Department:
Public Service and Administration
REPUBLIC OF SOQUTH AFRICA

Private Bag X916, PRETORIA, 0001 Tel: (012) 336 1000, Fax (012) 326 7802
Private Bag X9148, Cape Town, 8000. Tel: (021) 467 5120, Fax (021) 465 5484

Inquiry : D Khoathane
Telephone : (012) 336 1483
File : 016/6/7/4

TO ALL NATIONAL DEPARTMENTS AND PROVINCIAL ADMINISTRATIONS

IMPLEMENTATION OF THE CO-ORDINATION PROCESS - BENCHMARK JOB DESCRIPTIONS AND GRADING LEVELS
FOR SUPPORT JOBS: CLEANER, GENERAL WORKER, GROUNDSMAN, HANDYMAN, PHOTOGOPY OPERATOR,
AND SWITCHBOARD OPERATOR/ATTENDANT.

As you may be aware, the Minister for Public Service and Administration issued a letter dated 8" June 2010 to consult on the

co-ordination process for support jobs.

As part of the consultation process, a communiqué was also issued to all departments. Although inputsicomments were
requested from depariments, only one Department commented. Furthermore, there were no inputs regarding the possible
financial implication with regard to the implementation of the recommended job descriptions, grading results and

implementation strategy. The recommended grades are as follows:

EXISTING POSITION REGRADED POSITION
RANK GRADING BEFORE QUALITY ASSURANCE RECOMMENDATION BY PANEL
1. Cleaner Currently graded af levels 1 and 2 2
2.Supervisor: Cleaning Currently graded at level 3 4
Services
3.General Worker Currently graded at Levels 1 and 2 2

Staatsdiens en Administrasic . Ditirelo tsa Puso le Tsamaiso . Ditshebeltso tsa Mmuso le Tsamaiso . uM nyango wemiSehbenzi kaHulumeni nokuPhata
Mubhasho wa Tshumelo ya Muvuso na Vhelanguli . Kgoro ya Ditirelo 82 Mmugo . Ndzawulo ya Vutirela-Mfumo na Valawuri

LiTiko ie Tebasebenti baHulumende nekuPhatsa . ISebe leNkonzo kaRhulumente noLawulo . UmNyango wemiSebenzi kaRbumende nokuPhata



4. Groundsman Currently graded at Levels 1 and 2 2
5. Handyman Currently graded at Levels 2 and 3 3
6.Photocopier Operator Currently graded at Levels 1 and 2 2
7.Switchboard Currently graded at Level 4 4
Operator/Attendant

Note should be taken that a proposal has been made that in future, implementation instructions will be issued as directives
subject to the necessary amendments to the Public Service Regulations, 2001. Therefore, pending the finalization of theé said
amendments to the regulations, which are meant to strengthen compliance with job evaluation outcomes, a decision has been
taken that in order not to negatively affect service delivery in the affected departments, the outcomes of this co-ordination

process are issued as guidelines (advice).

The job descriptions and the job evaluation results can, on request, be supplied in electronic format. Please submit requests to
Ms Deborah Khoathane via e-mail Deborah.Khoathane@sdpsa.qov.za or fax 086 618 8851.

Director-General
Date: ¢2//c foe7



BENCHMARK JOB DESCRIPTION

A.  JOB INFORMATION SUMMARY

Name of jobholder:

Job title Cleaner
Core code
Post ievel and salary code : 2

Occupational class code

Name of component
Location

Posts reports to

Auxiliary Services

Date of appointment

B. JOB PURPOSE

TO RENDER CLEANING SERVICES

C. KEY PERFORMANCE AREAS

1 Provision of cleaning services.

(a) Cleaning offices corridors, elevators and boardrooms by:-

i
ii.
iii.
iv.
V.
vi.
Vii.

(b)

dusting and waxing office furniture.
Sweeping, scrubbing and waxing of floors.
vacuuming and sh‘ampooing floors.
cleaning walls, windows and doors.
emptying and cleaning of dirt bins.
Collect and removing of waste papers.
freshen the office areas.

Clean general kitchens by:-

cleaning of basins.

wash and keep stock of kitchen utensils.
Cleaning the restrooms by:-

refilling hand wash liquid soap

replace toilet papers, hand towels and refreshners
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9.

ill.  empty and wash waste bins.
2. Keep and maintain cleaning materials and equipments
(@) Report broken cleaning machines and equipment.

(b) Cleaning of machines (microwares, vacuum cleaners etc) and equipment
after use.

(c) Request cleaning materials.
INHERENT REQUIREMENTS

Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at hitp://www.dpsa.qov.za/core.asp

APPOINTMENT REQUIREMENTS

The following qualifications may be considered for appointment
1.  ABET

2. No experience required

CAREER PATHING

Compliance with the requirements of higher posts.
AMENDMENTS TO JOB DESCRIPTION

The Head of Department or hisfher nominee reserves the right to make
changes and alterations to this job description, as he/she may deem
reasonable, after due consuitation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may also contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his’her key performance areas.

JOB DESCRIPTION AGREEMENT

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERVISOR/MANAGER
DATE: DATE:



BENCHMARK JOB DESCRIPTION
A.  JOB INFORMATION SUMMARY

Name of jobholder:

Job title . Handyman
Core code . Artisan and Support Personnel
Post level and salary code 3

Occupational class code

Name of component . Infrastructure Management
Location
Posts reports to . Supervisor

Date of appointment

B. JOB PURPOSE
TO MAINTAIN OFFICE BUILDINGS AND EQUIPMENTS

C. KEY PERFORMANCE AREAS

1 Maintenance of office buildings.
(a) Conduct regular building inspections.

(b) Attend to minor electrical, plumbing and carpentry problems.

2 Maintenance of office equipments and furniture.
(a) Repair broken furniture and equipments.
(b) Report defects.

(c) Safekeeping of maintenance tools and supplies.

D INHERENT REQUIREMENTS

Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at http://www.dpsa.gov.za/core.asp
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APPOINTMENT REQUIREMENTS
The following qualifications may be considered for appointment

1.  ABET Level 4.
2.  Experience required 0 to 6 months.

CAREER PATHING

Compliance with the requirements of higher posts.

AMENDMENTS TO JOB DESCRIPTION

The Head of Department or histher nominee reserves the right to make
changes and alterations to this job description, as he/she may deem
reasonable, after due consultation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may also contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his/her key performance areas.

JOB DESCRIPTION AGREEMENT

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERVISOR
DATE: DATE:



BENCHMARK JOB DESCRIPTION
A.  JOB INFORMATION SUMMARY

Name of jobholder:

Job title . General Worker
Core code
Post leve! and salary code D 2

Occupational class code

Name of component . Assets and Disposal Management
Location
Posts reports to . Supervisor

Date of appointment

B. JOB PURPOSE
TO RENDER GENERAL WORK SERVICES.

C. KEY PERFORMANCE AREAS

1 Perform general assistant work

(a) Load and off load furniture, equipments and any other goods to relevant
destination. ‘

(b} Clean government vehicles.
(c) Clean relevant workstation.
D INHERENT REQUIREMENTS

Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at http://www.dpsa.qov.za/core.asp

E APPOINTMENT REQUIREMENTS
The following qualifications may be considered for appointment

1.  ABET
2. No experience required

JD General Worker 22#08#03.DOC



CAREER PATHING

Compliance with the requirements of higher posts.

