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CHAPTER 1 
 INTRODUCTION 

 

1.1 Background 
 

Prior to the implementation of the current regulatory framework with effect from 1 July 

1999, personnel management practices in the Public Service were highly centralised 

and policies and measures were prescribed centrally by the then Public Service 

Commission. Departments had very limited powers to customize these policies and 

measures according to their operational needs. Personnel management practices were 

prescribed in a Public Service Staff Code and Personnel Administration Standards.  

Departments had to follow the prescripts and measures contained in the Staff Code and 

Personnel Administration Standards.  

 

The Public Service generally applied a closed employment system whereby 

requirements for appointment to posts and promotion to higher hierarchical levels in an 

occupational class were prescribed centrally in the Personnel Administration Standards. 

The prescribed occupational dispensation regulated work levels, academic 

qualifications required for appointment and years of experience linked to performance 

ratings, based on a prescribed performance assessment system, for promotion. The 

system provided, at certain job levels, for rank and leg promotions, which enabled 

progression to higher remuneration levels whilst occupying the same post.    

 

However, initiatives to transform human resource management in the Public Service 

through legislative and regulatory reforms resulted in the devolution of powers to 

Executive Authorities and a shift from personnel administration to human resource 

management.   
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Since 1 July 1999, the closed employment system was replaced by an open 

employment system. The system of Personnel Administration Standards was replaced 

by the Code of Remuneration (CORE) and the Occupational Classification System 

(OCS) to assist departments in designing jobs and/or career paths.  The implication was 

that employees must demonstrate increased levels of competence, good performance 

and more complex responsibilities to progress (to a higher grade) by means of 

competition with others.  

 

The determinations in PSCBC Resolution 1 of 2007 have brought about the introduction 

of Occupation Specific Dispensations (OSDs). The OSDs are amongst other things 

aimed at developing and implementing tailor made remuneration dispensations for 

broad occupation categories in the Public Service. This includes providing for career 

pathing based on competencies, experience and performance; centrally determined 

grading structures and broad job profiles; and grade progression opportunities without 

competing for vacancies or promotion to higher posts.   

 

1.2 Purpose of the guide 
 

This guide aims to- 

 

• provide departments with practical guidance on the implementation of career 

management; and 

• sensitise employees, supervisors and managers on their roles and responsibilities 

pertaining to career management.  

 
1.3 Key Career Management Concepts 

Career: Any sequence and variety of jobs or work related experiences and occupations 

which one undertakes throughout a lifetime. Careers are also viewed in terms of lifelong 

learning rather than in terms of upward movements. 
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Career appraisal: The process by which individuals receive and use career- related 

feedback. 

 

Career development: An ongoing process by which individuals progress through a 

series of stages, each of which is characterised by a relatively unique set of issues, 

themes or tasks. A career consists of different stages and the individual is confronted 

with different issues during each of these stages. 

 
Career goals: A desired career- related outcome that an individual intends to attain. 

 
Career management: The process of designing and implementing goals, plans and 

strategies that enable HR professionals and managers to satisfy workforce needs and 

allow individuals to achieve their career objectives. 

 

Career paths: Employees move from one job to another. These moves often indicate a 

sequential pattern of jobs or work experiences. 

 

Career success: The concept of career success has different meanings for different 

people. The way individuals define career success strongly influences their career 

decision. To some success means promotion, to others it means becoming an expert in 

their occupational field, or moving frequently from one challenge to another, etc.   

 

Career strategy: A sequence of activities designed to help an individual attain a career 

goal. 

 

Continuous learning: The process by which an individual acquires knowledge, skills 

and abilities throughout his/her career in reaction to, and in anticipation of, changing 

performance criteria. 

  

Individual career planning: The process by which employees obtain knowledge about 

themselves (their values, personality, preferences, interests, abilities, etc.) and 
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information about the working environment, and then attempt to achieve a proper 

match. Through this process, employees determine short- and long- term career goals, 

either on their own or with organisational assistance.  

Job: A set of tasks and work related responsibilities designed to be performed by an 

individual in return for remuneration. 

Organisational career planning:  The process whereby management develops 

organisational plans and goals.  

Occupation: A set of jobs whose main tasks and associated responsibilities are of such 

similarity that they can be grouped or clustered together. 
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CHAPTER 2 
CAREER MANAGEMENT IN CONTEXT 

 

This chapter aims to contextualize and explain the current policy and legal framework 

that forms the basis for career management in the Public Service and functions of 

various role players in implementing career management, within the context of the 

organisation. 

  

2.1 The current policy and legal framework 
 

A number of key legislations and policy frameworks need to be taken into consideration 

when implementing career management: 

 
2.1.1 The White Paper on HRM in the Public Service 
  

To give effect to the principle contained in the White Paper on HRM in the Public 

Service, 1997 that there will be opportunities provided to employees to develop their 

individual skills and abilities, departments should provide employees with relevant 

information to enable them to manage their careers.   

 

The responsibility of an individual pertaining to his or her career management is 

recognised in the White Paper, which states that employees will be primarily 

responsible for seeking opportunities for development and promotion in line with their 

own career aspirations. Although open competition and more innovative recruitment 

practices opened the Public Service for a far wider pool of talent, it continues to be 

staffed mainly by career public servants who must be provided with opportunities for 

professional advancement and personal development. Promotions are achieved only by 

those who can demonstrate, through open competition with others, that they are the 

most suitable candidates for the positions in question. Employees now also have more 

control over their own career development as the formal barriers that previously 

prevented them from applying for jobs at higher levels or in other occupational groups 
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have been removed through non-discriminatory laws and the introduction of legislation 

promoting equity and equality.  

 

In the Public Service, as with other organisations, the primary responsibility for career 

advancement or development rests with the employee. It is for individuals to determine, 

based on their personal aspirations, the direction in which they want to advance their 

careers. Departments also have a responsibility for career management, given its 

importance in developing their human resource capacity to meet operational and 

organisational objectives. Therefore departments must develop integrated career 

management procedures that are linked to, for example, their performance 

management and development systems. 

 
2.1.2 Public Service Regulations, 2001 
 

i. Job descriptions, Job titles and COREs 
 
Chapter 1 Part III. I, of the Public Service Regulations, 2001 stipulate that Departments 

should, for each post, establish job descriptions and titles that indicate the main 

objectives of the post, the inherent requirements of the job and the requirements for 

progression to higher graded posts or to the next salary range, in accordance with the 

relevant career path.  

 

The Regulations also states that, the Minister for the Public Service and Administration 

shall determine a CORE for an occupational category and an occupational classification 

system to assist departments to design a job and/or career path linked to the salary 

scale.  

 

ii. Affirmative Action Programmes 
 

Chapter 1 Part III. D.2 of the PSRs states that an executive authority shall develop and 

implement an affirmative action programme, which shall contain, amongst others; the 
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annual statistics on the appointment, training and promotion within each grade of each 

occupational category of persons historically disadvantaged and a plan to redress 

numeric under-representativeness and supporting the advancement of persons 

historically disadvantaged.  

