Molemole Local Municipality invites applications from suitabdy qualified ca

Molemole Municipality
VACANCIES

Local M

ta fill vacant i within itz estab

Emgloyer. Persons designated in terms of agpill ]

MENT: MUNICIPAL MANAGER

Pesdtion Ad OMcar M ipal Managur's Office

Post Lavel: 8

Annual B Salary. R17T9 BB1.44 - R186 045.33 per annum |Plus
Applicable Benefits)

Maram Requirements:

Grace 12; Naborad Digddoma n Adminalralion o egdvalent; 2 years relevant
expafience, Coda B drvars hoorsd; 2 yoars réavant exparknce

Tma managemant, plnavg commuricaliors, repaming and inle e rsonal
shds offica support; Excalent Computar Skils & vaild Coda EB drvars
Ranze

Tasks ad Res porsiblies induda

Pariorm general offica admin suppon fwicliors & sendcas, mal recepl
soting, dalibsGan and daparch; Codrdnale meaings wirkshops, ewares,
Favel 3nd accommodaton. Miruta akirg @ recind keeping. Responsbie ior
afice Manageevan! nchodng ratress; Manage tha managar's dary wnd tha
depstryvaiital diary. Provide suppom to unis and divisions wihin the Runicioal
Wiragars Ofca Racetl, corray and o0drass Quirkes; Partonm typng dulies
o T Manager and dapanmant; C O TSpOMS a7 ansure salesgepirsg of
comespanderce, Co-ondinabe refreshmires bor the manager and Separrant
Parlorm qeneral adminisirative dubes. Pafam any ofed daty a5 may be
delagated roam uma lo liee

Position. PMS Officar

PoptLovel: 8

Annual Basat Salary: R17TS BB1.44 - R186 04939 per annuew [Plus
Applicable Banafits|

SSairum Requiements

Grace 12, Natonal Dedoma ( Degrae ¢ Human: Rasosces Management |
Publc Aaminisyaton [ Devalopmant Managemen! of mkvand egavalent,
YR MRk ant axperence Avald Coda B dfear's icanse Advanced Compuker
Skills; Ercalent Wiiling & Communaaran Seils

Tasks and Responsinlties Incude

Coondinate organizalioral & empknpee performanca managemant; Erau
Legiclalive complance on serkarma Managemant; Fac irai orgarizational
sbrateqic  planning Processes 2dinase  parormance reponng,
mdswremers and avaluaton; Estabish inlenal capaaty for perlormance
maragemend Provide adwie %0 serior managemend and counol on
DerirTnancd rél aked matlers

Pesition. Communicaticns OMices
PostLaval. §

Annual Basi Salary: R179 BE144 - R166 049.33 par annum Plus
Appiicabio Barnefits|

Mnimem Reduirements

Grace 12; hNational Dipioma § Dagres it Commurscations of Putiic Relatons or
Media of eQuvalan, | year reevant wipenence; A vald Code B drvars
ficense Advances Compular Skils: Excedient Wiitng A Comemurication Skilks
Tasks and Responsibl lies Incude:

Exlaniish a corporala ! publc idertity & image of Tw murec pakly Sorve asan
ofidal spehespernon lason offcer of tha municioaliny; Dove the devakgran|
and impemanaion ol a communicalion siralegy Co-rdrala kvemal
communcagons. Perform manaling dules, Pregane siatemants. pubitabiors
¥ speachas. Manade resources allcaksd to the funtlion Operdle
Sy TR ik S (] oo 40 COM Thlr s CG 0TS LT

Posdtion: Mayar's Sewntary

PostLaval: 13

Salary; R111605.95 - R116 114.83 par anoum (Plus Applicabie Benafits)
Mnirum Requirements:

Grata 12, Secretanal Digioma Cordficata in OfMce Admidsyatan
Administralio: o equhalent. 1 yaar rakeant expedence ERacive
communcaton ik, imerpersoral skils, plareing, Wma management
o ganzing and yping skik. Escéilerd Compuler Skis