AMENDMENTS TO JOB DESCRIPTION

The Head of Department or his’her nominee reserves the right to make
changes and alterations to this job description, as he/she may deem
reasonable, after due consultation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may aiso contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his/her key performance areas.

JOB DESCRIPTION AGREEMENT .

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERV!SOR
DATE: DATE:
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BENCHMARK JOB DESCRIPTION

A. JOB INFORMATION SUMMARY

Name of jobholder:

Job title | . Photacopier Operator
Core code
Post level and salary code : 2

Occupational class code

Name of component . Telecommunications and Office Buildings
Location
Posts reports to :  Administrative Officer

Date of appointment

B. JOB PURPOSE

TO PROVIDE PHOTOCOPIER SERVICES.

C. KEY PERFORMANCE AREAS

1 Operate the photocopier machines

()
(b)
(c)
(d)

Make photocopies for staff.
Report any malfunctioning of photocopier machines.
Keep records of photocopier machine activities.

Scanning of documents.

2 Binding and laminating of documents

3 Provide counter services

(a) Receive the request form and documents.

(b) Contact clients when documents are ready.

(c) Update the index.

JD Photocopier Operator 2280%#09.D0OC



(d) Attend to counter queries.

4 Perform minor maintenance on the photocopier machine.
(a) arrange for the servicing of and repair to the machines

(b) undertake the general maintenance and cleaning of the machines.

5 Make requisition for photocopying materials
(a) ensure that photocopying materials and equipments are stored securely.

(b) arrange for the re-ordering of copy papers, staples and toners.

INHERENT REQUIREMENTS

Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at http://www.dpsa.gov.za/core.asp

APPOINTMENT REQUIREMENTS
The following qualifications may be considered for appointment

1. Grade 8
2. No experience required

CAREER PATHING

Compliance with the requirements of higher posts.

AMENDMENTS TO JOB DESCRIPTION

The Head of Department or histher nominee reserves the right to make
changes and alterations to this job description, as hefshe may deem
reasonable, after due consultation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may also contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his/her key performance areas.



JOB DESCRIPTION AGREEMENT

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERVISOR
DATE: DATE:



et

BENCHMARK JOB DESCRIPTION
A.  JOB INFORMATION SUMMARY

Name of jobholder:

Job title : Groundsman
Core code
Post level and salary code D2

Occupational class code

Name of component : Auxiliary services
Location
Posts reports to . Supervisor

Date of appointment

B. JOB PURPOSE
TO MAINTAIN GROUNDS.

C. KEY PERFORMANCE AREAS
1 Maintain premises and surroundings.
(a) Clean premises and surroundings.

(b) Empty dirt bins.

2 Maintain the garden

{a) Watering the garden.

{b) Prune and trim flowers and trees
(c) Mow the grass

(d) Remove weeds and garden refuse
(e) Apply insecticides

(f) Cultivate the soil for trees and flowers

JD Groundsman 22#08#09.DQC



2.
3 Maintain gardening equipments and tools

(a) Detect and report malfunctioning of gardening equipment and tools.

(b) Repair minor defects of gardening equipment and tools.

INHERENT REQUIREMENTS

Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at http://www.dpsa.gov.za/core.asp

APPOINTMENT REQUIREMENTS
The following qualifications may be considered for appointment

1.  ABET
2. No experience required

CAREER PATHING

Compliance with the requirements of higher posts.

AMENDMENTS TO JOB DESCRIPTION

The Head of Depariment or his/her nominee reserves the right to make
changes and alterations to this job description, as he/she may deem
reasonable, after due consultation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may also contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his/her key performance areas.

JOBE DESCRIPTION AGREEMENT

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERVISOR
DATE: DATE:



BENCHMARK JOB DESCRIPTION
A.  JOB INFORMATION SUMMARY

Name of jobhoider:

Job title :  Switchboard Operator
Core code
Post level and salary code ;4

Occupational class code

Name of component : Auxiliary Services
Location
Posts reports to : Supervisor

Date of appointment

B. JOB PURPOSE
TO PROVIDE EFFECTIVE TELECOMMUNICATION SERVICES.

C. KEY PERFORMANCE AREAS
1 Render switchboard services
(a) Attend to incoming and outgoing telephone calls.
(b) Traﬁsfer calls to relevant extensions.
(¢c) Provide clients with relevant information.
(d) Take messages and convey to relevant staff.
(e} Keep record of all outgoing calls.
(f)  Print and issue telephone accounts.
(g) Maintain telephone database.

(h) Allocate pin codes when authorised.

2 Maintain switchboard system

(a) Identify and report telephone faults to the supervisor.

JD Switchboard Operator 23#09#09.D0C
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(b) Notify the staff if telephones are out of order.

{c} Record maintenance of the switchboard.

(d) Bar and activate telephone extensions when authorised.

INHERENT REQUIREMENTS

Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at http://www.dpsa.gov.za/core.asp

APPOINTMENT REQUIREMENTS
The following qualifications may be considered for appointment

1. Grade 12
2. No experience required

CAREER PATHING
Compliance with the requirements of higher posts.
AMENDMENTS TO JOB DESCRIPTION

The Head of Department or histher nominee reserves the right to make
changes and alterations to this job description, as he/she may deem
reasonable, after due consultation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may also contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his/her key performance areas.

JOB DESCRIPTION AGREEMENT

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERVISOR
DATE: DATE:
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BENCHMARK JOB DESCRIPTION
JOB INFORMATION SUMMARY

Name of jobholder:

Job title . Supervisor: Cleaning Services
Core code
Post level and salary code 4

Occupational class code

Name of component :  Auxiliary Services
Location
Posts reports to . Supervisor

Date of appointment

JOB PURPOSE
TO SUPERVISE CLEANING SERVICES
KEY PERFORMANCE AREAS

1 Oversee cleaning services of offices, corridors, general kitchens, restrooms,
elevators and boardrooms.

2. Manage and ensure the maintenance of cleaning materials and
equipments

(a) Ensure maintenance and replacement of cleaning machines and
equipment.

(b) Make a requisition and issue cleaning materials.

3. Supervise cleaners.
(a) Perform administrative and related functions.
(b) Provide guidance and advice to cleaners.

(c) Develop and update the cleaning roster.

INHERENT REQUIREMENTS

JD Supervisar Cleaning Services 23#094#09.D00C
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Consult the Codes of Remuneration for the specific job. The relevant
information can be obtained at http://www.dpsa.gov.za/core.asp

APPOINTMENT REQUIREMENTS
The following qualifications may be considered for a@ppointment
1.  ABET level 4

2. Minimum of 2 years experience in cleaning services environment

CAREER PATHING

Compliance with the requirements of higher posts.

AMENDMENTS TO JOB DESCRIPTION

The Head of Department or his/her nominee reserves the right to make
changes and alterations to this job description, as hefshe may deem
reasonable, after due consultation with the post holder.