 

iii. With regards to procedures for appointment and progression to higher 
graded posts Chapter 1, Part VII of the Public Service Regulations 
stipulates that- 

 

 Recruitment  
 
In terms of Part VII.C.1.1, an executive authority is fully mandated to determine 

composite requirements for employment in any post on the basis of the inherent 

requirements of the job. Departments may therefore, substitute the competencies and 

requirements in the guidelines of the CORE with its requirements and competencies 

based on their own departmental needs aligned to the inherent requirements of the 

specific post.  

 

Part VII. C 2.5 further stipulates that, an executive authority may fill a vacant post 

without complying with regulations VII C 2.3 and C 2.4 (relating to advertising) if- the 

department can absorb into a post an employee who was appointed under an 

affirmative action programme, if she or he meets the requirements of the post; and the 

department plans to fill the post as part of a programme of laterally rotating or 

transferring employees to enhance organisational effectiveness and skills.  

 

 Advertisements of posts  
 

The principle of competing for vacancies is underscored by the regulatory requirement 

that posts in the Public Service must be so advertised as to reach, as efficiently and 

effectively as possible, the entire pool of potential applicants, especially persons 
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historically disadvantaged. Any post in the SMS must be advertised nationwide, while 

any other vacant post must be advertised within the department as a minimum.  

 

The MPSA has, in accordance with section 3(3)(e) of the Public Service Act, 1994 read 

with Chapter 1, Part VII C 2.7 of the Public Service Regulations, issued a Directive that 

departments must make use of the Public Service Vacancy Circular in those instances 

where vacancies are to be advertised in the Public Service.  
 

 Progression to higher graded posts 
 

Part VII.F.1 of the PSRs states that an executive authority may appoint an employee on 

a higher graded vacant post on the approved establishment of the department if the 

vacancy has been advertised and the candidate selected in accordance with regulations 

VII C and D (recruitment and selection).  

 

2.1.3 Ministerial directives and determinations 
 

The determinations in PSCBC Resolution 1 of 2007 have brought about the introduction 

of Occupation Specific Dispensations (OSDs). The OSDs provides for amongst others, 

career pathing based on competencies, experience and performance; centrally 

determined grading structures and broad job profiles; and grade progression 

opportunities without competing for vacancies or promotion to higher posts.   

 
2.1.4 The White Paper on Affirmative Action in the Public Service 
 

The transformation agenda of the Public Service also prioritized the introduction of 

measures to correct past imbalances that were created through discriminatory laws. To 

this end the White Paper on Affirmative Action proposes that the Affirmative Action 

Programmes should be fully integrated with other HR management and development 

practices rather than being superimposed upon them.” 

 



 

13 
 

One of the objectives of the White Paper is to enhance the capabilities of the historically 

disadvantaged through the development and introduction of practical measures that 

support their advancement. This locates career management as one of the essential 

features towards achieving transformation in the Public Service.  

 

2.2 Effective career management 
 

There are several factors that determine the success of an organisation’s career 

management efforts. First, career management must be planned; HR practitioners and 

line managers share the responsibility for effective career management and must work 

together to ensure that the line manager and employees’ efforts are coordinated.  

 

Second, management should support career management. Such support comes from a 

climate that encourages career progression, the development of employee skills and the 

use of valid performance criteria for progression decisions.   

 

2.2.1 Organisational career planning 
 

An important part of the HR planning process involves the forecast of both long and 

short-term HR needs. During this process, the major changes the organisation is likely 

to encounter are predicted (reorganization, new technologies, etc) and their impact on 

the organisation’s workforce is assessed.  

 

From the perspective of the employer, developing career plans for critical posts 

(identified through the HR planning process), planning for succession (aimed at 

ensuring that adequate supply of skilled resources is available to compete for vacant 

positions), developing career paths and career development programmes, can be used 

as a tool in career planning to address organisational needs.  

 

Effective career management should enable an organisation to add to the skill base of 

the organisation, enhance the organisation’s potential to address past imbalances; as 
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well as to retain high quality employees to help ensure long-term organisational survival 

and growth.  

 

2.2.2 Individual career planning 
 

From an employee’s perspective, career planning can be regarded as a lifelong process 

of the employees’ work life, which starts from the time an individual applies for a job, 

until his or her exit, either through movement to a different branch or component within 

the organisation or a career change.  

 

Throughout this process, the employee matches his or her current and foreseeable 

career needs with opportunities offered by the employer and re-evaluating his or her 

plans as necessary. Career planning can also be described as a process in which an 

employee-  

 

 gathers relevant information about himself or herself and the work environment; 

 develops an accurate picture of his or her talents, interest, values as well as 

alternative occupations and jobs or positions; 

 develops realistic career goals based on this information; 

 develops and implements a strategy designed to achieve the goals; and 

 obtains feedback on the effectiveness of the strategy and the relevance of career 

goals. 

 

Some departments offer career counseling as part of their career management system. 

Typically, career counselors are within the HR units or HR practitioners may conduct 

career counseling along with other HR functions.  

 

Whether employees conduct career planning through attending a workshop or formal 

career counseling, they need to assess their personal interests, skills and abilities. 

Then, they need to collect information about existing and future opportunities in the 
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organisation, develop and implements a strategy to achieve career goals and commit to 

life-long learning to keep their skills relevant.  

 

2.2.3 Integrating plans 
 
To be effective, career management efforts must strike a balance between the 

organisation’s needs and employees’ career goals.  

 

A number of factors, (i.e., strategic and operational factors, personal and professional 

factors), play a role in balancing individual and organisational needs: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Organisation’s needs 
 

Strategic: 
Current and future competencies 
Environmental changes (legislative, 
economic, etc) 
Innovation 
Reorganising  
 
Operational: 
Performance 
Talent retention 
Competent workforce 

Career 
Management Individual’s needs 

 
Personal: 
Age/ tenure 
Family concerns 
Mobility 
Outside interests 
 
Professional: 
Career stage 
Training and development 
Progression aspirations 
Performance 
Potential 
Career path 
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2.2.4 Implementing programmes 
 

The primary elements in implementing a career management programme include: 

 

i. Advertising vacancies in the Public Service:  
 

 The PSR’s stipulates that any vacant post in the SMS must be advertised 

nationwide, while any other vacant posts must be advertised within the 

department as a minimum. Furthermore, the DPSA issues on a weekly basis 

a Vacancy Circular that contains advertisements of vacancies in respect of 

which departments make information available to serving staff in the Public 

Service.  

 These provisions are therefore an important tool to provide internal 

employees with career progression opportunities.  

 

ii. The implementation of employee performance management: 
 

 Sound employee performance assessment data are particularly important for 

career development. Supervisors and managers have an important 

responsibility of honestly telling employees whether their performance is 

satisfactory in respect of their career goals. Furthermore, the HR component 

plays an important role of designing and implementing a valid performance 

management system. 

 

iii. The implementation of training and development activities: 
 

 The most meaningful aspect of career development is the accumulation of 

work experiences; and training and development activities that broaden an 

employee’s skills and abilities. Effective training and development enables 

the employee to assume increasingly challenging work responsibilities and to 

perform at higher work levels. 
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iv. The evaluation of career progression:  
 

 Employees need to review the progress of their careers with a career 

counselor or HR practitioner. Particular emphasis is placed on whether 

career goals and timeframes have been reached. If progress has been less 

than expected, the reasons are explored and discussed.  