Tasks and Resporsitities incude

Pariorm ganeral secralanat servicas. Co-ordinae Marwal & ER<ironkc mail o
e mayew Co-ordngla messngs workshops, evonls aveliva and
alcommadaton for e maror & the mayors ofice. Taka minus focmayor and
o afice’s meetings and koep records. Responsibie or offce manageman|
Nouding Nearess. Manage INe Mayors diary. Provide Suoec 1o urls i tha
Mmarpol's offica. Parfom Bping dubes ko tha rayor's offce. Compile repors
ad pniwre safokouoing of corespondence; Co-ordinane refres hements for the
s offica. Frepare nodoes, apendas and mircdes for spanfic meetings
el Alanding o tha distibuton tharal andir aranging e the coliecion of
SoCUMEnes prof jo sthaduld meetings. Organe, condm and schidde
MESUNIVAppaNMenes calanng and reieshanis e cawred Mol Recahe
ard sand faxes. Amange documents for paymant of accommodasoen and
raveling aapanses

OFFICE
Pestion. Accountant Budget & Raporting
PosiLavel: &
Annisal Basic Salary: R179 88144 . R1B6 04939 per snnue [Plus
Applicable Barwfis)
Mnimum Requirements

B.Com Degred or Ralinal Diploma b Accountng |/ Francal Maragment
Cost & Maraoement Accounting of aguvalant. & vild Code B dnvers lrernta
| yRar mkvant experence, Knawkdge of relavant legislalon apoiicabke Lo
Muritips Budget & Resoring. Knowadge of Local Gowbrnmens Lavislaton
Eaxcellen! compuler skillk Effectiva Communcabion ntRpersanal,
nepctianon, faciblaton and confact managemani skils

Fales and Responsind bes incude

Condcl conrl sequences ass0cianed with tuogelrg and repoting Co-
ardnale cewelopment of budgel and panode repoms; Tracking of Busget
porfarmanca; Prowde rdarmanon ant s.ppod 1o ihe produttion of Finarcisl
Stalemants. Provde suppor 1o buskess unks on brodcat manadent Parfamm
sgeulic Wquentes Jssocalad mih mardsinng mareal ang akcioni basad
nfomaliond data and fles! records. Ersuors complancs mih WA, applcaria
Rgiklaion ard reguiabons. Ersure complance w " appicable legakabon and
mguations

Position Assistant Accountant (Merabang Brasch Office)

Post Laval: 10

Annual Basic Salary: R148 TBE.1) . R156 96B.17 par annusm |Plus

Appiicabie Banafits|

Maimum Requirements

B Com Degres o Natioral Digloma i Accountng (¢ Francal Maraemant

Cost & Managamant Accountng o ecquvalent. 1 year relowant cepanance;

Knowiedoe of reievant legislaton acolicabie o Munk kal Budge! & Raparing

Erowledoe of Local Govermmaen! Legsalicn. Excatan! ocerpular shils

Tasks and Responsinllies incude

Co-ondinate Budge! & Treasary ofice acliviias and reseorabiitas al tha

tranch ufice. perfonrs furchons, tasks and S.peon to desariments at tha

tranch offica on suppdy Chan Manageent, budgel & RPN, exporsiiung

a0 INCOMAIMIveriag Serioes. Supanita budgor L treasury ofioe parsetvel

ﬁbmrﬂl- panicde mports on francal managemani resoorstiites of the
ranch ofice Ensure complance win MFMA, appicabie legsabon and

raguiations. Erune comoliancs s ih applcania egalalion and reciidanons

Posation. Intarnship Financial Managemant
Salary: R 11017523
Wenirem Requirements
Applcatia B Com ¢ B Cargt Degres o Nalional Digioma AcCouning,
Auditing, Logistics. Financial Management o aguivalent Good
Ccommunscatdon skiks, Coda B Diiver's Licenes, Compudar Lilaracy
Tazsa avd Responsioltes Incude:

| PO kel Al Das a5 S0 ated wih 1 eapandiure SuppRY chasn
mardgamat. budgel & rapoting and Foame | RevwerLe drsces soipe of
aperanan. Provide sppart o ofdak in T Budgal & Treaw.sy Depammant