PERFORMANCE AGREEMENT

The Performance Agreement of the post holder, which contains a workplan and
specific target dates, should be read as an extension of this job description.
The performance agreement may also contain an annexure outlining any
standard operating procedures that the post holder should adhere to during the
execution of his/her key performance areas. :

JOB DESCRIPTION AGREEMENT

SIGNATURE OF POST HOLDER SIGNATURE OF SUPERVISOR
DATE: DATE:
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Print No: 32 Page 1
26/10/2009 - SOUTH AFRICAN PUBLIC SERVICE

‘ FILTER ON
Filtered Rank Order Printout

Job Title |RP [TD |KN |CM {EN | Score | Grade

-.—.....---—--._.-—.-__.._._.._-.-._....

3% SUPERVISOR: CLEANING SERVICES

40 SWITCHBOAR? OPEF{ATQR,(M'WHDENT ﬂ 5 , z Z m”i | L

41 HANDYMAN 04/08/09 2 4 2 2 2 214,98 3

42 PHOTOCOPIER OPERATOR 04/08/09 3 3 1 2 1 183.32 2+
)

43 CLEANER 04/08/09 1 3 1 2 2 153.32 14
44 HOUSEHOLD ATp 04/08/09 1 3 1 2 2 153.32 1.
45 GROUNDSMAN 04/08/09 i 3. 1. 2 3 148.32 1.4
46 GENERAL WORKER 04/08/09 i 3 1 1 2 138.32 14
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Job Details Printout

JOB TITLE:
CLEANER ©04/08/09

JOB ID

NO IN JOB

DEPARTMENT /PROVINCE:
ALL DEPARTMENTS

COMPONENT :

LOCATION:

NATIONAL/PROVINCES

CORE TITLE:

NAME :

J0.
e

'ODE:

ADDITIONAL INFORMATION

JOB PROFILES

CM

EN

RP\_(TD
L1

“"

"

CLEANER

1

print No: 5 Page 1

L

DATE : 05/08/2009

NON BENCHMARK
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Job Report - CLEANER 04/08/09

RESPONSIBILITY

Human Resources

The

postholder ig not reguired to manage staff.

Financial Resources

The

postheclder has no responsibility for budgets.

Equipment

The

The

The

Stores

The

The

The

Land &

The

postholder is responsible for the following equipment:
_ Ancillary (cleaning egquipment, hand tools etc)

nature of the involvement is:

- Use or shared use
- Repair & maintenance {e.g. health and safety)

value-of the eguipment degcribed above is:
- Medium - R(thousands}

& Livestock
postholder is respo
- Miscellaneous stores

value of stores/lifestock is:

- R thousands

postholderxr's responsibility covers:
- Uses stores

Buildings

postholder does not have any responsibility for premises.

Autonomy

Core responsibilities of the job from List 1 are:

. unskilled manual

Print ¥o:

nsible for the following stores/livestock:

o]

The postholder does not have any core respensibilities from Ligt 2.

raye 4
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b

Job Report - CLEANER 04/08/09

The structure of the job is best deacribed as:
_ pew well-defined tasks
advisory Responsibility
The postholder is reguired to provide the following advice:

- TPechnical/pelicy to COLLEAGUES . o vv e s r s s Basic

The advice relates to & statutory function for which the Public Service is
responsible. '

Impact
The postholder's work directly influences:

e .
Extensive

Limited

WL BECEAOM. «eve ve e T
 OWm AAVASLOM. «vvece e mreneme T

The postholder does not have an impact in any of the areas given.
Work Errors
gignificant risk of error in the post is due to:
_ High work volumes
The majority of errors would be detected:
- Within the sectiom
The conseqguence of errowr is:
w - Minimal impact, could cause delay
Errors are detected:

- Within the day

. The assessed level of this characteristic demand is..... LEVEL 1
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1cb Report - CLEANER 04/08/0%

THINKING DEMANDS

Understanding Job Info

The job information received/issues considered usually concern:

_ A single subject area

The postholder must regularly absorb and understand the following
spformation/issues:
................................. Routine
e ML s v enee e Routine
- TeChnical/professional ..................................... Routine

\Tie information available to the postholdex is:

- Complete

The postholder is not required to carry out an analysis on information.

problem Sclving

Assistance O advice available to the postholder includes:

- Referral to a more senior experienced employee. ...t Always
- Standing instructions OF procedures. - «-xxrr s Tt Always
- Technical or prOfessional standards/guidelines .............. Always
- Established PreCednts . <. x e n et Usually
- Narrow Policy GULAELANES . o ov v rsrscemee e T Always
........................ hlways

_ Broad POLICY...wwveerecmror it tin 0o
—.e Ffollowing best describes the majority of conclusions made by the

postholder:
- gtandard

problem solving that ig subject to geadlines are:

Frequent
Frequent

............

............

planning
The postholder's planning impacts the following areas:
- The postholder's Owil work only

Planning 1is guided by the following existing plans/precedents:



print No: 6 FPage #

“20/10/2009 - SOUTH AFRICAN PUBLIC SERVICE

Job Report - CLEANER 04/08/09
- Work processes

- mpplication of policy °oTr procedures

Decision Making
pected to take decisions OT make recommendations in

The postholder is ex
the following areas:

- Planning/organising own Work
. Resolving most job problems with asgistance (Limited autonomy)

Creativity
The level of innovation/creativity required is:

Ag part of a Team

.............................

- BaSiC..seeeer-=>
- Adaptive/Limited

Lo
The assessed level of this characteristic demand is..... LEVEL 3

On an individual basis

-
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Job Report - CLEANER 04/08/09

KNOWLEDGE

preadth of Knowledge
The range and depth of knowledge required 1is best described as:

. Xnowledge of a few repetitive tasks

prior Experience
The post is an entry level post.

The postholder doeg not regquire any prioxr experience before entering the

post.
HJET&fications

The following minimum qualification is required for the post:

- Basic Education (helow gtandard 8)

gskills

The following gpecific gkills are required for the job:

LLEELACY s e e eI Basic
- Operating EQUAPIEDE « ¢« v v esmr st Bagic
- Language SKilLs......oeecoossoossorom i n i Basic

No specific skills are required for the job from List 2.

| e

' . The assessed level of this characteristic demand is..... LEVEL 1
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COMMUNICATION

Range of Contacts

The postholder‘s main contacts, as a requirement of their job, are:

 COAWOTKETS « « v e e e me e Daily
UPEIVASOL -« e een v s en s s st Daily
 MARBGEMERE « v« e cn e oo m eI Occasicnally

The postholder has no additional contacts, as a requirement of their job.

content of Communication

e postholder regularly has to communicate the following types of
information:

 general TREOFMALION. .. .wn-rrerssorstrr Routine
- procedural B Routine
- Technical/professional ..................................... Routine
- Department POLiCY/BELALEgY - v ervns e st T Routine

yerbal Communication

The postholder requires the following communication skills:

- poutine exchange of information requiring ... Daily
helpfulness and politeness :

- providing or obtaining information requiring simple ...Dailly
explanation

Writrten Communications
R

The postholder ig required to produce the following written communications:

- Routine notes/memos/letterS. «oure e s n T Weekly

-~ The assessed tevel of this characteristic demand is..... LEVEL 2
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Job Report - CLEANER 04/08/09

ENVIRONMENT

Physical Environment

List 1: The majority of work is carried out in:

- office
The postholder is not subject To any hostile or violent situations.
The postholder is not subject to any traumatic situations.