 

2.3 Roles and responsibilities of various role players 
 

Successful career management requires a partnership between employees and 

managers within the context of the organisation. The model of career management in 

figure 1 illustrates the employee as the central focus of the model, since ultimately 

employees “own” their careers. Managers and the HR component guide and support 

career development through career development programmes, creating opportunities 

for exposure, job enrichment, job enlargement, etc. An HR component is included in the 

model since career management is an HR competency and HR practitioners have a 

critical role to play in the process.  

 

The organisational context within which these roles are performed should be conducive 

and the Head of Department is accountable for communicating the strategic direction of 

the organisation, creating the infrastructure to support career management initiatives 

and fostering a culture of career development and continual learning.  
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FIGURE 1: MODEL OF CAREER MANAGEMENT 
 

Figure 1: Model of Career Management 

 

2.3.1 HR Component’s roles and responsibilities 
 

 Ensuring that career management policy is available 

 Developing and maintaining the department’s career paths in conjunction with line 

managers 

 Facilitating the implementation of career development programmes within the 

department, which supports employee retention, career progression and succession 

practices in line with the HR plan of the department and in compliance with applicable 

prescripts. 

 Advising and providing support to line managers on career management matters. 
 

Manager/ 
Supervisor 

o Career coaching 
conversations  

o Exposure 
o Mentoring 
o Learning opportunities                

Employee
 

o Accountable/ primary owner 

o Proactive 

 

HR Component
o Facilitate implementation 
o Consult 
o Advice and support line 

managers & employees 
 

Organisation
o Provide strategic direction 
o Creating an enabling environment 
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 Facilitating formal career development discussions or counseling and workshops 

 

2.3.2 Manager/ Supervisor’s roles and responsibilities 
 

The manager/ supervisor’s role is to support employees’ career development by: 

 

 Holding career development discussions with the employees 

 Assisting employees in formulating realistic career goals that are linked to the 

organisational goals 

 Sensitizing employees about the opportunities available in the organisation and their 

potential fit for them 

 Creating opportunities for exposure within the organisation 

 Providing performance feedback 

 Supporting employee development plans 

 Motivating employees to enhance their competencies and thereby their performance in 

relation to the goals of the department 

 

2.3.3 Employee’s roles and responsibilities 
 
The employee is the primary driver and owner whose role involves:  

 

 Assessing their own skills, interests, abilities and development needs 

 Acting on their career goals and action plans 

 Remaining open, realistic and flexible 

 Taking responsibility for developing and maintaining their competencies 

 Adding demonstrable value to the organisation  

 Understanding the nature of the organisation and their job related competencies 

 
2.3.4 Functional competency 
 

Career management is one of the functional competencies for HR practitioners defined 

in the HR competency framework developed by the DPSA.  The competency “career 

management” is defined in terms of the three levels of proficiency (basic, intermediate 
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and advanced). These proficiency levels are further described with a series of 

behavioural indicators that clearly describe the specific types of behaviour exemplifying 

a given proficiency level on the job. 

 

It is therefore important that the departmental HR components should have competence 

in career management, to be able to contribute to the overall improvement of the HR 

function in the Public Service.  

 

The competency is depicted in the table below: 

 

COMPETENCY NAME Career Management 
 

DEFINITION 
 

This is the ability to implement career management 
programmes within the department that supports 
employee retention, career progression and succession 
practices in line with the human resource plan of the 
department and in compliance with applicable prescripts. 
 

PROFICIENCY LEVELS AND BEHAVIOURAL INDICATORS 
 

Level 1 Level 2 Level 3 
 

• Gathers research data 
and packages this 
data for analysis, 
knowledge 
management and 
product development 
purposes. 

 

• Facilitates research, 
generates baseline 
information and 
coordinates the 
development of 
career management 
policy. 

 
• Ensures the link 

between the career 
management policy 
and other HR 
strategies, i.e, 
Leadership pipeline 
strategy, HRD. 

 

• Facilitates policy and 
executive decision- 
making on the 
department’s career 
management framework. 
 

• Provides operational 
and administrative 
support for career 

• Advises and provides 
consulting services to 
line managers on 

• Promotes and monitors 
the implementation of 
career management 
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development 
consulting and 
advisory processes. 

 

career development 
matters. 

policy. 

• Gathers information 
for the development of 
career paths. 

 

• Develops the 
department’s career 
paths 

• Oversees the 
development of career 
paths in the department. 

 
• Maintains career plans  • Assist line managers 

to draft career plans 
and facilitates and 
promotes 
implementation. 
 

• Advises employees 
on career options in 
the work 
environment. 
 

• Ensures implementation of 
the approved career plans. 
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CHAPTER 3   
CAREER MANAGEMENT: THE LINK WITH OTHER HRM&D PRACTICES 

 
This chapter describes the key functional HRM&D areas and how career management 

is rooted in these activities. To be effective, career management programmes need to 

be supported by other HRM&D practices.  

 

The main HRM&D practices that are directly associated with individual and 

organisational career management include, HR planning, recruitment planning, training 

and development, performance management, retention management and diversity 

management. 

  

3.1  Human resource planning 
 
HR planning has a critical role in informing the design and delivery of a professional, 

effective resourcing process for all employees into the organisation. Departments have 

to proactively and innovatively identify the most effective ways to achieve objectives by 

attracting the right people, at the right time, in the right place, with the right skills and 

competencies. 

 
The White Paper on Human Resource Management in the Public Service stipulates that 

“Human resource planning is essential in order to ensure that an organisation's human 

resources are capable of meeting its operational objectives. Human resource planning 

ensures that a department: 

 

 Makes the optimum use of its human resources, 

 Is able to anticipate and manage surpluses and shortages of staff, 

 Develops a multi-skilled, representative and flexible workforce, which enables the 

organisation to adapt rapidly to a changing operational environment.” 
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The increased demand for departments to have individuals with relevant knowledge, 

skills, and abilities to perform specific tasks and understand what the requirements are 

to achieve an organisation’s desired results brings about the need for HR Planning. 

 

The HR Planning process does not benefit the department only, but it will also facilitate 

the career planning of employees and assist them to achieve their objectives as well. 

The organisation’s objectives should be accurately aligned in order to give optimum 

scope for developing employees’ potential. 

 

In essence, an HR plan aims to capture the “people element” of what an organisation 

needs to achieve in the medium to long term, ensuring that: 

 

 It has the right people in place; 

 It has the right mix of skills; 

 Employees display the right attitudes and behaviours; and 

 Employees are developed in the right way. 

 

The information collected should not only relate to data concerning numbers, ages, and 

locations, but also an analysis of individuals and skills. Skills inventory provides valid 

information on professional and technical skills and other qualifications provided in the 

department.  

 

It is necessary for departments to identify the current capability and skills of their 

employees as well as identification of gaps between current and skills required in future. 

Once the HR plan is created, it should be used as a basis to provide feedback to the 

workforce requirements.   

 

3.2 Recruitment planning  
 

In respect of non-SMS posts, departments have flexibility to limit recruitment from either 

departmental staff only or from employees within the Public Service or to extend the 
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focus to recruit also from outside the Public Service. For posts in the SMS, departments 

are compelled to recruit nationwide, i. e throughout the Public Service and outside the 

Public Service.   