Provide general adminisiratine suppon o $e seoaryment. Lrcongn formal ard
rfcemal lraireng on franceal managemar

DEPARTMENT. CORPORATE SE PARTMENT
Pasition: Divisional Head Council Support & Sacretariad

Pastievel 3

Ancual Basic Salary. RI32 27971 - RIW $11.61 per annum (Plus
Appie abie Bavvedits)

£S

D e Rimgud ra marns

Naliceal Ciploma or Degree @ Adminisranon o eadvalon, pear relavant
mpanance; Extaken! comgeder shils Knowkdge of Local Govermmant
Legsalion & Gosemnance Syuctures; Expickncs o palical admanisiratdve
sepait roles Ewcepaonal frepoding, Communcaton & Plancing Shbs and
Wakd Code B Diver's Licenas

Tashs and Responublnes nckade

Dovelop ard co-ordinats brglementalicr of oparational plans for tha division
Co-crdina® muridpad councl and councl commilees’ acdviles, Glve
admoisTalive suecon w0 polical office bearors. Co-andinale  public
participston srucluras and aciviles. Manage dwsonal rescurces ndud
budgec & persannel Co-ordinane & prondde secretanal sarice w oonch
admenisirative commitgas. Compls and dsifitute agendas & maules
Mantananca of counch coundll commitaes. and adrinsiralive commities
records. Ghal ganerdl suppont © e obadt of e Comporate Sorvices
Depardmant. Provde secralanal wendcas w insibstonal syuclures and
COTMiTeeS

Poshion: Secretary Corporate Services

Postievel 13

Salary: R111608.95 . R116 114.23 par arnum (Phus Applicable Banafas]
Mrimam Requeeranis Crade 12; Madonal Secralanal Dipoma ¢ Ofice
AJTINSIANN { ASTINSIALG Of UKL 2 $aars (e avart eAprenca. 1
YO raivark experirco, Efocive commericalion shils, alarpersonal saifs,
ploning. thme Managamant, &gansng and yping skils. Excallant Compular
Sails

Tasks and Respansbiines inchaog

Partorm ganeral lecralana wrvices Manual & Becronc mad recapt, sarlrg.
dainbasan and dwpalch, Coordnale maelngs, workshops, avents, avali
and accommeadalion. Minute taking and racord keeping. Rasgonsbie lor ofice
manaemant chadng neavess Marage the managess diary and e
deparimental diary Praskde suppeft 1o unis and dvisons wihin tha Conporate
Service deparimes Racave cormey and a00ess quanas, Pertem nping
dulas for $@ mansdy ad depaimerce Compde mpors and ardune
saftkonging of correspandances. Co-ordinate reteshmants for e maragar
and depamrant; Perborm general adminsitraive dudes Pregare nolces.
agendas and minues for seechic Mestings ang anending jo tha dstrbulion
thoraat andior ararging for tha colacson of documanle prior §o schadukicd
mesings. Organce, conlivm and Soheise mestings I apporimaents cakrreg
and refreshmients. Recetve and sand tases. Ararg docments For payerand of
arcomerodalion and ir e ling e4pardas

Position: Adminisirallve Assis Land Council Supgon & Secretanal
PostLewel 14
Anrwial Basic Salary: R107 415.25 - R105 512.41 par annum (Plus
Appiicabie Baneflls)

M Requiumens

Ceade 12 D ! Canifce n Sacrularial Comgular/
or aquivakel, Meiman 1 year redasan! espenance; Basic
valid Conde B dniver's Icanse

Tashs and ana:nﬁhlnu i o

Provide secratanal supcon lo the Coundl Suppon B Secralanial divigion
Provide secranacial 10 councl commitieas, foums and Mestangs. Girarae
draft regons for scrubiny Trping and ASYEUlon O nolces, aendat and
mruias Take and keen minalas for meetings. Fing of councit and oommines
racor ds. Make ogistical amangements for maalirgs

