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Molemole Municipality -

Mole-male Local Munlcipality invites applications from suitably qualified candidates to fil! vacant positiens within its ént. Molz-mole Lozal Munt ipality is an equal epportunity and Afﬁrrnaliwe Action Employer. Persons -
des]) 1in terms of applicable Eeglslations as Historically Disad ged South Africans as well as pevp[e \ml'.h disabllities are encuuraged to apply o . -
. DEFARTMENT MAYOR S OFFICE

' Pasition: Personal Assistant fo the Maynr (Rz-adverllsemant)

Safary Task Grade: 12

Duration: Non Renawable Contract inked to the tem of office of the Mayer

Anniuzl Basle Salary: R295,509.80 [Plus App[lcahle Benefits)

Minimum Requizements:

Nalienal Diploma/Degres in Ad i ""u:.” Adminlstration or equivalent qualification, Minimum of Three (3) years relevanl experience, Knowledge of protocol & political oifice support, valid code 05/B Driver’s License.
. Knowledge; Skills and Personal Attributes: - i
Goed Inlerpersonal skils; Good Communleation skills; and Excellent Computer Skills (Ms Word, Excel, PowerPoint, Qulleok and Typing skulls) Negotiation and Conflict Managemen skills.

Tasks and Responsibllitlas Include:

Plan & coondinate aclvities and pre in the office of Mayor, Brief the Mayer on matta:s of concem and secure informalion required for proper action, Coondinate all mayoral support pmgrammes Cuordlnale mayoral activities with the office of he
Municlpal Manager, Faclitate and implament adminlstrative dutles assigned to the office of the Mayer, Advica the Mayor en matters of inferest 5 the counci! and the,  Mayor's office, Llalse wilh insli tures and external in support o
the Mayor's roes and responsibiliies, Managa reseurces allocated e the' mayor's office, Coordinale and supervise functions in the Mayor's office, Manags resources lnr:.ludmg finance, admirisiralions, systems, personnel, equipmenl and ather resources
of the cffice cf the Mayor, Facilitale key stakeholder consultation and invalverneni, Assist in ansuring the implemantatiors of projects and compliance with target dates, Craft submissions, memoranu‘a briefi ng noles, presenlaluons. repons and other
documenlation as required, Perform general adminisbative dulies; Perform any other duly as may be delegatad from tims lo time by the Mayor. :

DEPARTMENT. MUNICGIPAL MANAGER'S QFFICE

PesHion: Adminlstration Officer ~ Munlclpal Manager's effice {Re-Advertl t)

Task Grade Level: 11

Annual Basle Salary: R 250,939.32 per annus: (Pivs AppEeable Banafits)

Minimum Requirements:

Natienal Diploma/Degrea In Administration or equivalent qualificatiors; Two (2) Yeafs fﬁle‘-'aﬂt exparience,

Kriowledga; Skills and Parsonal Attributas:

Time management; Planning, Communications; Reporting and goad Inter-personal skifls; Excellent Computar Skills (Ms Word, Excel, PowerPoint, Outlook & Typing skills).

Tasks and Responsibilities Include:

Perform general offica admin suppor! funclions znd services; Receipt, Sorting, Distribution and Dispatch of mail; Goordinatien of mestings, warkshops, evants, fravel and azcommedalion; Minute taking and record keeping; Responsible for office
management ncluding neatness; Manage the Departmental electronc and manual diary; Provide support to units and divisions wilhn the Municipal Manager's Office; Recelve, convey and address queries; Pérorm typlag dulies for Ihe Municipal Manager
and the Department; Compile reports and ensurs safekeeping of nunespondenoes Coordinale refreshments for the Munlcipal Manager and Department; Perform general admirlsiallve dulies, Perform any gther duly as may be delegated from Ume fo
{ime by the Munlupal Manzager, .

Position: Special Prog ﬂGR Coordinator {Re-Adverti t)

Task Grade: 11

Annyal Basic Salary: R 250,338, 32 per annum (Plus Applicable Benefits)

Minlmiim fequirements: .

Degree [Diploma in Mminlshatmn or Any equwalenl qualllication In Seclat Science. Valid driver's license; Minimusm of two years relevant experience; Good communication skifls, Excellent Computer skils (Word, Excel, PowerPoint, Outiok),
Undefstanding of legislalion an Intergovemmental refations.

“Tasks and Responsibilities:

Empawerthe municlpality with Gender Focal pcmt areas such as Youlh, H and AIDS, the elderly, and Disability and information management and Special Projects; Ensure the Imp} tation and mains ing of Youth Frogrammes; Devefop Disability
programs vilhin the municipality; Develop Programs In line with the Child Care Act no, 74 of 1983; Creale awareness on special focus programs o communiliss; Support National, Infemational and Provinclal programmes, Advice , research, periom
advocacy and monitoring of policyisirategy [hat relates o Youls Development, lo implement the youth development policy and lo ensure the proper execution of the aims and objectives of Youlh Development Act, Eslablish and coordinate special focus
forums; Conduct site visils and provide advice; Provide support to community groups. .

Position: Sparts and Events Officer {Re-Advertisament]

Task Grada Level: 12

Salary: R 205,609.80 (Plus Applicable Benefits)

Minlmum requiremants;

Mzlional DiglomaCegree In Sports Management or equwa!ent Valld Driver's license; Minimum; of two (2) years' experience in Communlly devalopment affafrs and proven pamupalmn In majer spomng activilies will serve as an zdded advanlage.
Knowledge; Skills and Personal Attributes:

Good ink | skills; Good Cx ication skills; and Computer SRI”S {Word, Excel, PowerPaint, 0ul|'ook).