 

Recruitment from departmental staff (in respect of non-SMS posts) is a key support 

mechanism for career management in that departmental employees are afforded 

opportunities to progress to higher hierarchical levels. 

 
3.3 Training and development 
 

Development efforts should, where applicable, be focused and prioritised in accordance 

with the performance requirements and outcomes; and the relevant career paths.  

  

3.3.1 Individual development plans 
 

In order to achieve proper human resource development planning, Personal 

Development Plans (PDP) for employees should be drawn up and contracted with the 

individual employee.  The underlying principle is that development planning is a shared 

responsibility between the employer and employee; employees are responsible for their 

own personal career growth and the employer will support and provide guidance. 

 

The establishment of a PDP for each employee is a joint responsibility of line managers 

and employees. PDPs should be linked to employee’s current job competencies, career 

goals, performance management outcomes and operational requirements of the 

department.  

 

3.3.2 Specialised career paths and leadership pipelines 
 

To develop a sustainable supply of leaders at all levels ready to execute strategies that 

will meet current and emerging challenges, a systematic approach is needed; thus, the 

development of a leadership pipeline. The pipeline should take into account the 
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government’s goal of achieving equal representation of women and men in senior 

management levels as stipulated in the Public Service Gender Equality Policy 

Framework. The framework directly suggests the development of a leadership pipeline 

for women as part of the mechanisms to achieve a representative Public Service.  

 

In a pipeline system, key requirements of leaders at different levels are identified. 

Leaders are developed throughout the course of their careers, with particular support 

provided for key job transitions or movements to, for instance, junior leaders, middle 

level leaders, and to senior leaders.  

 

An effective pipeline system also addresses the unique challenges for leaders at 

different levels in the organisation. For instance: 

 

i. first line leaders or junior leaders need to adopt a managerial mind-set. This 

means realizing that their work is increasingly defined as helping others to 

perform and improve job competence, as opposed to their own individual 

excellence;  

ii. middle level leaders need to learn how to navigate complex networks of 

stakeholders and competing priorities; and  

iii. senior leaders need to bring increased attention to the external environment, 

anticipating future development and setting strategic direction.  

 

The DPSA developed the Leadership Development Management Strategic Framework 

(LDMSF) and its objective is to provide a framework by which the Senior Management 

Service (SMS) members of the Public Service will be managed and developed in order 

to ensure high performance at all levels of government.   

 

The leadership and management competency framework for senior managers is one of 

the pillars within the LDMSF and it creates a significant dimension to both the qualitative 

and quantitative responsibilities of SMS members. It defines what is expected of Public 

Service leaders and provides a coherent, unifying basis for the entire leadership 
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development process. The framework can also assist in providing leaders with regular 

feedback on those competencies through performance reviews, personal development 

planning, etc. 

 

The competency framework deals only with leadership and managerial competencies 

that are relevant for those members who have managerial roles and responsibilities.   

Three main streams, through which employees can progress within their careers, can 

be provided for in terms of career paths and includes: 

 

i. the managerial career path which  constitute the different performer levels that describes 

the job of a manager in terms of complexity, responsibility, time applications, value 

attached to the job and skills required; and   

 

ii. the technical and professional career paths that provide for progression to higher levels 

that could be equivalent to management and allows employees with good technical 

competencies to progression options without pursuing the management path. 

 

The technical and professional streams provide employees with the opportunity to 

progress within their careers without becoming managers.   

 

3.4 Performance management 
 

The Performance Management System is utilised to manage an employee’s 

performance and development directly related to achieving organisational objectives. 

Each individual’s performance in the organisation should be assessed within a one year 

performance cycle based on the performance outputs of the job.  

 

Through a performance-feedback process employees are able to create, in conjunction 

with their supervisors, an individual development plan and career plan to help them 

focus their efforts on areas that need the most development so that they can enhance 

and improve their performance. The plan should reflect on what competencies will be 
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developed, the rationale for why it is important to develop these areas and a list of 

activities that will be done to achieve the goals.  

 

3.5 Retention management 
 

Employees leave the organisation for a number of reasons, and lack of career pathing 

and development opportunities is one of them. Employees want to grow in their work 

and will continually search for opportunities for growth. If the organisation does not 

provide for these opportunities, employees will begin to look elsewhere. 

Although modern organisations no longer need to focus on long-term employment, 

employees still need to be made aware of the opportunities that exist for career growth. 

These growth opportunities might not always mean upward mobility, eg, some 

employees may be satisfied through job enrichment or job enlargement programmes.  

3.6 Diversity management 

One of the principles espoused in Chapter 1, Part VII of the Public Service Regulations, 

2001 is that affirmative action shall be used to speed up the creation of a representative 

and equitable public service and give practical support to those who have been 

previously disadvantaged by unfair discrimination to enable them to fulfill their maximum 

potential.  

Affirmative action measures must be implemented in accordance with the Employment 

Equity Act, 1998.  

As part of these affirmative action measures, employees (from designated groups) 

appointed under an affirmative action programme can be absorbed into a vacant post 

(even at a higher level) without advertising, on condition that he or she meets the 

requirements of that post. This is consistent with the objectives of an affirmative action 

programme and employment equity plan to inter alia ensure equitable representation of 

designated groups at all salary levels.  
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Therefore any career management practice for the Public Service must be closely 

linked to the overall transformation agenda of government in terms of advancing 

persons that were previously disadvantaged by unfair legislation and practices.  
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CHAPTER 4 

CAREER MANAGEMENT: A PRACTICAL PERSPECTIVE 
 

This chapter provides practical ideas for planning and putting career management into 

practice. 

 

4.1 Components of career management 
 

To implement career management effectively, a number of activities, systems and 

processes should be taken into consideration: 

 

4.1.1 Career planning  
 

From an employee’s perspective career planning is based on: 

 

 The employee’s professional aspirations and competence 

 Available career paths 

 Organisational requirements 

 

Career planning is an ongoing process, often runs in cycles and includes a number of 

specific steps that help to identify personal skills and attributes. Finding out how those 

skills can be utilised in the job is accomplished by researching a number of career fields 

that are of interest to an employee and then by gaining experience in those fields and/or 

speaking to people currently working in the field. 

 

Career planning from an employer’s perspective often means planning for 

succession, considering that approaches are changing and moving towards developing 

generic pools of talent.  
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The HRM framework which was introduced in July 1999, gave effect to the 

implementation of an open employment system, generally requiring that all vacancies in 

the Public Service have to be advertised before they can be filled.  

 

Given the open competition system and the size of the Public Service, the traditional 

succession management and planning system will not necessarily meet the needs of a 

large employer like the Public Service. Planning for succession thus has much to do 

with capacitating employees to enable them to compete for higher posts.  

 

In 2006 the Accelerated Development Programme (ADP) for middle managers in the 

Public Service was introduced. Rather than targeting one or two people for senior 

management posts, the ADP aimed to develop a group of high potential candidates for 

undefined jobs at senior management level.  The purpose of the ADP was therefore to 

identify, foster and develop middle managers in order to create a pool of management 

talent for future senior management roles. Departments that participated in the 

programme also had to put the necessary measures in place to track the progress of 

these individuals in terms of their progression and addressing leadership and 

management needs. 

