









Annexure  C

Mr M R Baloyi
Minister for the Public Service and Administration

Private Bag X 916
PRETORIA

0001

Dear Colleague

FILLING OF THE VACANT POST OF ……………………………...: DEPARTMENT OF …………………………………………
The above-mentioned post was advertised nationally within and outside the Public Service during ……………………... After assessment of all applications against the key performance areas and requirements attached to the post as advertised, candidates were shortlisted.

A Selection Committee conducted interviews with all the shortlisted candidates. Ms/Mr ……………………………., acted as scribe to assist the Committee. 

After thorough consideration of the candidature of the shortlisted individuals against the particular requirements and circumstances of the post, Ms/Mr …………………………..was found to be the most suitable candidate for the post. 

The following documents regarding the filling of the post are attached:

(a)
Copy of advertisement.

(b)
List of the candidates who applied for the post.

(c)
Cabinet Memorandum for submission to Cabinet.

(d)
Copy of letter from NIA regarding security vetting.

(e)
Documentary proof of the outcome of personnel suitability checks.

(f)
Exposition of representivity profile at SMS level.

(g)
Copy of curriculum vitae/résumé.

(h)
Copy of ID.

(i)
Copy of competency assessment report.

In view of the aforementioned, it will be appreciated if you can obtain Cabinet’s concurrence with the appointment of Ms/Mr ……………………………for a term of …………………..………. years (in the case of a contract appointment), to the vacant post of Director-General/Deputy Director-General: ………………………………………, with an all-inclusive remuneration package of R ………………. per annum with effect from a date to be agreed between myself and the nominee. 

Thank you for your co-operation and assistance.

Kind regards

MINISTER
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