Physical Demands

ie following physical demands are made on the postholder:

.. -

T AR Daily
R Daily
R R A Ocasgionally

The postholder is subject to the following unsociable conditions or hours:
 AGAItLionAl ROUTS. .. e ceeseeremerr s ss s rsnmnnnnnnnns Occasionally

Hazardous Ceonditions

The postholder is not exposed to any hazardous conditions.

-~ The assessed level of this characteristic demand is..... LEVEL 2

—e

{CLEANER 04/08/09)
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" Job Report - SUPERVISOR: CLEANING SERVICES 04/08/09

RESPONSIBILITY

Human Resources

The postholder DIRECTLY manages the fellowing staff:

- Un-s8killed manual

The postholder has the following authority over these staff:

General supervision and/or appraisal
Authorising work (guality control and final sign off)

_ Technical advice and guidance
- Formal disciplinary authority
- Training/development

tall - Section management

The postholder is not reguired to manage staff indirectly.
The postholder is not required to manage any additional staff.

Financial Resources

The postholder has no responsibility for budgets.
Equipment
The postholder is responsible for the following equipment:
- Ancillary (cleaning equipment, hand tools etc)
The nature of the involvement is:

M
! - Use or shared use

- Repair & maintenance f{e.g. health and safety)
- Control of use by others
The value of the equipment described above 1s:
- Medium - R({thousands)
Stores & Livestock
The postholder is responsible for the following stores/livestock:
- Miscellaneous stores

The value of stores/livestock is:

- R thousands
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- Job Report - SUPERVISOR: CLEANING SERVICES 04/08/09

The postholder's responsibility covers:
- Manages stores
Land & Buildings
The postholder does not have any responsibility for premises.
Autonomy
Core responsibilities of the job from List 1 are:

- Semi-skilled manual
- Staff supervision

The postholder does not have any Core responsibilities from List 2.
«she structure of the job is best described as:
- Multi-tasked but mainly well-defined
Advisory Responsibility

The postholder is required to provide the following advice:

e PILOCEAULAL . v ettt e e e Standard
- Technical/policy to colleagues. ... ... ... ennmnnrerromren Standard
- Technical/policy to staff at a higher level.. . v Standard
e PUDLiC RELALAOIE . o v vt vt it iee e st e et s Basic
- Department policy/sStrategy.......ccoevrrerncrercnr ey Basic

The advice relates to a statutory function for which the Public Service is
responsible.

The postholder's work directly influences:

e OWD SEOLI 0Nt e e ettt et e s e s e e e e Extensive
e OWTL Al VLB iOT . s vt e et e et e e e et Moderate
e OWH Al Ot OT At . o v i e ittt e e Limited

The type and extent of the post's impact ig:
- Provision of poor advice to senior managers/colleagues....Moderate
Work Errors
Significant risk of error in the post is due to:

- Tight deadlines
- High work volumes
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\Jobe Report - SUPERVISOR: CLEANING SERVICES 04/08/09

The majority cf errors would be detected:
- Within the section
The consequence of error is:
- Minimal impact, could cause delay
Errors are detected:

- Within the day

» The assessed level of this characteristic demand is..... LEVEL 4
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Job Report - SUPERVISOR: CLEANING SERVICES 04/08/09

THINKING DEMANDS

Undergtanding Job Info

The job information received/issues considered usually concern:

_ geveral closely related subject areas

The postholder must regularly absorb and understand the following

information/issues:

_ Work instructions/guidance............eceeeecrerar sy Routine

L PTOCEAUTAL . + et v e e e s e s Standard

- mechnical/professional........verrvee e Standard
Routine

- Department policy/SETategy..........e.oeorrrorrrmecrrors s

The information available to the postholder is:

- Partially incomplete

The postholder is required to carry out the following analysis on

information:
- Gather relevant informatiom...........-ievrrenennen Sometimes
- Bnalyse information and form conclusiong........covven Occagionally
. pregsent resultg of analysis....... . Occasionally
Problem Solving
Asgistance or advice available to the postholder includes:
- Referral to a more senior experienced employee. i Always
Always

. Standing instructions or procedures.............ovreenrannns
s ) 0 ¥ 0
- Technical or professional standards/guidelines.............. Always

- Established precedents. ... ... ... Usually
- Narrow Policy guidelimes...........vhnnnnniainrianennn Always
Always

e Broad POLiCy v i et

The following best describes the majority of conclusions made by the
postholder:

- Limited optiomns

problem solving that is subject to deadlines are:

e Y = o O L Frequent

4T 0 1 R R LRI Frequent

o T T T I Infregquent
Infreguent
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‘Iob Report - SUPERVISOR: CLEANING SERVICES 04/08/09

Plaﬁning

The postholder's planning impacts the following areas:

- own section

planning ig guided by the following existing plans/precedents:

- Work processes
- Application of policy oF procedures
_ Resource allocation

Decision Making

The postholder is expected to take decisions or make recommendations in
the following areas:

- planning/organising own work
Rt - Planning and prioritising the work of others
_ Resolving most job problems with agsistance (limited autonomy)
- Resolving job problems referred by others
_ Authorising actions by cthers

creativity

The level of innovation/creativity required is:

- BasiC..-.c...- S T i on an individual basig
- Adaptive/Limited ............................. As part of a Team

- The assessed level of this characteristic demand is..... LEVEL 4
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Job Report - SUPERVISOR: CLEANING SERVICES 04 /08/09

KNOWLEDGE

Breadth of Knowledge
The range and depth of knowledge required is best described as:
- Knowledge of a limited range of work procedures
Prior Experience
The post is NOT an entry level post.
The method of promotion to the post is:
- Post
The postholder requires the following experience before entering the post:
- Semi-skilled manual...........oouiinenennn 1-2 years
Jualifications
The folleowing minimum gualification is required for the post:
- Standaxd 8
3kills

The following specific skills are required for the job:

S NuUmeracy. ... Basic
S LAEeTACY . Basic
: ~ Operating equipmMent...........ouuin i Basic
- Language skills......... ... ... Basic

No specific skills are required for the job from List 2.

+ The assessed level of this characteristic demand ig..... LEVEL 2



2171042989 - SOUTH AFRICAN PUBLIC SERVICE Print No: 9 Page 7

' Job Report - SUPERVISOR: CLEANING SERVICES 04/08/09

COMMUNICATION

Range of Contacts

The postholderx's main contacts, as a requirement of their job, are:

L 0 T o o e o= S Daily
B 1 1= o = o Daily
~ Managemenh. . ..ottt it e e e e e e e e e e Monthly

The postholder has no additional contacts, as a requirement of their job.