 

By implementing the ADP, the Public Service wanted to ensure leadership continuity 

and encourage individual growth by building talent from within the organisation, through 

planned development activities in an integrated manner.  

 

4.1.2 Career pathing and progression 
 

In terms of the current framework, progression along the career path is generally 

subject to the principle of open competition, except for the OSDs which provides for 

grade progression.  
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A career path reflects what is required to progress from job to job throughout a career 

within an organisation. The aim of career pathing is to objectively ensure that the Public 

Service retains, develops, measures and motivates current employees and to attract 

new competent and committed individuals.                 

 

Career paths should: 

 

 Represent real progression possibilities, whether lateral (job enrichment) or upward, 

which may include technical specialisation and not only supervisory or managerial 

responsibilities.  

 Be responsive to changes in job content, work priorities and organisational needs.  

 Specify requisite competencies required to perform work at each level along the 

path.  

 Not necessarily define any required standard speed of progression.  

 

Occupational differentiation and broad bands 

 

HR Connect supports the concept of occupational differentiation and broad bands for 

career progression. It provides information on various career path options for different 

occupations without limiting progression opportunities for professionals to only 

managerial positions, the so-called dual career path.  

 

While employees would not be guaranteed automatic promotion, there are occupational 

profiles that accurately describe the competence requirements of each job and thus 

reflects the job outputs and its associated competencies required to perform a specific 

job. And also the timeframes for a realistic chance to progress at different work levels 

within an occupation.  
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Grade progression 

 

Grade progression is the upward progression from a lower to a higher grade (salary 

level) where the employee has acquired and demonstrated the requisite competencies 

to perform the job. Grade progression may form part of career progression as it is based 

on increased competencies and changes in job content.  

 
With the implementation of the Occupational Specific Dispensations (OSDs), 

government has provided for dual career paths/ streams within an occupation, i.e, the 

professional and the managerial career path. The professional stream allows 

employees who have no interest in following a career in management to progress 

beyond the traditional “glass ceilings” in their careers. 

 

The aim for using the dual career path approach is: 

 

 To retain the best professional or technical people. 

 To create a career path for those not interested in a career in management.  

 To increase the morale of professional/technical employees. 

 To create a more equitable non-management compensation structure.  

  

The OSDs also provides for accelerated grade progression after pre-determined 

periods, based on the level of competence and performance. An example of 

differentiated grade progression can be found at Annexure 1. 
 

 
4.1.3 Code of remuneration (CORE) 
 
The CORE and the Occupational Classification System lays the foundation for the 

categorisation of job families, which allows departments to define the different work 

levels in accordance with their unique work organisation arrangements. 
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The CORE also provides guidance in respect of defining job content, the desirable 

competencies for the job, as well as desirable characteristics for employment and 

progression within the occupational category. This has the result that different 

departments may structure work differently and that career path opportunities for similar 

non-OSD occupations may vary from department to department. 

 

Horizontal and vertical mobility between COREs are further enhanced by the fact that 

some occupational classes have been provided for in more than one CORE. Career 

path possibilities are also provided between different COREs, between different 

occupational groups in the same CORE and within major occupational groups in the 

same CORE. Provision is therefore made for employees to move or progress to another 

occupational group. 
  

4.1.4 Career development 

 

Career development implies opportunities for growth and enhanced skills, which will 

open up the possibilities for progression. It implies more of a role for the employee and 

it is about individuals taking responsibility for developing and progressing in their 

careers with support from the organisation. It focuses more on the means by which 

individuals achieve their career goals.  

 

The employee should be proactive about personal career development and understand 

where she/he currently fits within the organisation and how that role affects the overall 

success of the organisation. More importantly, career development allows employees to 

see where they can go in the future if they take the initiative to acquire essential 

competencies. 

 

The process of career development is continuous and to be effective, it is important to 

ensure that any career development initiatives are integrated with other existing 

HRM&D practices, e.g, training and development, performance, etc.  
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The employer’s role is mainly to support, encourage and assist employees in identifying 

career paths and provide initiatives or programmes to develop employee’s careers. The 

programmes can either be formally or informally implemented. Once the programmes 

are implemented, appropriate measures should be put in place to track the progress of 

the individuals or candidates that were participating in the programmes. 

 

The following are some of the examples of programmes that can be implemented to 

support career development: 

 

i. Career development workshops 
 

This are individual and/or group activities aimed at self-assessment experiences and 

getting to know one’s own skills, interests and values. During these workshops people 

obtain self knowledge (insight into their strengths and weaknesses) and are introduced 

to progression opportunities within the department. Such workshops cover the following 

aspects: 

 

 Individual assessment (information about self)  

 Environmental assessment (information about work and occupational categories 

available within the department)  

 Comparison of self-perceptions and those of others (reality testing)  

 Establishing long and short term career goals  

 Choosing among alternatives  

 Establishing plans 

 

The outcome of workshops will be the individual career development plan with a career 

path or it will enable managers/supervisors and employees to work out such plans. A 

proper self and environmental exploration will result in deep awareness of self and the 

environment (departmental requirements) which will help the employee to set realistic 

career goals.  This is the foundation for successful career management. 
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ii. Career discussions 
 

This is a planned discussion between the manager and the employee to jointly attempt 

to clarify developmental options in the employee’s current job, examine career issues in 

light of current job performance and goals of the organisation and to clarify future career 

options. The manager should act as an advisor and facilitate the career development 

process.  

 

A career development workbook that can be used to facilitate such a discussion is 

attached at Annexure 2. 
 

 

iii. Career information/ Resource centres  
 

A career centre is a place in the organisation where employees can obtain information 

on career opportunities and study different materials to assist them in career planning. 

Organisational career paths, self-assessment exercises and job search strategies, etc, 

usually form part of the material found in a career centre. By establishing a career 

centre the organisation effectively communicates to employees at every level to take 

charge of their own careers. 

 

iv. Self assessments  

 

An assessment (whether formal or informal) is an important step in the career 

development process because: 

 

 It helps employees find appropriate career paths based on distinct personality traits 

and specific abilities. 

 It helps employees to develop viable and realistic career development plans that will 

result in a rewarding work life for the individual. 

 It helps in the identification of areas for growth and improvement or development 
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Assessments should not be used as an absolute prediction of valid options (no 

assessment can tell a manager or employee with 100% accuracy, the job an employee 

should have), only through exploration, evaluation and honest consistent feedback can 

such a decision be made.  
 

v. Mentorship and coaching  

 

Mentoring and Coaching provides for competency transfer so that selected individuals 

can acquire the required competencies, work and life experiences under the formal 

guidance of selected and competent role models who act as mentors. 

 Mentoring  
 

Mentoring plays an important role in career advancement. The relationship between the 

mentor and mentee impacts on the employee’s career success, often leading to 

improved performance and provides opportunities for each to fulfill personal objectives. 

 

For the mentor it provides an opportunity to express inner motivations to assist other 

people to develop. For the mentee, it is the opportunity to get support, guidance and 

trusted feedback while attaining professional competence.  