Position: Human Resources Clark

PostLewel 15

Anmual Basic Salawy. RTE 437.16 - R36 €00.97 par annum |Plus Applc abbe
Banafids)

Mirdmem Requiramans

Grade 12; Canilicala in Huran Resources Maragamens and / or Cedficate in
Fayroll a0minsralon of equivalant Mnimem 1 pear deant axpenance:
Bask Compuier Shils Awvakd Code B otaar's icansa

Ta<ks and Resgonubifbes hobase:

Davelop ard mandain emphyes relords  skcvoncaly
Irformadon. Rees Mamed s porainng to payol deduciiond 0 s
Co-ordinam repcrts. Fomward payol rsirucions 1o payrolt Updak roticas of
drangas g banaflis. Updat parsconal les. Provise suppoc (o lunctions within
Ihe sechion Caghan and ey sva ampopes oords on the payeoal syilem Co-
oot eeraon backad hauting bnan sppleatens MedSos aid ponck
home alawarea & vavabing alowania of @moloyeas & courcilns Provioe
REneralChrcal suppon 10 the Human Resources Division

g Pubiic Admin
Mpuler Suils A

Inpul pswproll
e,

Pasition: Human Resource Managemant Intermshig

Duration: 24 Momths

Anrual Basic Salary: R110175.28

Minimarm Reguliaments. Srade 12 B Com Degror Mational Cipoma in Human
Resource Marageme s Putiic Managamen! of relevan! el Good
Fasprsonal L Communcaton and Compusar Skils

Tachs and Respansibities Inciude Provde geersd sdminaimbie suppon bo
oflcalin Fuman Resowoe und, Updste personnal Mas Caplura and manlan
ke, payol, Yaning, satety ard mobness seconds. Co-ordinate amgayes
banefiz nduding medical ad, penwon, hard wicwarca & travelkng aldwance
ol ergdopaas & counclon Provade ponerd dancal suppor o tha Human
Rasourcas Diwgan

DEPARTMENT. COMMUNIT RVICES DEFARTMENT

Posiion. Divisional Head. Traffic Law Enforcement & Licansing
Postievel 1

Anrual Basic Salary. R282 279.7T1 - RZM $11.83 per anmum (Plus
Appist abie Banafits)

Maimieam Seguiramas.

Grade 12, Rakrare Natonal Dploma o eydvalerd Trafc Diploma Oploma
Esamirar ol Driving Licanse Grada 8; Digioma Examirer of Moke vehides.
1 yaars roavare axgenencs. Code B drivar's bobnss and Excelkent Compnes
Nagataliors and Sogonvisary Safls

Tachs and Resgonsbinas nchade

Droits ard contrd ey performance targets o e diision Manage
oleTantalion of wyslams and cperaing proceduras Co-ordinaka Ky
Acovies peiaining 1 ¥affc bw, muncgal tylaws anforcement, driver's and
MmoXy vehcir lansng. Mardge INNasruclunes and asses asugned o te
dkigion Proride wuppon and a0vas 1o senar Maragemers & councd. Manaos
deetaional budget and othar resources; Manage and SUDEniee 2Ersonnel
m:{nmwmuRnpmm- Licanaing & Motor Vahicle
Anrvial Basic Salary. R193 14458 - R 159 IT4.66 par asnum (Plus
Appis abie Beneflts)
Mrimam Regudnmens:
Grase 12 Conficaae, Diploma Examine of Drivwng Licersas Giade B {Coda A
and EC) Diploma Examinos of Laamers likanse Geade B (Code A and EC)
Dictama Examings o Molor Vehick Testng [Codae A and EC) A valkd Code EC.
driwars Licenss Regisland 35 Grade B Examiner 2 y0ans rakevan asoenanie
Avald Code EC drars icansa & PROF Ackar crminal recon)

Tazhs and Responubiines irohade

Pan and co-ondinate oparatens of the Cviving Lizanses Tasling Centre
Adocalo and Supervise work of SUpCon S, Ensure adhirnce o Rgrkanans.
reguiations and cparating procedures and slandards. Lake wih riemal &
ernairal Chents and Sabehcddars. Keed recards and comoile epoits on dutes

¥ I5 an oqual opponunity and affirmative Action

ically Disadvantaged Sauth Afrscans as well 13 paopée with disabilities are ancouraged to apaly:

paricemed Mandgo lowing sqapmant. Co-ardinase regstraten of usars on the
@-NI% X508, SANvE a5 A e examinar Co-ordnale Inema ard axdamal
AAF procassas Vanfeutan of wodk performad.

