraduate qualification in
Food Services Management/ Food and Beverage Management at NQF
level 6 as recognized by SAQA.

= A minimum of five [5] years relevant experience in Food Service/
hospitality environment of which three [3] years should be at
supervisory level. [Attach certificate of service/confirmation letter]
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Inherent requirement: Willingness to perform shifts hours, weekend,
public holidays and standby duties. Must be physically able to perform
Food Service unit duties when required.

Computer literacy including MS Outlook, Word, Excel and

PowerPoint; Virtual meeting platforms literacy

A valid driver’s license [Attach copy].

B) Knowledge and skills

KEY PERFORMANCE AREAS:

Knowledge and understanding of PFMA, PPPFA and other relevant
legislation.

Leadership, managerial, financial, good human relations and problem-
solving skills.

Sound verbal and written communication skills.

Knowledge, understanding and application of food service systems.
Must be self-motivated.

Good record keeping skills.

Ability to work under pressure, write reports and be able to meet
deadlines.

Ability to handle tasks of multi-disciplinary nature

Knowledge of occupational health and safety.

Manage and supervise hospital kitchen, patients’ food services and
catering.

Compile standardized recipes.

Ensure all meals are prepared and available on time per applicable
schedules.

Monitor and ensure compliance to safety and hygiene applicable
standards in the kitchen.

Manage receipts issuing and storage of stock.

Keep record of daily meal statistics.

Monitoring, servicing and controlling of equipment and stock and all
other relevant assets in the kitchen.

Management of human and financial resources.

POST 34: ARTISAN [PAINTER]: GRADE A = 16 POSTS

Commencing Salary Notch: R193 512.00 p.a.

CENTRES: Sekororo Hospital [1], Messina Hospital [1],Malamulele Hospital [1], Philadelphia Hospital [1], Helene
Franz Hospital [1], Botlokwa Hospital [1], Jane Furse Hospital [1], NKhensani Hospital [1],Hayani Hospital [1],Dr
CN Phatudi Hospital [1],Groblersdal Hospital [1], George Masebe Hospital [1],Kgapane Hospital [1], Siloam
Hospital [1], Thabamoopo Hospital [1], St Ritas Hospital [1]

REQUIREMENTS: A) Qualifications and Competencies

= Appropriate Trade Test Certificate

= Inherent requirements of the job: Willingness to perform standby duties after
hours, over weekends, public holidays and overtime or when the need arises.

= Valid driver's license [Attach Copy].
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B) Knowledge and Skills

Technical analysis knowledge

Technical report writing skills.

Computer—aided technical applications

Good communication and computer literacy skills. (Word, Excel, Outlook).
Knowledge of legal compliance

Production, process knowledge and skills

Able to read and interpret manufacturing and architectural drawings.
Knowledge and experience regarding the compliance to the Occupational Health
and Safety Act workplace is essential.

= Budgeting and Financial Management

= Good Communication, problem solving and analysis, decision making, planning
and organizing skills.

Mentoring and coaching.

Teamwork.

Analytical skills.

Self -management.

Customer focus and responsiveness.

KEY PERFORMANCE AREAS:

Maintain and repair technical faults related to painting

Test repair equipment and /or facilities against specifications.

Service equipment and / or facilities.

Keep and maintain job record / register of maintained and repaired faults.
Manage and supervise Human Resources

POST 35: ADMINISTRATIVE CLERKS SUPPLY CHAIN MANAGEMENT [LEVEL 5] =11 POSTS
Commencing Salary Notch: R176 310 p.a.

CENTRES: Capricorn District [2], Vhembe District [2], Sekhukhune District [2], Mopani District [2], Waterberg
District [2], Head Office [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus undergraduate qualification or N6 in Supply
Chain Management or Equivalent in Financial / Logistics / Economics /
Administration / Accounting and Cost Management.

=  Computer literacy including MS Outlook, Word, Excel and
PowerPoint; Virtual meeting platforms literacy

= Avalid driver’s licence. [Attach copy].

B) Knowledge and Skills
= 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 frameworks governing the public service, basic
knowledge of working procedures in terms of the working environment.
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Planning and organisation skills, computer literacy skill, communication (verbal and
written) skills, interpersonal relations skill, flexibility, teamwork, working under
pressure and meeting deadlines.