 

 Coaching 
 
Coaching refers more specifically to critical aspects of management and leadership 

responsibilities. Effective leaders are increasingly being described as coaches rather 

than bosses.  They are expected to provide guidance, advice and encouragement to 

help employees improve their job performance. 

 

In brief, the skills of a good coach cover the ability to analyze ways to improve an 

employee’s performance and capabilities, the ability to create a supportive climate and 
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the ability to influence employees to change their behavior.  The ultimate test of 

coaching effectiveness is whether an employee’s performance improves.  Coaching 

should be a partnership between both the employee and supervisor who jointly share 

the responsibility. 

 

4.2   Practical application 
 
This section presents a practical way in which HR components, line managers and 

employees can implement career management. Realising that implementation has to 

take place in differing departmental circumstances and organisational environments, the 

content of this section is of an advisory nature. It is thus neither rigid nor prescriptive.  

 

As a baseline, the activities indicated in the table below could be followed to realize 

career management.  

 

4.2.1 Employer’s role : 
 

Activities Activity description 
Activity 1: 
 

Develop a career 

management policy 

 

 

 

Develop a career management policy that is based on and 

linked to: 

• The departmental strategy, strategic and operational plans 

• Training and development strategy 

• Human Resource Plan 

• Organisational structure 

• Employment Equity, Affirmative Action and related policies.  

 

Takes into account the applicable public service legal 

framework 

Activity 2: 
 

Ensure availability of 

 

Ensure that the career management policy is available and 

accessible for all employees.  



 

38 
 

career management 

policy  

 

Employees need to: 

• see roles for themselves, within the organisation, in the 

short and long term. 

•  set career goals that are "in-synch" with organisational 

goals. 

•  be aware of current and potential opportunities in the 

organisation. 
 

Activity 3: 
 

Develop career paths 

or identify relevant 

career paths  

 

Career paths serve as a guide for: 

 

•  employees to plan their careers in relation to the available 

career paths;  

• employees and line managers to develop individual 

development plans   

 

Career paths should represent real progression 

possibilities, whether lateral (job enrichment) or upward 

and specify competencies required to perform the work on 

each position along the paths. In identifying career paths, 

the department’s HR plan should be taken into 

consideration in relation to future needs and 

requirements.  

 

Two main streams can be provided for in terms of career 

paths (managerial and technical and/or professional) 

 

Managerial career path constitutes the different performer 

levels that describe the job of a manager in terms of 

complexity, responsibility, time applications, value 

attached to the job and skills required. 
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The technical or professional career path provide for 

progression to higher levels that could be equivalent to 

management and provides the opportunity for individuals 

to progress within their fields of expertise without having 

to assume management roles. 

 

The organisational structure provides the basis for 

developing departmental career paths and in addition to 

that, the CORE and HR Connect occupational profiles 

also contain information on career paths. Occupational 

Specific Dispensations contain prescribed career paths for 

identified occupations. 
 

 

Activity 4: 
 

Identify career 

development 

programmes 

 

 

 

Identify development programmes to be implemented in the 

organisation: 

 

• Career development workshops 

• Formal career discussions 

• Career counseling 

• Mentoring and Coaching 

• Career development centre 

 

 
 
 
4.2.2 HR practitioner and employee roles: 

The decision in terms of who to perform the career management functions, will be made 

by individual departments, e.g, career counselor, skills development facilitator. The 

major outputs and underlying processes of career management for an employee is 

described in the table below:  
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Activities Activity description 
Activity 1 :  

 

Discuss suitable 

career path 

 

 

The employee attends a formal career planning session 

facilitated by the HR practitioner.  The aim of the session 

is to orientate the employee into the organisation’s career 

management strategy; provide the employee with the 

organisations’ career-related information and to help 

employee gain greater self-awareness in terms of his/her 

values, interests and career preferences. 

 

Activity 2: 
 
Verify whether career 

path exists and 

determine possible 

suitability 

 

 

The HR practitioner and employee should determine whether a 

suitable career path exists for the employee (identify an 

existing career path in the organisation). If suitable career 

path/s exists, the employee’s profile should be matched with 

the identified career path/s to determine and rank the 

employee’s possible suitability for the career paths.  

 

Follow the activities in Annexure 3 to determine a career path. 

 

Activity 3: 
 
Competency gaps 

exist? 

Determine whether competency gaps exist for the employee 

 

If competency gaps exist, go to activity 4 

 

If no competency gaps exist, the employee and HR practitioner 

will identify possible career growth initiatives, eg, job 

enrichment or progression opportunities; or the information can 

be used for the purpose of planning for succession where 

applicable. 

 

Activity 4: Identify competency gaps and discuss possible interventions to 
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Identify and discuss 

competency gaps 

 

address the gaps. 
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CONCLUSION 
 

The legislation and policies supporting career management in the Public Service has 

been prominent over the years. The key principle in the implementation is that, career 

management is a joint responsibility between the employer and employee; with the 

employee being the primary owner of his or her career and the employer providing an 

enabling environment. It is the individuals’ responsibility to determine, based on their 

personal aspirations, the direction in which they want to advance their careers, within 

the Public Service. 

 

A number of issues have been highlighted in this guide and of particular importance is 

the contextualization of career management within HR and its linkage to other HR 

practices in the Public Service. Based on different departmental circumstances, 

departments can decide which career development programmes to prioritize and 

implement. 
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Annexure 1 
 

An example of career progression for an engineer that provides for accelerated grade progression as provided for in the 

OSD for engineers and related professionals: 

 
 

 Post Grade Job Purpose Career, Grade & Pay progression opportunities Associated 
Competencies 

1 Candidate 

Engineer 

N/A To perform all aspects of 

engineering activities that 

result in progress in 

technology and 

engineering applications 

under 

supervision as prescribed 

by ECSA 

at the level of candidate 

towards 

registration as an engineer. 

 

Progression opportunity 
 
Career 
• Meeting the requirements as prescribed by ECSA for registration as a 

professional engineer. 

• Candidate engineer may apply for a vacant post of professional 

engineer upon meeting the minimum appointment requirements for 

higher post(s), including registration with ECSA. 

 
Grade 
• Progression to the next grade is not applicable because to move to 

the next level is through open competition 

 

Pay 
• Employees qualify for pay progression based on completion of a 

continuous period of 12 months satisfactory performance on his/her 

relevant notch. (pay progression – based on annual performance 

assessment) 

 

 

Technical: 
 

• Project 

management 

• Engineering design and 

analysis 

knowledge 

• Research and 

development 

• Computer-aided 

engineering 

applications 

• Knowledge of legal 

compliance 

• Technical report 

writing 

• Networking 

 

Generic:  
 

Deleted: ¶
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 • Decision making 

• Team work 

• Analytical skills 

• Creativity 

• Self-management 

• Customer focus 

  and responsiveness 

• Communication 

• Computer skills 

• Planning and 

  organising 

• Problem solving and  

analysis 

2 Professional 

Engineer 

 

Grade 

A 

To perform all aspects of 

varied 

innovative and complex 

engineering 

activities that result in 

progress in 

technology and 

engineering 

applications. 

 

Progression opportunity 
 
Career 
• Meeting the requirements as prescribed by ECSA for registration as a 

professional engineer.  