Position: Examiner X 2

PostLa L]

Annual Basic Salary: R159 76767 - R165 571.16 per amnum [Plus

Agpplicable Banafizs)

Minmum Regdremanis

Grade 12 Conilicale; Dplena Examber of Downg Loorse Grade B
islared & a Grade B Examing of Dviving Losrss, Avald Code EC anvers

Ikansa A PRDP 1 yaar rosvare e parince, A dear crimnal retond

Tasks ard Respora bilties Incude

Tast apsikants for kamars' and drvers’ Licanses; Adwinkiern wamers' and

arr's lcansas. Canduct ey ests, Conducl K53 pracical drhing lasts

Aulhrize corvarsen, renawal of dnwng koerses ad PROP, Compie

oD,

Poaition. Traic ONicees X2

Post Lavel: 12

Annual Basic Salary. R126 031.13 . R133 35226 par amnum {Phus
Agplicable Banelies)

Finimum Requramanis

Grada 12 Contficate; Trafic Digloma Avald Code EC Y driver's consa: | year
reavant experiencs Adaar oriving recond

Tasks ard Respore billaes Include

Ensura adrererca 6 valle bw enforcement and Mow, Admnisisring mad
Accidenes, raed wafaly unk Bw aniorcemant and runicipal bpdaws. Fromcws
pubbe sateny: AdMINGION AOOCES 3G SUMMoNE W0 ofdund law enkriemant
Parforr poet duty and <entrol wafic during actrdas and evants; Comple
PEgoris] Assest Tl Municipaity in curteng cormuplon

Positeon. Sacr#tary Community Services

PostLavel: 13

Salary: R111 60595 RT16 114.83 par snnwm (Plus Applcabis Benefits)
Winmum Ragarsments

Grada 12; Mational Secratada Dilama | Offce Admiresrason / Admadstraton
o agquivaenl 1 year rakean axsdcance ETectwe communicalon shils,
Inkeparsanad wib, punning Hme manageent, aganizing and typing shis
Excalant Comiser Skils.

Tasks ard Respwrsbillies Indude

Parfonm Qe tal weoretdn al wevices; Manual & Elecironks mall rcaios soring,
dstnbulion and depakch; Co-ordinate mestings, workshoos, everts, vaseling
and acoimmaedaton; Mingee Wang and record kiapng; Resporaibia for office
ranageTant indudrg radlness, Mansge T maragars dary and he
Sepanmanty dary; Provdi Supnon 1 urits & dysons miten the Caporaie
Sarvee depanmant; Rocake, tonvey and addruss gueras; Pafom typing
Gubics for the manager and depanmanl; Comgile eEpoms and ensuare
Salehgapng of COTESpIrINce Co-crdinale refroshmants for T manager
and dapaimere Peffam gerdal admnisiragve ulks. Preoae rooids
Aqandas & munules Yor specifc mealags and aiendng to T deirtsdion
trargcl andor arangng ¥or T colleclion of documents fror o scheddod
raalings. Organse corlinm and sorkcuke Meatngsacportmanis. Lalaning
and refreshmaras thal ara  calorad for. Raceive and e et Arrange
aocuTanls kKr payrant af accommodalion and Tavalicg sipansas

DEPARTMENT. TECHMIC AL BERYICES DEPARTMENT
Position. Techakian Watar Services
PastLavel: T