Content of Communication

""he postholder regularly has to communicate the following types of

nformation:
- General Information. ...... ...ttt e e Standard
- Progedural information................. ... e e e Standard
- Technical/profegsional. .. ...ttt Standard
- Relationship MaNagememlt. v ..ottt ittt ie st e tante o ey Routine
- Department policy/strategy.... ..., Routine

verbhal Communication

The postholder requires the following communication skills:

- Routine exchange of information reguiring ............. Daily
helpfulness and politeness
- Providing or obtaining information requiring simple ...Daily
explanation _
, - Providing or cbhtaining information regquiring .......... Cccasionally
‘ difficult explanation
~ Motivational skills. . ... ...t e e Weekly

{ritten Communications

The postholder is required to produce the following written communications:

- Routine notes/memos/letters . v it e e e Weekly
- ROULINE I8POT LS. vt it e e et e et e ettt b et e e e e Monthly

.+ The assessed level of this characteristic demand is..... LEVEL 2
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' Job Report - SUPERVISOR: CLEANTNG SERVICES 04/08/09

ENVIRONMENT

Physical Environment
List 1: The majority of work is carried cut in:
- Cffice
The postheolder is not subject to any hostile or violent situations.
The postholder ig not subject to any traumatic situations.
Physical Demands
'he following physical demands are made on the postholder:

TStanding.........Lo Daily
TWalking. ... Daily

The postholder is subject to the following unsociable conditions or hours:
T Additionmal hours..................... oL Occasicnally

lazardous Conditions
The postholder is not exposed to any hazardous conditions.

> The asgessed level of this characteristic demand ig.. ... LEVEL 2

& DERVISOR: CLEANING SERVICES 04/08/09)
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Job Report - GENERAL WORKER 04/08/09

RESPONSIBILITY

Human Resources

The postholder ig not required to manage staff.
Financial Resources
The postholder has no responsibility for budgets.
Equipment
The postholder is respensible for the following equipment:
- Ancillary {cleaning equipment, hand tocols etc)
The nature of the involvement is:

- Use or shared use
- Repair & maintenance (e.g. health and gafety)

The value of the equipment described above ig:
- Medium - R(thousands)

itores & Livestock

The postholder is responsible for the following stores/livestock:
- Mainténance Supplieg
The value of stores/livestock is:
- R thousands
The posthelder's responsibility covers:
- Uses stores
:and & Buildings
The postholder does not have any responsibility for premises.
utonomy
Core responsibilities of the job from List 1 are:

- Unskilled manual

The postholder does not have any core responsibilities from List 2.
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505 Report - GENERAL WORKER 04/08/09

THINKING DEMANDS

Understanding Job Info

The job information received/issues congidered usually concern:

- Several closely related subject areas

The postholder must regularly absorb and understand the following
information/issues:

Routine

- Work instructions/guidance...........iieienieeennennn..
Routine

e o Lo Yo & U s:ar=

"he information available to the postholder is:

- Complete

The postholder is not required to carry out an analysis on information.

>roblem Solving

Lssistance or advice available to the postholder includes:

- Referral to a more senior experienced employee.............. Always
- Standing instructiconsS OY PrOCEAUTES . ...t v o cen e nernnn. Always
- Technical or professional standards/quidelines.............. Always
-~ Established precedents. ... o ittt et e e Always
- Narrow Policy guidelimes. ... ...t i i Always

Always

- Broad POliCy. ...t e e

The following best describes the majority of conclusicns made by the
>stholder:

- Standard
Speed of problem solving is not an essential demand of the job.
'lanning
The postholder's planning impacts the following areas:
- The postholder's own work only

Planning is guided by the following existing plansg/precedents:

- Work prccesses
- Applicaticn of policy or procedures

ecigion Making
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' Job Report - GENERAL WORKER 04/08/09

The posthelder is expected to take decisions or make recommendations in
the following areas:

- Planning/organising own work
- Resolving most job problems with assistance (limited autonomy)

Creativity

The level of innovation/creativity reguired is:

........................................ On an individual basis
............................. As part of a Team

> The assegsed level of this characteristic demand is..... LEVEL 3
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‘Job Report - GENERAL WORKER 04/08/09

KNOWLEDGE

Breadth of Knowledge
The range and depth of knowledge required is best described as:
~ Knowledge of a few repetitive tasks
Prior Experience
The post is an entry level post.

The postholder does not require any prior experience before entering the
post.

~rauifications
The following minimum qualification is required for the post:
- Basic Education (below standard 8)
3kills

The following specific skills are required for the job:

e T = o= Basic
- Operating equipment. . ... ... .t ar e i Basic
- Language skills. ... ...t e e e Basic

No specific skills are required for the job from List 2.

s 1e assessed level of this characteristic demand is..... LEVEIL 1



21/10/2009 - SOUTH AFRICAN PUBLIC SERVICE Print No: 12 Page 6
. . R
‘Job' Report - GENERAL WORKER 04/08/09

COMMUNICATION

Range of Contacts

The postheolder's main contacts, as a requirement of their job, are:

I 6o T o o = Dailly
S =1 1 o =m0 2 = T o Daily
- Management. .. ... e e e e e Occasionally

The postholder has no additional contacts, as a requirement of their job.
Content of Communication

"he postholder regularly has to communicate the following types of

information:
- General Informabilorml. . v i it it e e et e et e e e, Routine
- Procedural Informatiomm. « v ittt it e e e e e e e Routine

verbal Communication
The postholder requires the following communication skills:

- Routine exchange of information requiring ............. Daily

helpfulness and politeness
- Providing or obtaining information requiring simple ...Daily
explanation

iritten Communications
The postholder is required to produce the following written communications:

[ - Routine notes/memos/letters. ... ..t it e e e Occasionally

» The assessed level of this characteristic demand igs..... LEVEL 1
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ENVIRONMENT

Physical Environment
List 1: The majority of work is carried out in:

- Office
- Stores

The postholder is not subject to any hostile or violent situations.
The postholder is not subject to any traumatic situations.
hysical Demands

vhe following physical demands are made on the postholder:

S 71 o T B T« Daily
- WALRING. o e e Daily
- Lifting or carxying heavy 1oadsS. ... :..cuuiunuueununnn... Monthly

The postholder is not subject to any unsociable conditions or hours.
lazardous Conditions
The postholder is exposed to the following hazardous conditions:

- Exposure to fumes/toxXing.........ceiiiiiiiin .. Occasionally

The assesgsed level of this characterigstic demand is..... LEVEL 2

i/
5\

GENERAL WORKER 04/08/09)
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RESPONSIBILITY

Euman Resources

The postholder is not required to manage staff.
Financial Resources

The postholder has no responsibility for budgets.
Equipment

The postholder is responsible for the following eguipment:

- Anciilary {cleaning equipment, hand tcols etc)
The nature of the involvement is:

- Use or shared use
- Repair & maintenance {e.g. health and safety)

The value of the equipment described above is:
- Medium - R{thousands)

3tores & Livestock

The postholder is responsible for the following stores/livestock:

~ Maintenance Supplies
- Migcellaneous stores

12 value of stores/livestock ig:

-~ R thousands

The postholder's responsibility covers:
- Uses stores

sand & Buildings

The postholder is responsible for the following premises:
- Forestry/Gardens

The scale of the premises is:

- R hundreds of thousands

15 Page 1
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., Job Report -~GROUNDSMAN 04/08/09
Resbpnsibility of premises covers:

- Detect and report faults
- Repair faults

Autonomy
Core responsibilities of the job from List 1 are:
- Unskilled manual
The postholder does not have any core responsibilities from List 2,
The structure of the job is best described as:
- Few well-defined tasks
id” “sory Responsibility
The postholder is required to provide the following advice:
- Technical/policy to colleagues..................... ... .. Basic

The advice relates to g statutory function for which the Public Service ig
responsible.