Knowledge and application of legislation, policies and procedures, knowledge of
constitution, good governance and Batho Pele principles, internal performance
evaluation and reporting, government decision making processes, diversity
management, performance management and monitoring, PSR, government
systems and structure, PFMA.

KEY PERFORMANCE AREAS:

Render supply chain management clerical and logistical support services.

Update and maintain supplier database (including contractors).

Register suppliers on LOGIS system.

Request and receive quotations.

Capture specifications on the electronic purchasing system.

Place orders, Issue and receive bid documents.

Provide secretarial or logistical support during the bid consideration and contract
conclusion process.

POST 36: ACCOUNTING CLERK: SALARY ADMINISTRATION] [LEVEL 5] = 1 POST

Commencing Salary Notch: R176 310 p.a.
CENTRES: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

Senior Certificate [Grade 12] plus undergraduate qualification in Financial
Management / Accounting / Economics at NQF level 6 as recognized by SAQA.
A valid driver’s license [Attach copy].

B) Knowledge and skills

An understanding of Public Sector Financial Administration and the prescription /
provision of PFMA and Treasury Regulations.

Computer literacy in MS Word and Excel

Have communication skills and interpersonal relations

Ability to accept responsibility and to work independently,

KEY PERFORMANCE AREAS:

Conduct payroll audit

Prepare payroll returns on monthly basis

Filing and record keeping of payroll returns

Liaise with stakeholders and follow up on unsigned payrolls
Record and capture claims

/1D
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POST 37: ADMINISTRATION CLERK: PATIENT ADMINISTRATION [SHIFT][LEVEL 5] = 12 POSTS

Commencing Salary Notch: R176 310.00 p.a.

CENTRES: Warmbath Hospital [1], Mokopane Hospital [1], Ellisras Hospital [1], Tshilidzini Hospital
[1], Matlala Hospital [1], Mecklenburg Hospital [1], Lebowakgomo Hospital [1], Botlokwa Hospital [2],
Nkhensani Hospital [2], Mankweng Hospital [1]

REQUIREMENTS: A) Qualifications and Competencies

A Senior Certificate [Grade 12] plus an undergraduate / post graduate qualification
in  Administration/Financial ~ Management/Accounting/Cost ~ Management
Accounting at NQF level 6 or 7 as recognized by SAQA.

Inherent requirements of job: Must be prepared to work shifts (including night
duty, weekends and public holidays). Willingness to work extra hours on short
notice.

Computer literacy including MS Outlook, Word, Excel and PowerPoint; Virtual
meeting platforms literacy.

B) Knowledge and skills

Administrative duties.

Knowledge of record keeping/archive procedures/patient billing

Ability to accept accountability and responsibility and to work independently
and unsupervised.

KEY PERFORMANCE AREAS:

Capturing patients information on PHIS/DHIS and maintain any other required
health information in the relevant information system in accordance with the
policies of the department

Admission and discharge of patients, maintain patient appointments and
schedule appointments for patients.

Ensuring that all admitted patients are correctly and timeously discharged in
the system as per discharge registers/patient file.

Perform inter-wards and inter-hospitals patient transfers

Manage the movement of patient file in the area of responsibility

Billing of services rendered (procedures, pharmaceutical, laboratory tests,
blood services etc.) to patients in the allocated area of responsibility in line with
ICD-10 coding and UPFS

Process preparation of patient invoices

Ensuring that the number of patients admitted in the system reconciles with all
hospital patient admission & discharge registers. (Reconcile patients’
statistics)

Follow-up and trace accounts outstanding according to policies and
procedures.

Ward Administration and provide ward statistics

Typing of Reports

Filing and record keeping and any other records related activities.

Provide any other administrative functions as directed from time to time.
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POST 38: REGISTRY CLERK [LEVEL 5] = 5 POSTS
Commencing Salary Notch: R176 310 p.a.

CENTRE: Head Office [Polokwane]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus an undergraduate / post graduate qualification
at NQF level 6 or 7 as recognized by SAQA.

B) Knowledge and Skills

Computer literacy in MS word, MS Excel, MS PowerPoint

Good communication and Interpersonal Skills

Good report writing

Be able to work independently under extreme pressure and meet deadlines
Knowledge of Promotion of Access to Information Act, 2 of 2000 (PAIA) will be an
added advantage

KEY PERFORMANCE AREAS:
= Receive PAIA requests
= Checking for compliance and preparing letters
= Register PAIA requests
= Liaise with all institutions with regard to PAIA requests
= Ensure that all requests are finalized as required by PAIA
= Coordinating proper implementation of PAIA manual
= Coordinate the collection of approved case files
= Filing of all case files already collected
= Preparing old records to be collected by service provider

POST 39: PERSONNEL OFFICER: [LEVEL 5] = 11 POSTS

Commencing Salary Notch: R176 310 p.a.

