ANNEXURE G

NATIONAL DEPARTMENT OF HEALTH

It is the Department’s intension to promote equity (race, gender and disability) through the filing of this post
with a candidate whose transfer / promotion / appointment will promote representivity in line with the

APPLICATIONS

FOR ATTENTION

CLOSING DATE
NOTE

POST 28/22

SALARY
CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

POST 28/23

SALARY

numeric targets as contained in our Employment Equity plan.

The Director-General, National Department of Health, Private Bag X828, Pretoria.
0001. Hand delivered applications may be submitted at Reception (Brown
application Box), Civitas Building, corner of Thabo Sehume (formerly known as
Andries) and Struben streets.Pretoria

Ms M Shitiba

31 July 2017, closing time: 12:00 pm Mid Day

Applications should be submitted on form Z83 obtainable from any Public Service
Department and should be accompanied by a CV (previous experience must be
comprehensively detailed) and certified copies of qualification certificates, service
certificates, including ID and driver’s licence. No faxed or e-mailed applications will
be considered. Applications received after the closing date and those that do not
comply with the requirements will not be considered. It is the applicant’s
responsibility to have foreign qualifications and national certificates (where
applicable) evaluated by the South African Qualification Authority (SAQA). The
department reserves the right not to fill the post. The successful candidate will be
subjected to personnel suitability checks and other vetting procedures. Applicants
are respectfully informed that correspondence will be limited to short-listed
candidates only. If notification of an interview is not received within three (3)
months after the closing date, candidates may regard their application as
unsuccessful. The Department will not be liable where applicants use incorrect/no
reference number(s) on their applications. In terms of the departmental
employment equity targets, priority will be given to Coloured, Indian and White
males and females and people living with disabilities.

OTHER POSTS

SENIOR ADMINISTRATIVE OFFICER: OPERATIONS AND ADMINISTRATION
REF NO: NDOH 51/2017

Chief Directorate: Food Control, Pharmaceutical Trade and Product Regulation.
Directorate: Operations and Administration

R281 418 per annum (plus competitive benefits)

Pretoria.

A Bachelor’s Degree/National diploma/equivalent NQF 6 qualification in Public
Administration or Office Administration related qualification. At least four (4) years’
experience in administration. High level of minute taking skills. Supervisory skills.
Knowledge of departmental procedures with regard to finances and budgeting,
relevant prescript, application of human resources as well as understanding of the
legislative framework governing the Public Services. Knowledge of Public Finance
Management Act (PFMA), Knowledge of the Medicines and Related Substances
Act, 1965. Excellent communication (written and verbal), analytical, interpersonal,
organizational, and computer literacy (Microsoft Office package) skills. Ability to
work in a team. A valid driver’s licence. A typing test including writing of minutes
will be required at the time of the interview.

Control of documentations within the directorate. Manage the mail register, register
and disseminate documents to the relevant people. Supervision of staff. Ensure
the maintenance of filing systems. Trace files and documents when required.
Ensure safekeeping of information and documentations. Ensure the arrangement
of meetings, workshops, functions and accommodation and travel for officials.
Liaise with travelling agencies for enquiries. Compile and dispatch documents for
meetings. Take minutes of meetings. Ensure and provide logistical support to
directorate and external expert committee members.

Ms E Taute Tel no: (012) 395 8034

ADMIN CLERK PRODUCTION REF NO: NDOH 50/2017
Chief Directorate: Food Control, Pharmaceutical Trade and Product Regulation.
Directorate: Medicines Evaluation Research

R152 862 per annum (plus competitive benefits)
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CENTRE
REQUIREMENTS

DUTIES

ENQUIRIES

Pretoria.

A Senior Certificate (Grade 12) or equivalent NQF 4 certificate in Administration.
At least two (2) years’ experience in administration. Ability to capture data and
collect stats. Knowledge and understanding of legislative framework governing the
Public Service. Good communication (written and verbal), interpersonal, planning,
organizational and computer (MS Word, MS Excel, PowerPoint) skills. Ability to
work independently, under pressure and with a team. A valid driver’s license.
Render general clerical support services. Record, organize, store, capture and
retrieve correspondence and data. Update register and statistics. Handle routine
enquiries. Make photocopies and receive or send facsimiles. Provide supply chain
clerical support services within the component. Liaise with internal and external
stakeholders in relation to procurement of goods and services. Obtain quotations,
complete procurement forms for the purchasing of standard office items. Provide
personnel administration clerical support services. Maintain leave register. Arrange
travelling and accommodation. Provide financial administration support services.
Capture and update expenditure. Check correctness of subsistence and travel
claims of officials and submit to manager for approval. Handle telephone accounts
and petty cash.

Dr K Thembo Tel no: (012) 395 8358
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