‘mpact
The postholder's work directly influences;

T oowmSeCtlOn. L Extensive
owR division..... Limited

The postholder does not have an impact in any of the areas given.
‘0. Errors
. “ignificant risk of error in the post is due to:

- Tight deadlines
- High work volumes

The majority of errors would be detected:
- Within the section
The consequence of error ig:
-~ Minimal impact, could cause delay
Brrors are detected:

- Within the day
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> The assessed level of this characteristic demané is..... LEVEL 1
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Job Report - GROUNDSMAN 04/08/09

THINKING DEMANDS

Inderstanding Job Info
The job information received/issues considered usually concern:
- A single subject area

The postholder must regularly absorb and understand the following
information/issues:

" Work instructions/guidance................. ... ... .. . . Routine
- Procedural..................... .. .. . e e e e e Routine

"he information available to the postholder is:
- Complete
The postholder is not required to carry out an analysis on information.
’roblem Solving

Assistance or advice available to the postholder includes:

- Referral to a more senior experienced employee.............. Always
- Standing instructions or procedures................... .. . . Always
- Technical or professional standards/guidelines........ ... .. Always
- Bstablished precedents........... ... . ... . . . . . " Usually
- Narrow Policy guidelimes.................... ... .. ... " Always
T Broad Policy..............oooLool Always

The following best describes the majority of conclusions made by the
s>stholder:

- Standard

Problem solving that is gubject to deadlines are:

TImmediate......o.o Infrequent
TDally... Frequent
TWeSKLY. Frequent

lanning
The postheclder's planning impacts the following areas:
- The postholder's own work only

Planning is guided by the following existing plans/precedents:
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-~ Work processes
- Application of policy or procedures

Decision Making

The postholder is expected to take decisions or make recommendations in
the following areas:

- Planning/organising own work
- Regolving most job problems with assistance {limited autonomy)

Creativity
The level of innovation/creativity required is:

- BasiC. On an individual basig
- Adaptive/Limited....... ... ... A8 part of a Team

> The assessed level of this characteristic demand is..... LEVEL 3
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KNOWLEDGE

Breadth of Knowledge
The range and depth of knowledge required is best described as:
- Knowledge of a few repetitive tasks
Prior Experience
The post ig an entry level rost.

The postholder dees not require any prior experience before entering the
post.

Juarifications

L

| The following minimum qualification is required for the post:
- Basic Education (below standard 8)

skills

The following specific skills are required for the job:

TNUmMeTacY. ... Basic
T Ldteracy........ooLo Basic
- Operating equipment....................... ... .. ... . " Basic
- language skills....... ... ... .. .. L Basic

No gspecific skills are required for the job from List 2.

{

. The assessed level of thig characteristic demand is..... LEVEL 1
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COMMUNICATION

Range of Contactsg

The postholder's main contacts, as a requirement of their job, are:

~ Co-workers..... P e e e e e e Daily
T OSUPEIVISOT. . ... Daily
T Managementb........... Lo oL Occasionally

The postholder has no additional contacts, ag a requirement of their job.
Clontent of Communication

"he postholder regularly has to communicate the following types of

winformation:
- Genmeral Information................ ... ..o o Routine
- Procedural informatiom..................... ... ... ... .. Routine
- Department policy/strategy......................... ... . Routine

ferbal Communication

The postholder reqguires the following communication skills:

- Routine exchange of information reguiring ............. Daily
helpfulness and politeness

- Providing or obtaining information requiring simple ...Daily
explanation

Iritten Communications

1 postholder is neot required to produce written communications,

- The assesged level of thig characteristic demand is.. ... LEVEL 1



21/10/2009 - SOUTH AFRICAN PUBLIC SERVICE Print No: 15 Page 8

e

' Job Report - GROUNDSMAN 04/08/09

ENVIRONMENT

Physical Environment

List 1: The majority of work is carried out in:

- Field/forest
- Business premises

The postholder is not subject to any hostile or violent situations.

The postholder is not subject to any traumatic situations.

Physical Demands

ihe

The

following physical demands are made on the postholder:

SLanding. ... Daily
Walking. ... Daily
Digging. ot e Weekly
Climbing. ... Ocassionally
Lifting or carrying heavy 1oads............ou'uoono.. .. Ocassionally

postholder is not subject to any unsociable conditions or hours.

Jazardous Conditions

The postholder is exposed to the tollowing hazardous conditions:

- EXposure to fumes/toxins.................. ... Cccasionally

» e assessed level of this characteristic demand is..... LEVEL 3

.GROUNDSMAN 04/08/09)

T
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RESPONSIBILITY

Human Resources
The postholder is not required to manage staff.
Financial Regources
The postholder has no responsibility for budgets.
Equipment
The postholder is responsible for the following eguipment:
- Ancillary (cleaning equipment, hand tools etc)
The nature of the involvement is:

-~ Use or shared use
- Repair & maintenance (e.g. health and safety)

The value of the equipment described above is:
- Medium - R(thousands)

itores & Livestock

The postholder is responsible for the following stores/livestock:

- Maintenance Supplies
-~ Migcellanecus stores

e value of stores/livestock is:
- R tens of thousands
The poétholder's responsibility covers:
- Uses stores
and & Buildings
The postholder is responsible for the following premises:

- Qffices
- Official Residence

The scale of the premises is:

- R millions

18

Page 1



21/10/2009 - SOUTH AFRICAN PUBLIC SERVICE Print No: 18 Page 2
h b
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Respbnsibility of premises covers:

~ Detect and report faults
- Repair faults

Autonomy
Core responsibilities of the job from List 1 are:
- Semi-skilled manual
The postholder does not have any core responsibilities from List 2.
The structure of the job ig best described as:
- Multi-tasked but mainly well-defined
.Adx¢sory Responsibility

The postholder is required to provide the following advice:

T Procedural. ... Basic
- Technical/policy to colleagues. ..........oouunonnooon . Basic
- Technical/policy to staff at a higher level................ Basic

The advice relates to a statutory function for which the Public Service is
responsible.

[mpact

The postholder's work directly influences:

T OWIR SECTION. .o Extensive
- OWR division...........iiii Moderate
- 0Wn directorate. ... ... ... Limited

- Own department. ... L Limited

The type and extent of the post's impact is:
- Provigion of poor advice to senior managers/colleagues....Limited
jork Errors
Significant risk of error in the post is due to:

- Tight deadlines
- High work volumes

The majority of errors would be detected:

- Within the diviszion
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‘The ;onsequence of error is:

- Minimal impact, could cause delay
Errcors are detected:

- Within the week

> The assessed level of this characteristic demand is... .. LEVEL 2
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THINKING DEMANDS

Joderstanding Job Info
The job information received/issues considered usually concern:
- Several closely related subject areas

The postholder must regularly absorb and understand the following
information/issues:

- Work imstructions/guidance...................o .o .. Routine
- Procedural.......... . e e e, Routine
Standard

+he information available to the peostholder is:

- Partially incomplete

The postholder is reguired to carry out the following analysis on
information:

- Gather relevant information....................... .. ... Occasionally

roblem Solving

Assigtance or advice available to the pestholder includes:

- Referral to a more senior experienced employee. ............. Always
- Standing instructions or procedures......................... Always
- Technical or professional standards/guidelines.............. Always
- Established precedents............ ... Usually
- Narrow Policy guidelines.................oouunuionnnnnnn . Always
Always

T Broad POLicy. ...