CENTRES: Dilokong Hospital [1], Philadelphia Hospital [1], CN Phatudi Hospital [1], Vhembe District [2],
Botlokwa Hospital [1], Helene Franz Hospital [1], Zebediela Hospital [1], Ellisras Hospital [1], George
Masebe Hospital [1], Warmbaths Hospital [1]

REQUIREMENTS: A) Qualifications and Competencies

= A Senior Certificate [Grade 12] plus an undergraduate / post graduate
qualification at NQF level 6 or 7 as recognized by SAQA.

= Computer literacy including MS Outlook, Word, Excel and PowerPoint;
Virtual meeting platforms literacy

B) Knowledge and skills

= Good verbal and writing communication skills
= Good interpersonal skills

>
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KEY PERFORMANCE AREAS:

=  Provide human resource provisioning and utilization services.
= Compile statistics.

POST 40: MORTUARY ATTENDANT: SHIFT [LEVEL 4] = 5 POSTS

Commencing Salary Notch: R147 459.00 p.a.

CENTRES: Pietersburg Hospital [2], Mankweng Hospital [1], St Ritas Hospital [2]

REQUIREMENTS: A) Qualifications and Competencies

A minimum of grade 12

Experience in hospital environment, patient care or funeral services will
be an added advantage.

Inherent requirements of job: Must be able to work shifts (including
night duty, weekends and public holidays). Willingness to work extra
hours on short notice. Willing to work with human excreta, fluids
including blood.

B) Knowledge and Skills

KEY PERFORMANCE AREAS:
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Knowledge of management of corpses including cold chain
maintenance of mortuary equipment

Knowledge and skill in operating mortuary fridges

Excellent recording skills and report writing

Render mortuary services: Receiving, handling and storage of corpses.
Ensure mortuary cool room is in good working order

Collect and transport corpses to the mortuary.

Report all faulty or broken equipment to your supervisor immediately.
Release and keep record of corpses handed over to next of kin.

Load and off-load corpses.

Keep proper identification and maintain accurate of records in the field
of work.

Maintain equipment: Clean equipment.

Safe keeping of equipment.

Ensure infection, prevention and control environment in line with
relevant policies

Perform household activities within the mortuary

Perform cleaning services

Render sluice functions (human excreta fluids including blood)
including preparation of corpses

Perform any other duties as directed from time to time



POST 41: BOILER OPERATOR: SHIFT [LEVEL 4] = 9 POSTS

Commencing Salary Notch: R147 459.00 p.a.

CENTRES: Donald Frazer Hospital [1], WF Knobel Hospital [1], Mokopane Hospital [3], Hayani Hospital [1], Elim
Hospital [1], Mankweng Hospital [1], George Masebe Hospital [1]

REQUIREMENTS: A) Qualification and Competencies

Minimum of Grade 12

Valid accredited boiler operator training/National Steam Certificate.

Inherent requirements of job: Must be prepared to work shifts (including night
duty, weekends and public holidays). Willingness to work extra hours on short
notice.

A valid driver’s license [Attach copy].

B) Knowledge and Skills

Knowledge and ability to identify mechanical and electrical faults.
Knowledge and ability to identify quality of coal.

KEY PERFORMANCE AREAS:

Operate and serve as boiler operator in charge of the boiler room
Obtain maximum boiler combustion efficiency

Loading of coal to the boiler

Assist in boiler maintenance

Safely operate central heat and power plant equipment.