• Professional engineer may apply for a vacant post of Chief/Specialist 

Engineer upon meeting the minimum 

appointment requirements for higher post(s), including registration with 

ECSA. 

 
Grade 
Grade progression: comply with expectations for satisfactory 

performance (minimum of 6 years in a grade); or 

• Accelerated grade progression: consistent above average or 

outstanding performance or exceed expectations for performance 

assessments on a specific grade (minimum of 3 years in a grade). 

 

Technical: 
 

• Programme and 

project 

management 

• Engineering design and 

analysis 

knowledge 

• Research and 

development 

• Computer-aided 

engineering 

applications 

• Knowledge of legal 

compliance 

• Technical report 
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Pay 
• Employees qualify for pay progression based on completion of a  

continuous period of 12 months satisfactory performance on his/her 

relevant notch. (pay progression – based on annual performance 

assessment) 

 

writing 

• Creating high 

performance 

culture 

• Professional 

judgment 

• Networking 

 

Generic: 
 

Decision making 

• Team leadership 

• Analytical skills 

• Creativity 

• Self-management 

• Financial 

 management 

• Customer focus 

 and responsiveness 

• Communication 

• Computer literacy 

• Planning and 

organising 

• Conflict 

Management 

• Problem solving 

and analysis 

• People 

Management 

• Change 
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management 

• Innovation 

Grade 

B 

To perform all aspects of 

varied 

innovative and complex 

engineering 

activities that result in 

progress in 

technology and 

engineering applications. 

 

Progression opportunity 
 
Career 
• Meeting the requirements as prescribed by ECSA for registration as a 

professional engineer. 

• Professional Engineer may apply for a vacant post of Chief/Specialist 

engineer upon meeting the minimum 

appointment requirements for higher post(s), including registration with 

ECSA. 

 
Grade 
• Grade progression: comply with expectations for satisfactory 

performance (minimum of 6 years in a grade); or 

• Accelerated grade progression: 
consistent above average or outstanding performance or exceed 

expectations for performance assessments on a specific grade 

(minimum of 3 years in a grade). 

 
Pay 
• Same as above. 

 

Same as Grade A 

Professional Engineer 

Grade 

C 

To perform all aspects of 

varied 

innovative and complex 

engineering 

activities that result in 

progress in 

technology and 

Progression opportunity 
 
Career 
• Meeting the requirements as prescribed by ECSA for registration as a 

Professional Engineer. 

• Professional Engineer may apply for a vacant post of Chief/Specialist 

Engineer upon meeting the minimum 

Same as Grade A & B 

Professional Engineer 
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engineering applications. 

 

appointment requirements the higher post(s), including registration with 

ECSA. 

 
Grade 
 
• Progression to the next grade is not applicable because to move to 

the next level is post bound/  through open competition 

 
Pay    
• Same as above. 

  

3 Specialist 

Engineer 

 To perform all aspects of 

specialized innovative and 

complex 

engineering activities that 

lead in 

technology and 

engineering applications. 

 

Progression opportunity 
 
Career 
• Meeting the requirements as prescribed by ECSA for registration as a 

professional engineer. 

• Specialist Engineer may apply for a vacant post of Chief Engineer 

upon meeting the minimum appointment requirements for higher post, 

including registration with ECSA. 

 
Grade 
• Progression to the next grade is not applicable because to move to 

the next level is post bound/  through open competition 

 

 
Pay 
• Same as above 

 

Technical: 
 

Programme and 

project 

management 

• Engineering design 

and analysis 

knowledge 

• Research and 

development 

• Computer-aided 

engineering 

applications 

• Knowledge of legal 

compliance 

• Technical report 

writing 

• Creating high 

performance 
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culture 

• Networking 

• Engineering and 

professional 

judgment 

 

Generic:  
 

• Decision making 

• Team leadership 

• Analytical skills 

• Creativity 

• Self-management 

• Financial 

 management 

• Customer focus 

 and responsiveness 

• Communication 

• Computer literacy 

• Planning and 

 organising 

• Conflict 

  management 

• People 

 management 

• Negotiation skills 

• Problem solving 

and analysis 

• Change 

 management 
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• Innovation 

 

4 Chief 

Engineer 

Grade 

A 

To perform and manage all 

aspects 

of varied innovative and 

complex 

engineering activities that 

result in 

progress in technology and 

engineering applications 

and 

provide strategic direction 

in the process. 

 

Progression opportunity 
 
Career 
• Meeting the requirements as prescribed by ECSA for registration as a 

professional engineer. 

• Chief Engineer is the highest post in the engineering profession within 

the PS.  

 
Grade 
• Grade progression: comply with expectations for satisfactory 

performance (minimum of 10 years in a grade); or 

• Accelerated grade progression: 
consistent above average or outstanding performance or exceed 

expectations for performance assessments on a specific grade 

(minimum of 5 years in a grade). 

 
Pay 
• Same as above 

 

Technical: 
 

Programme and 

project 

management 

• Engineering, legal and 

operational 

compliance 

• Engineering 

operational 

communication 

•Process knowledge and 

skills 

• Maintenance skills 

and knowledge 

• Mobile equipment 

operating skills 

• Engineering design 

and analysis 

knowledge 

• Research and 

development 

• Computer-aided 

engineering 

applications 

• Creating high 

performance 
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culture 

• Technical 

consulting 

• Engineering and 

professional judgment. 

 

Generic:  
 

• Strategic capability 

and leadership 

• Problem solving 

and analysis 

• Decision making 

• Team leadership 

• Creativity 

• Financial 

 management 

• Customer focus 

and responsiveness 

• Communication 

• Computer skills 

• People 

 management 

• Planning and 

 organising 

• Conflict 

 management 

• Negotiation skills 

• Change 

 management 
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Grade 

B 

To perform and manage all 

aspects 

of varied innovative and 

complex 

engineering activities that 

result in 

progress in technology and 

engineering applications 

and 

provide strategic direction 

in the process. 

 

Progression opportunity 
 
Career 
 

•Chief Engineer is the highest post in the engineering profession within 

the PS.  

 

Grade 
 
• Progression to the next grade is not applicable because this level is 

the highest level within the occupation.  

 
Pay 
 
Same as above 

 

Same as Grade A chief 

engineer 
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Annexure 2 
 
Career development workbook template 
 
The questionnaire may be used during a formal career development discussion 

between an employee and a career counselor or HR practitioner.  

 

CAREER DEVELOPMENT WORKBOOK 

A 
Personal Information 

 
Surname and Initials_____________________________________________________ 

 

Job Title_______________________________________________________________ 

 

Occupation_____________________________________________________________ 

 

Component/ 

Directorate_____________________________________________________________   

 

Persal number__________________________________________________________ 

 

B 
Career Analysis 

Summary of your career, to date: 
(Current and previous Jobs, roles and associated responsibilities) 
 

Jobs Roles and responsibilities 
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Are you correctly placed in your current post? If not, state reasons: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
 
How long have you been in this job? 

 

 

What competencies have you developed? 

 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

What are your competency gaps in this job? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 
What is your average performance in this job? 