The following best describes the majority of conclusions made by the
rostholder:

- Limited options

Problem solving that is subject to deadlines are:

-oImmediate. ... Frequent
B 0 Freguent:
~Week LY. Infreguent
- Momthly. .. Infreguent

'lanning

The postholder's planning impacts the fellowing areas:
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- The postholder's own work only

Planning is guided by the following existing plans/precedents:

- Work processes .
- Application of policy or procedures

Jecision Making

The postholder is expected to take decisions or make recommendations in
the following areas:

- Planning/crganising own work

- Resolving most job problems with assistance (limited autonomy)

- Resolving job proklems referred by others

- Recommending actions requiring minor resource commitment by others
reativity

The level of innovation/creativity required is:

R = 7= = T X o 2 N On an individual basis
- BAdaptive/Limited..... oot As part of a Team

- The agsgesgssed level of this characteristic demand is..... LEVEL 4
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KNOWLEDGE

Breadth of Knowledge
The range and depth of knowledge required is best described ag:
- Knowledge of a limited range of work procedures
Prior Experience
The post is an entry level post.
The postholder requires the following experience before entering the post:
- Semi-skilled manual............uiuninennna 0-3 months
§Ualifications
The following minimum qualification is required for the post:
- Basic Education (below standard 8)
3kills

The following gspecific gkills are required for the job:

o Numeracy. . ... Basic
R s X Basic
- Operating equipment............... . ... ... . ... . Bagic
- Language skills....... ... ... Basic
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COMMUNICATION

Range of Contactsg

The postholder's main contacts, as a requirement of their job, are:

R e . € o Daily
LA+ 3 o7 an s <o ol Daily
- Management........ et e e e e e e e e Occasionalily

The postholder has no additional contacts, as a requirement of their job.
Zontent of Communication

"he postholder regularly has to communicate the following types of

wnformation:
- General Informatiom. . oo i it e e e e e e e, Routine
-~ Procedural information.......... ... Routine
- Technical/professional. ... ... ... Standard
- Department policy/strategy......c. .. Routine

ferbal Communication

The pogtholder requires the following communication skills:

- Routine exchange of information requiring ............. Daily
helpfulness and politeness

- Providing or obtaining information reguiring simple ...Daily
explanation

Iritten Communications
( The postholder is required to produce the following written communications:

- Routine notes/memos/letters. v e e e Daily
- Routime reports. . ... vt e e Monthly
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ENVIRONMENT

Physical Environment
List 1: The majority of work is carried out in:
- Office
The postholder is not subject to any hostile or violent situations.
The postholder is not subject to any traumatic situations.
Physical Demands

"he following physical demands are made on the postholder:

- Btanding. ... Daily
= WalKINg. e Dally
 Climbing. .. Monthly

The postholder is subject to the following unsociable conditions or hours :

- Additional hoUTS..... ...ttt Occasiocnally
= Week-end working. ... . ...t Cccasionally
S 0m-call. e, Occasionally

fazardous Conditions
The postholder is exposed to the following hazardous conditions:
- Exposure to live electrical contacts............. . Monthly

>‘The assessed level of this characteristic demand is. .. .. LEVEL 2

‘HANDYMAN 04/08/09)
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RESPONSIBILITY

Human Resources

The postholder is not reguired to manage staff.

Financial Resources

The

postholder has no responsibility for budgets.

Equipment

The postholder is responsible for the following equipment:

The

The

stores

The

The

and &

The

- Office (PC, photoceopier, OHP etc)
nature of the involvement is:

- Use or shared use
- Repailr & maintenance {e.g. health and safety)

value of the eguipment described above is:
~ Medium - R{thousands)

& Livestock

postholder is responsible for the following stores/livestock:

- Printing Supplies
- Miscellaneous stores

value of stores/livestock is:

- R tens of thousands

pestholder's respongibility covers:
- Uses stores

Buildings

postholder dees not have any responsibility for premises.

wtonomy

Core regponsibilities of the job from List 1 are:

- Semi-skilled manual

21 Page 1
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‘The bostholder does not have any core responsibilities from List 2.
The structure of the job is best described as:
- Multi-tasked but mainly well-defined
Advisory Responsihility

The postholder is required to provide the following advice:

- Procedural. ... ... .. e e e Basic
- Technical/policy to colleaguesS. ... oo onn . Basic
- Technical/policy to staff at a higher level................ Basic

The advice does not relate to a statutory function for which the Public
Service is regponsible.

Ir ct
{
" The postholder's work directly influences:

L4 N = 1T e I o Extensive
- 0Wn AivIisiom. . e e e Moderate

The type and extent of the post's impact is:
- Provigion of poor advice to senior managers/colleagues....Limited
Hork Errors
Significant risk of error in the post is due to:
-~ Tight deadlines
.- High work volumes
- Confidential or sensitive data
t ’he majority of errors would be detected:
- Within the section
The wconsequence of error is:
- Minimal impact, could cause delay

Errors are detected:

- Within the day

- The assessed level of this characteristic demand is..... LEVEL 3
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THINKING DEMANDS

Understanding Job Info
The job information received/igsues considered usually concern:
- Several closely related subject areas

The postholder must regularly absorb and understand the following
informaticn/issues:

- Work instructions/guidanCe. . ... ..t ot e Routine
= PrOCEAUTE L. ottt it et e e e e e e e e e e Routine
- Technical/professional. .. ...t i e Standard

.he information available to the postholder is:

- Partially incomplete

The postholder is not required to carry out an analysis on information.

?roblem Solving

Assistance or advice available to the postholder includes:

- Referral to a more senior experienced emplovee.............. Always
- Standing instructions or procedures. . ..t n i v inennnennn . Always
- Technical or professional standards/guidelines.............. Always
- Established precedentsS. .. ...ttt ittt e i e e Usually
- Narrow Policy guidelinmes. .. ...t ittt e i e e e Always

- Broad POLliCy. ..o e e e e e e

e following best describes the majority of coanclusions made by the
sostholder:

- Standard

Problem solving that is subject to deadliines are:

I 111 11T K = o = Frequent
S = B 0 A Freqguent
S WeeKR LY. o e e e e Infreguent
S 0 £ o o B Infrequent

‘lanning

The postholder's planning impacts the following areas:

- The postholder’s own work only
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Planning ig guided by the following existing plans/precedents:

- Work processes
- Application of policy or procedures

Decision Making

The postholder is expected to take decisions or make recommendations in
the following areas:

- Planning/organising own work
- Resolving most job problems with assistance (limited autonomy)

Creativity
The level of innovation/creativity regquired is:

, = 7= X 1= o On an individual basgis
{ ~ Adaptive/Limited. . ... ... .t i e As part of a Team

> The assessed level of this characteristic demand is..... LEVEL 3



21/10/2009 - SOUTH AFRICAN PUBLIC SERVICE Print No: 21 Page 5
: ’ L

Tob Report - PHOTOCOPIER OPERATOR 04/08/09

KNOWLEDGE

Breadth of Knowledge

The range and depth of knowledge reqﬁired is best described as:
- Knowledge of a few repetitive tasks
Prior Experience

The post ig an entry level post.