END

V4>
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ADDRESS LIST

INSTITUTION

TEL NO

ADDRESS

Botlokwa Hospital

015 527 8000

Private Bag X544
DWARSRIVER
0812

Capricorn District

015290 9000

Private Bag X9530
POLOKWANE
0700

CN Phatudi Hospital

015 355 8000

Private Bag X4056
TZANEEN
0850

Dilokong Hospital

013214 7265

Private Bag X 9119
DRIEKOP
1129

Donald Fraser Hospital

015963 1778

Private Bag X 1172
VHUFULI
0971

Emergency Medical Services

015295 2312

Private Bag X 9553
POLOKWANE
0700

Elim Hospital

015 556 3201

P. 0. Box 312
ELIM
0960

Ellisras Hospital

014 763 2227

Private Bag X218
LEPHALALE
0555

Evuxakeni Hospital

015812 1138

Private Bag x 9661
GIYANI
0826

F.H. Odendaal Hospital

014 718 5300

Private Bag x1007
MODIMOLLE
0510

George Masebe Hospital

015 423 6000

Private Bag X 2201
SUSWE
0612

Groblersdal Hospital

013 262 3024

Private Bag X 8604
GROBLERSDAL
0470

Hayani Hospital

015 963 7600

Private Bag X 2272
SIBASA
0970

Henele Franz Hospital

015 505 8500

Private Bag X5002
BOCHUM
0790

Jane Furse Hospital

013 265 9400

Private Bag X 429
JANE FURSE
1085

Kgapane Hospital

015328 7800

Private Bag X 742
GA-KGAPANE

ADVERTISEMENT OF VACANT POSTS [LEVEL 4-9] - DEPARTMENT OF HEALTH: JULY 2022

V&>

Page 41 of 43




INSTITUTION

TEL NO

ADDRESS

0838

Lebowakgomo Hospital

015633 1800

Private Bag X14
CHUENESPOORT
0745

Letaba Hospital

015 303 8200

Private Bag X1430
LETABA
0870

Limpopo College of Nursing

015291 1120

Private Bag X 9538
POLOKWANE
0700

Louis Trichardt Hospital

015516 0148

Private Bag X 2417
LOUIS TRICHARDT
0920

Malamulele Hospital

015 851 0026

Private Bag X 9245
MALAMULELE
0982

Malaria Control

015 307 3736

P.O Box 33
TZANEEN
0850

Mankweng Hospital

015286 1000

Private Bag X 1117
SOVENGA
0727

Maphutha L Malatjie Hospital

015769 1520

Private Bag X 11020
NAMAKGALE
1391

Matlala Hospital

013 264 5000

Private Bag X 9624
MARBLE HALL
0453

MDR-TB Specialized Hospital

014 718 7200

Private Bag X 1053
MODIMOLLE
0510

Mecklenburg Hospital

015619 0056

Private Bag X 1012
BURGERSFORT
0510

Messina Hospital

015 534 0446

P.O. Box 102
MESSINA
0900

Mokopane Hospital

015 483 4000

Private Bag X 2466
MOKOPANE
0600

Mopani District

015811 6500

Private Bag X 628
GIYANI
0826

Nkhensani Hospital

0158117300

Private Bag X 9581
GIYANI
0826

Philadelphia Hospital

013983 0112

P.O. Box 1
DENILTON
1030

Polokwane Hospital

015 287 5000

Private Bag X 9316
POLOKWANE
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INSTITUTION

TEL NO

ADDRESS

0700

Sekhukhune District

015633 2300

Private Bag X 04
CHUENESPOORT
0745

Sekororo Hospital

015 383 9400

Private Bag X 404
TRICHARDTSDAL
0890

Seshego Hospital

015 223 5141

Private Bag X4014
SESHEGO
0742

Siloam Hospital

015 973 0004

Private Bag X2432
LOUIS TRICHARDT
0920

St. Rita’s Hospital

013298 1000

Private Bag X1303
GLEN COWIE
1061

Thabamoopo Hospital

015632 4112

Private Bag x37
CHUENESPOORT
0745

Thabazimbi Hospital

014 777 1599

PO Box 79
THABAZIMBI
0380

Tshilidzini Hospital

015964 1061

Private Bag X 924
SHAYANDIMA
0931

Van Velden Hospital

015 307 4475

Private Bag X4014
TZANEEN
0850

Vhembe District

015962 1000

Private Bag x 5009
THOHOYANDOU
0950

Voortrekker Hospital

015 491 2236

Private Bag X 2495
MOKOPANE
0600

Warmbaths Hospital

014 736 7300

Private Bag X1618
WARMBAD
0480

Waterberg District

014 718 0600

Private Bag X1026
NYLSTROOM
0510

WF Knobel Hospital

015221 1500

Private Bag X 65
LONSDALE
0710

Witpoort Hospital

014 769 0025

Private Bag X01
ELLISRAS
0555

Zebediela Hospital

015 662 0787

Private Bag X342
GOMPIES
0631
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