Tasks and Responsibilitias: :

Provide support i the locat municipality sports coundil, Facilitate and drive mass participation programmes, Faclitate schools sports programmes in the Municipal jurisdiclion, Facilitate tha g tion of indigenous games and golden cldles in the
municipafity, Lialse with federations at District and Provincial levels. Develop and promote arts and culiure, Promote and suppert cultural projects and pmgrarnmes. Llansa and caordinate with tha provinelal departments of distric municipality when any
events are planned [n he MunicTpality in order to ensure effectivs logislical arrangements; Coordinale the promotion of community based sports, arts and eullure and heritage structures within: the Municipalizy.

IR DEPARTMENT: BUDGET AND TREASURY

Posltion: Budget and Reporting Clerk {Re-Advertisement)

Task Grade Level: 07

Annual Baslc Salary: R 148, 605 50 per annuex {Plus AppFcable Benertsj

Minimum requirements

Grade 12, B.Com Dagree or National Diploma in A ingf Financial M: / Cost 3 Management Accounting or equivalent. Cestificate In Munlcipal Finance Managementwill serve as an added advantage; 1 year relevant axper Knowled:
of relevant legistation applicable lo Munitipal Budget & Reporiing. Excellent compuler skills. Effeclive Communication, good Inter-personal relationship skills, negafiation, facllitation and wnﬂici management skills.

Tasks and Responsibilities Include;

Canduct control sequences associated wilh budgeting and ceporting. Coo;dmale developmenlofbudgel and periodic feports; Tracking of budgelperforrnance Provide information and supporlto the production of Finarcial Statements. Provide support to
business units on budge! management. Perform specific sequences Tated wi ining manual and based infs ion/ dala and fitesf recerds. Ensure compliance with MFMA, applicable legislation and regulations. Ensure compliance
wilh applicable leglsTation and regulations. .

DEPARTMENT: TECHNICAL SERVICES

Positien: Manager - Praject I it Unit (Re-Adveri 1]

Duratien: Three {3) years cr Thirty six {35) monr.'hs Fixed Non-renewable Contract

Annal Inclusive Remuneration Package: 805,980.84 perannum.

Minimum Raquirements:

Bachelor Degree in Civil Engineering or Nalional Diploma in Civil Engineering or Equivalent quaification; Registration as an Engineer andor Technologhtwﬂl be an addzad advantage; Extensive knowledge In Project Managemant, Minimum of 4 years'
experience with atleasl 2 years' experienta Ih Preject Managerent related field; Valid Driver’s license.

Knowledge; Skills and Personal Attribules;

Excellent Computer skills (Excel, Word, PowerPeint, Qutiook); Goad communmhon KT, ability lo interact at all favels including communitias and willingness to work wregular fhours,

Task and Responsibilities include:

Direct and conlral key deliveratles and lated with project mana ! units; Manage finance, admln[sh'auon , system, personnel and other resources asseclated wilh project management unit; Goordinale MIG Funded and other municipal
projecls; Develop and implement project g it pi : Provide functianal and cperafional Information on projects; Identify gaps and mitigale risks asscciated with projects; Develop and manage oontratﬂs fer Munlcipal projects; Advice and
report to Councll on matters perlaining to the unils; Liaise with vanuus stakeholders and interest groups on the execution of projects; Ensure legislative compliance, Ensure impl talion of EPWP f

IMPORTANT INFORMAYION FOR APPLICANTS TO TAKE HOTE OF: .
1. Forward your: appllcatluns to: . . . ) . L .
2, The Muni Matemole Local Munlcipality; Private Bag X 44; Denh'ron; 0715 or deliver ko 303 Church Stréet; M di or Molemole Eocal Municipality Morebeng Branch Office; 25 Cor. Roets & Viviers
Street; Soefmekaar, '
3. Applications must be panied by a signed covering application letter, a comprehensive CV and criginally certified copies of: identity document, drlver 3 llcanse {whera a’ppllcabla) and qualifications. Applicalions without the
above will notbe considered and wili be dlsqualtt’ed Molemole Lacat Municipality resgrves the rightte / not to make appoi Knor f from M M hly within 90 days after the closing date, It must
be regarded thai your app was pondence regarding the advertised positions will be limited to successtul candnda1es only. t
didales will be subjected lo  ncluding quallﬁcatmns ‘employr ent, credlt, cr{mmai re:nrds, pany hip f directorship apd ref e ‘chegk_s, i
X Faxed E-Mallzd and 263 andwﬂ[ be d1squahred o : : e -
. Applications feceived after the closing date and timeé wili ot be cansidered. Teooer
. Fraudulent qualifications or documentation will immediately disqualify an app!icant.
. Direet or indirect canvassing for preferential treatment will lead to Immediate disqualification of the relevant applicants
g, Candidates with foreign qualifi ieations should atiach SAQA evaluation reports wih their applications.,
12 Enquirles between 08:00 — 16:00 should be directed during ‘weekdays fo Mr, Bethue] Ramohlale at 015 501 0243044,
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4. CLOSING DATE FORAPPLICATIONS IN RESPECT OF ALL POSITIONS I5: MONDAY, 43 NOVEMBER 2017 AT £6;00,
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