The postholder does not require any prior experience before entering the
post.

2 .ifications
The following minimum qualification is required for the post:
- Basic Education {below standard 8)
5kills

The following specific skills are required for the job:

D U1 Y= - Ty I R IR Basic
B TR T - Yo) R I Basic
- Operating equipment......... ..ot Basic
- Language skillsg. .. ... ittt Basic

No specific skills are required for the job from List 2.

{
. The assessed level of this characteristic demand is..... LEVEL 1
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JOMMUNICATION

range of Contacts

The postholder's main contacts, as a reguirement of their job, are:

Sl T " TS o < =5 - T Daily
R PP eT=h s =To 5 2 I I Daily
- MAanAgEeMENT . o v it e e s Monthly

Additional contacts are:

- Private Sector Organisations.............ccooivianon.n Monthly

o ent of Communication

f{
The postholder regularly has to communicate the following types of

information:
- Ceneral INFormabion. .o v. it in et Routine
- Procedural informabior. . c. e v e eneaeeerosssarensnsenssas Routine
- Technical/professional..... ... ... . iiinen.n e Routine
- Department policy/stratedy. ... ..o Routine

Jerbal Communication

The postholder requires the following communication skills:

- Routine exchange of information requiring ............. Daily
helpfulness and politeness

- providing or obtaining information requiring simple ...Dally
explanation

i :ten Communications

The postholder is required to preduce the following written communications:

- Routine notes/memos/leftersS.. ..t Weekly
- ROUCINE FEPOTES . ¢ vt i it iiemese s ea s e amaem e oo Monthly

. The assessed level of this characteristic demand is.. ... LEVEL 2
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ENVIRONMENT

Physical Environment
List 1: The majority of work is carried out in:
- Office
The postholder is not subject to any hostile or wviolent situations.
The postholder is not subject to any traumatic situations.
Physical Demands
“he following physical demands are made on the pogtholder:
- Standing......c.iiinean-n e e e e Daily
The postholder is not subject to any unsociable conditions or hours.
jazardous Conditions

The postheclder is not exposed to any hazardous conditions.

» The assesced level of this characteristic demand is..... LEVEL 1

(PHOTOCOPIER OPERATOR 04/08/09)
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Job Report — SWITCHBOARD OPERATOR/ATTENDENT 04/08/09

i

RESPONSIBILITY

Human Resources

The postholder is not required to manage staff.

Financial Resources

The postholder has no responsibility for budgets.
Equipment
The postholder is responsible for the following equipment:

-~ Service (Boiler room, switchboard etc)
- Office {(PC, photocopier, OHP etc)

The nature of the involvement is:

- Use or shared use
- Repair & maintenance {(e.g. health and safety)

The value of the equipment described above is:
- Large - R(hundreds of thousands)

Jtores & Livestock

The postholder is not responsible for stores and livestock.

.and & Buildings

1e posthoider does not have any responsibility for premises.
wutonomy
Core respongibilities of the job from List 1 are:
- General clerical/administrative
The postholder does not have any core responsibilities from List 2.
The structure of the job is best described as:
- Multi-tasked but mainly well-defined

dviscry Resgponsibility

The postholder is required to provide the following advice:
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'Job Report - SWITCHBOARD OPERATOR/ATTENDENT 04/08/09

THINKING DEMANDS

Understanding Job Info
The job information received/issues considered usually concern:
- Several closely related subject areas

The postholder must regularly absorb and understand the following
information/issuesg:

- Work instructions/guidance............uveeiummnnnnnnnni. . Standard
= Procedural. . ... e Standard
Standard

-he information available to the postholder is:

- Partially incomplete

The postholder is required to carry out the following analysis on
information:

- Gather relevant information..............c. . ''um.. ... Scmetimes

’roblem Solving

Assistance or advice available to the postholder includes:

- Referral to a more senior experienced employee.............. Always
- Standing instructions or procedUTeS. ... ... e e Always
- Technical or professional standards/quidelines.............. Always
- Established precedents...........ccoiuiunnn.... e e Usually
- Narrow Policy guidelines....... ... e, Always

The following best describes the majority of conclusions made by the
postholder:

- Limited opticns

Problem solving that is subject to deadlinesg are:

- Immediate. .. e Freguent

I 2L B Frequent

- Week Y. e, Infrequent

B = < Infreguent
lanning

The postholder's planning impacts the following areas:
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“

- The postholder's own work only
Planning is guided by the following existing plans/precedents:
- Work processes
- Application of policy or procedures
- Regource allccation

Decision Making

The postholder is expected to take decigions or make recommendations in
the following areas:

- Planning/organising own work
- Resolving most job problems with assistance (limited autonomy)

Cr -~tivity
The level of innovation/creativity required is:

S Basic... On an individual basis
- Adaptive/Limited............... ... . ... . .. ... As part of a Team

> The asgessed level of this characteristic demand is..... LEVEIL, 23
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COMMUNICATION

Range of Contacts

The postholder's main contacts, as a requirement of their job, are:

B O R o o - Daily
B =1 €= = 3 Daily
- Management. ... L e e e e e e Occasionally
- Other Departments. ... ... . ...ttt it Occasionally

Additional contacts are:

- Private Sector Organisations........... .. i innnnnan. Occasionally
- General Public.. ... ... i e e Daily

i

Content of Communication

The postholder regularly has to communicate the following types of

information:
- General Information. . ... i e et e e e e Routine
- Procedural information. . ... it i e e e e e e e e e, Standard
- Technical/professional.......... ... ... ... ... e e Standard
- Relationship management. ..... ... ..o, Routine

Jerbal Communication

The postholder reguires the following communication skills:

- Routine exchange of information requiring ............. Daily
helpfulness and politeness _
- Providing or obtaining information requiring simple ...Daily
! explanation

iritten Communications

The postholder is reqguired to produce the following written communications:

- Routine notes/memos/ lethers. v v it ettt e Daily
- Routine reports. ... ... e e Monthly

» The assessed level of this characteristic demand is..... LEVEL 2
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INVIRONMENT

Physical Environment

List 1: The majority of work is carried out in:

- Office

The postholder is not subject to any hostile or violent situations.
The postholder is not subject to any traumatic situations.

*hysical Demands

{ The following physical demands are made on the postholdex:

- Prolonged use Of COMPUEET .. ... coveernmrermrrrer s

The postholder is subject to the following unsociable conditions or hours:

- Week-end WOTKIMG. .. ow oo iremenmnnmenranmsm s Occasionally
B Ty I A Occasionally
jazardous Conditions
The postholder is not exposed to any hazardous conditions. h
. The assessed level of this characteristic demand is..... LEVEL 1

L
‘SWITCHBOARD OPERATOR/ATTENDENT 04/08/09)
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