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MINISTRY FOR THE PUBLIC SERVICE AND ADMINISTRATION 

CABINET MEMORANDUM NO
:

…………………….. OF 2008
DATE




:

…………………………. 2008

FILE NUMBER


:

…………………………

1. SUBJECT

Filling of the post of Director-General/Deputy Director-General: ………………………… in the Department of ……………………………………….

2. PURPOSE



To obtain Cabinet’s concurrence for the intended appointment of Ms/Mr …………………… to the advertised post of ……………………………… at the Department of ………………………………………………….  

3. SUMMARY
It is the intention of the Minister of …………………………… to appoint Ms/Mr …………………. to the advertised post of Director-General/Deputy Director-General: ……………………………… on the establishment of the Department of ………………………………….. .
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4.
STRATEGIC FOCUS OF THE MEMORANDUM

The filling of this post will contribute to the achievement of the strategic aims of the Department.

5. 
DISCUSSION
5.1
The post of …………………………………was advertised in the media and in the Public Service Vacancy Circular with a closing date of  ……………………… 

5.2
A total number of ……………………. applications were received for the advertised post.  

5.3
The following key performance areas for this post have been identified: 

5.3.1


5.3.2

5.3.3

5.3.4

5.3.5

5.4
A pre-selection was done by scrutinising each of the applications received, with due consideration to the core functions and requirements for the post as indicated in the advertisement.  The following candidates were shortlisted and invited to the final interviews:

	NAME
	EMPLOYER/DEPARTMENT
	RANK/POSITION
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5.5
A Selection Committee was constituted consisting of:

5.5.1

5.5.2

5.5.3

5.5.4

5.5.5

5.6
The Committee conducted interviews with the short-listed candidates.  Following the interviews, selected candidates were subjected to the prescribed competency assessments.  After thorough consideration of the candidature of these individuals, the Committee unanimously agreed to recommend the appointment of Ms/Mr ………………………. on the basis of the strengths she/he displayed against the required competency profile and in comparison with the other candidates who were interviewed.
5.7
Ms/Mr  ………………………… is in possession of the following qualifications:

5.7.1

5.7.2

5.7.3

5.8
 
(Provide motivation together with an indication of overall assessment of the most suitable candidate, including possible areas in need of further development.)


…………………………………………………………………………………………….…………………

……………………………………………………………………………………………………………….

……………………………………………………………………………………………………………….
5.9
Personnel suitability checks, covering the following, were conducted in respect of all shortlisted candidates (documentary proof attached):
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5.9.1
Criminal record checks;

5.9.2
Citizenship verification;

5.9.3
Financial/asset record checks;

5.9.4
Qualification/Study verification;  

5.9.5
Previous employment verification (reference checks); and
5.10
In light of the above, Ms/Mr  …………………………….. was regarded as the most suitable candidate for the advertised post of ……………………………….. .

5.11
A copy of Ms/Mr ………………………………… Curriculum Vitae is attached for information.

5.12
The other candidates for the position were found to be either less suitable than the nominee or not suitable at all.

6. 
IMPLEMENTATION PLAN

Not applicable 

7. 
ORGANISATIONAL AND PERSONNEL IMPLICATIONS
7.1
The relevant post exists on the establishment of the Department of …………………… .  The appointee will fill the vacant post on the establishment.

7.2
Should Ms/Mr ………………………. appointment be approved, representivity of the senior management service in the Department will be affected as follows (Provide representivity profile before and after appointment).
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8. 
FINANCIAL IMPLICATIONS

An all-inclusive remuneration package of R …………. per annum has been budgeted for.  Funds are therefore available to cover the expenses of the appointment.

9. 
COMMUNICATION IMPLICATIONS
The Department will inform the candidate of her/his appointment, if Cabinet concurs. The other candidates will be informed in writing that they have been unsuccessful.

10. 
CONSTITUTIONAL IMPLICATIONS

None

11.
IMPLICATIONS FOR VULNERABLE GROUPS


None 

12.
SECURITY IMPLICATIONS 

Preliminary security vetting was conducted in respect of all shortlisted candidates.  Ms/Mr ………………………… was granted a preliminary security clearance and will, once appointed, be vetted for a relevant security clearance.  

13. 
DEPARTMENTS AND PARTIES CONSULTED, RESPONSES AND COMMENTS 

This memorandum was drafted by the employing department in association with the Department of Public Service and Administration.
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14. 
RECOMMENDATIONS

It is recommended that Cabinet concurs with the appointment of Ms/Mr ……………………….. to the advertised post of ……………………… at the Department of …………………………………. with an all-inclusive remuneration package of R …………………….. per annum (for a term of ……………………. years in the case of a contract employee) with effect from a date as agreed to by the relevant Executive Authority and the successful candidate.

15.
OFFICIAL RESPONSIBLE FOR THE MEMORANDUM

I declare that the memorandum adheres to the guidelines provided by the Cabinet for the drafting of memoranda.


Name:
………………………………………


Designation:
………………………………………


Contact Details


Telephone:
………………………………………


Cellular:
………………………………………

16.
HEAD OF DEPARTMENT 

(Full Name and Surname)


(Designation)


(Department)


(Contact Telephone Number)
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17.
AUTHORISATION FOR PROCESSING THE MEMORANDUM


MR M R BALOYI

MINISTER FOR THE PUBLIC SERVICE AND ADMINISTRATION


Is there a need for an electronic presentation to be done in addition to the memorandum?


(Yes or No)
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