______________________________________________________________________ 

 

C 
Personal Exploration  

 
Describe yourself according to the following: 
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Interests (Things you like to do) 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

 

 

Abilities (Things you can do) 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Personality (Qualities that makes you unique) 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
 
Values (What you believe in) 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Career paths or choices that need to be explored 

______________________________________________________________________

______________________________________________________________________
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______________________________________________________________________

______________________________________________________________________ 

 

D 
  Career Aspirations 

 
What is the next career to which you aspire? 

 

 

Requirements 

 

1st Choice 

 

Requirements 

 

2nd Choice 

 

 

Why do you believe this career choice will satisfy your needs? 

 

1st 
Choice________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

2nd 

Choice________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Do you meet the requirements for your career choices? 

 

If not, what are your competency gaps? 

Yes No 
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1st 

Choice________________________________________________________________

______________________________________________________________________ 

 

2nd 

Choice________________________________________________________________

______________________________________________________________________ 

 

Which areas must be developed or improved further to increase your chances to meet 

the requirements for these career choices? 

______________________________________________________________________

______________________________________________________________________ 

 

What would be the minimum period to position yourself to effect the career choice? 

______________________________________________________________________

______________________________________________________________________ 

 

E 
Recommendations 

 
Recommendations by a person leading the career discussion:  

 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Date of follow up discussion (if necessary)          
______________________________________________________________________ 
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F 
CAREER PLAN 

 
SHORT TERM PLANNING 

(6 MONTHS to 1 YEAR) 

CAREER 

CHOICE 

ACTION STEPS TARGET DATES OUTCOME 

 

1.  1. 1. 

   

   

   

1.  

   

2. 2. 2. 

   

   

2. 

 

 

 

 
   

LONG TERM PLANNING 

1 YEAR AND MORE 

CAREER 

CHOICE 

ACTION STEPS TARGET DATES OUTCOME 

 

1.  1. 1. 

   

   

   

1.  

   

2. 2. 2. 

   

   

2. 

 

 

 

 
   

 



 

 

Annexure 3 
 
Determining career paths 
 

As a baseline, the activities indicated in the table below should be followed when 

utilizing information in the OSD policy documents, the CORE and HR Connect to 

determine career paths for different occupations. 

 

 

Activities Activity description 
 

Identify the occupation 

 

Using the CORE, HR Connect and OSD documents, the 

different occupations applicable in the Department/Public 

Service can be identified.  

 

Identify post levels within 

the occupation 

A work level within a stream, with distinct duties (i.e, 

production, supervisory, managerial) which can be reached 

by means of appointment to the  post. 

 

Identify competencies The specific knowledge, skills and personal attributes 

required for an employee to function effectively within a 

designated job.  

Both the technical competencies (those that are required to 

perform the functions which are specific to the job) and 

generic competencies (those that apply to the majority of 

employees in the specific occupation). 

 

Identify progression 

possibilities 

Grade progression where applicable, entails progression to 

a higher grade within the work level and is dependent on 

the employees’ compliance to the stipulated criteria. It is 

not subject to the principle of open competition. 



 

2 
 

 

Career progression entails appointment of an employee to 

a higher work level within a stream, as and when the 

employee complies with the stipulated criteria and is 

dependant on a vacancy or subject to the principle of open 

competition.  
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Annexure 4 
 

The following template serves as an example which is intended to suggest what a 

career management policy might look like. 

 

Career Management Policy Outline 
 

1. Introduction 
 

Career management is seen as an important tool to address the needs of the employee 

and departmental needs. If there is no focused approach to align individual career 

expectations with departmental requirements, it will be difficult for the department to 

meet its objectives. 

 

As a result, this policy has been developed to provide a framework for this department 

to implement career management programmes. 

 

2. Definition 
 

Career management is about managing employee’s careers for the benefit of both the 

employee and the department; the employee concerned has a key role to play in 

managing his or her career.  

 

3. Purpose 
 

To provide a framework for the department to establish programmes aimed at managing 

employee’s careers within the context of the department and sensitize employees, 

supervisors and managers on their roles and responsibilities pertaining to career 

management.  

 

 



 

4 
 

4. Sources of authority 
 

This policy is informed by the principles, norms and standards for human resource 

management in the Public Service as contained in the: 

 

 Constitution of the Republic of South Africa, Act 108 of 1996; 

 Public Service Act; 1994; 

 Public Service Regulations; 2001; 

 White Paper on Human Resource Management; 

 White Paper on Affirmative Action in the Public Service, 1998 

 Skills Development Act, Act 97 of 1998 

 

5. Principles 
 

This policy subscribes to the principles contained in Chapter 10 of the Constitution of 

the Republic of South Africa, 1996: 

 

 Efficient economical and effective resources must be promoted; 

 Public Administration must be development orientated; 

 Good human resource management and career development practices to 

maximize human potential must be cultivated. 

 This policy do not provide entitlements to promotions/progression to higher levels  

 

6. Scope of applicability 
 

This policy applies to all employees within the Department of XXX. 

 

7. Career development programmes that will be implemented 
 

The following career development programmes will be implemented: 
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 Implement formal career development discussions  

 Initiate career development workshops (to be facilitated by HR practitioners) 

 Implement mentoring and coaching 

 Implement job enrichment programmes 

 Establish a career development centre 

 
8. Roles and responsibilities 

 

8.1  Head of Department 
 

The Head of Department is accountable for-  

 

 communicating the strategic direction of the organisation, creating the infrastructure to support 

career management initiatives; and  

 fostering a culture of career development and continual learning.  

 

8.2  HR component 
 

HR component is responsible for- 

 

 Ensuring that career management policy is available 

 Developing and maintaining the department’s career paths in conjunction with line 

managers 

 Facilitating the implementation of career development programmes within the 

department, which supports employee retention, career progression and succession 

practices in line with the HR plan of the department and in compliance with 

applicable prescripts. 

 Advising and providing consulting services to line managers on career development 

matters. 

 Facilitating formal career development discussions or counseling and workshops 
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8.3  Managers/ Supervisors 
 

The manager/ supervisor’s role is to support employees’ career development by: 

 

 Holding regular career development discussions with the employees 

 Assisting employees in formulating realistic career goals that are linked to the 

organisational goals 

 Sensitizing employees about the opportunities available in the organisation and 

their potential fit for them 

 Creating opportunities for exposure within the organisation 

 Providing performance feedback 

 Supporting employee development plans 

 Motivating employees to enhance their competencies and thereby their 

performance in relation to the goals of the department 

 

8.4  Employees 
 
The employee is the primary driver and owner whose role is to:  

 

 Assess their own skills, interests, abilities and development needs 

 Act on their career goals and action plans 

 Remain open, realistic and flexible 

 Assume responsibility for developing and maintaining their competencies 

 Add demonstrable value to the organisation  

 Understand the nature of the organisation and their job related competencies 

 

9. Monitoring and Evaluation 
 
The policy will be monitored on a regular basis by the HRM component and evaluated 

within a period of one year of it coming into effect. 
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10. Review of the policy 
 

The policy will be reviewed annually. 

 

11. Conclusion 
 

The department of XXX values employees who are willing to devote themselves to a 

career within the department and will provide opportunities within the parameters of the 

department to develop individual competencies. 
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