Basic Salary. R184 198.21 - R190 514.19 par sanum (Phus Applicable

Miremum Regureranis
ationad Digloma ce B. 50 Cagrae n Chil Engnaanng™iass Cara'waler and
Santatkors' Waler Utlzalon o reevant eguivalant quakfication 1 yoar
CRPRNCH N waner seclon A vilid coda B divess Icenss. Good undendardng
cof tha Natonai Waner ard Walor Servces Act.  Knoweadge of ground and
SUMace walaf rescurce maragamenst budgeling and projct manaoament
Excalen! resvpersonal and Compuler Shills
Tasks and Reaporaibilins Indude
Parfoam walar managarant n iha water sCnomas | sysioms (rescJdalon and
Eoretoles ) Oparalion and Maimerancs of maler and wask wakr reatmant
wos. Develap proposals ¢ vgrovemenr n e wasd and aache WA
sy%lem. Erdura O B M plars are implamerved afacinty. Morilar waner
FalveCers I COMOTN o %64 slandards o sarvkce points, Parform any ofer dulws
delegatad from lime w ime. Complers Frernal transastional documeneaion
(a.g wally sheets, i3 sheel, progmIss repon. 60, ) and reldled lorms ivehicia
Checkasll. MORESm and bupersiies ackvbions of siaf 10 Sraufl 1Nt work &
PRrormed accarding o work plar, jabLans and ad-hod nstiucions recared
fram supendser and reaparts on aciwies petormad, Cormail i LR ZGON

of malerids {and, siore, cruzhar run etc. and datharging' offfaading
resgarad quanities of Mmalefie s 1or e OF *RCON ¥ LCHOn Wwork,

DEPARTMENT.

Position: kiarnshi ional & Tewn Planning X2
Durulnn.zllunir:m

Salary. R11¢175.28

Minmum Regareranis

B Deyes of Nalioral Cipioma @ Town & Regonal Plarving (| Lrnan and
Regional Planning or releward equivalenl, CGood interparsanal &
Communcaton and Comprioss Skiks.

Tasksand Readors billes Indude

Process land 3pplcalons | mzoning. subdvison, conscisation and wpacal
carmsan! using rakean! kgislalons ad munkipdl polous. Condudl ile
Inspacion for Gnd devalopreart spclcalons and Permstion lo Ocoupy [FTO)
Assasament ol Busness Uence applcatiors Precessng of Bushwss &
Resenlial applcations

IMPORTANT INFORMATION FOR APPLICANTS TO TAKE NOTE OF.
Formard yows applications to:

The Municipal Manager, Mokmole Local Municipaiity, Private Bag X44,
Dendron. 0715 of deliver te 303 Church Strest; Dendron ar Molsmole

D
Local Municipality Morsbeng Branch Office; 25 Coe. Rowls & Vidaers
'En-t,m::,

Aanlicsl oo m

3 ba by a Al atlar, &
cemprahansive CV and cortifind copies of: bdentity docusment, drives's
Bcanse [where applicabie) and qualificatians, “Apphcations without the
above will not ba consldered. Malemola Lacal Muricipality rasarves the
flghd ta / not 1o make appointrvents. If ms response is recalved e
Modernole Munecipality 50 days afar e closing date, i imesd be regarded
that your agplicalon was . C. ol g the
advertitad posltions will e Bmitad to successful candidaton oy,

NE. 1. Candidates will be subjected 1o parsannal auitability checks
including qualifications, ampgso, nt, credit, ciminad records,
LOMm| amvrrship | direttorship asd reference checks.
Z Fax and E-Mail applications will not be acceplad.
3. Appiicatiens receved aflar the closing dale ar lime will not be
considared.
4 Fraudulad qualifications or do<umantaton will irmenviedliatoly
disquality an applicant
5. Direct o indirect ¢anwassing for prefarential treatmant will bead bo
Immadiate disqualification of the r ant applicant.

directed to Ms KJ Magongwa af

Enquiris on the ibove sheuld be
155010243

CLOSING DATE FOR APPLICATIONS IN REBPECT OF POSITION 15
Fridday, 03 Auguat 2012 s 13:00.




