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ANNEXURE A 
 

DEPARTMENT OF AGRICULTURE (DOA) 
 
CLOSING DATE : 06 February 2026 at 16:00 
NOTE : To apply, submit a completed Z83 form and detailed Curriculum Vitae (PDF 

document to a maximum of 10 megabytes) via e-mail or hand delivery. The 
Department will not be held responsible for server delays. Late applications 
due to technical issues will not be considered. Shortlisted candidates must 
provide certified copies of required documents (Identity Document, 
qualifications, etc) where necessary and service certificates to support senior 
management experience to Human Resources before the interviews, including 
South African Qualifications Authority (SAQA) evaluation reports for foreign 
qualifications. Failure to comply will result in disqualification. To be appointed 
at Senior Management Service (SMS) level, you must complete the SMS Pre-
entry programme offered by the National School of Government (NSG). Find 
course details here: https://www.thensg.gov.za/training-course/sms-pre-entry-
programme/ appointment is subject to successful competition of the Nyukela 
Programme: Pre-entry Certificate to SMS and submission of proof. Shortlisted 
applicants for the advertised vacancies will undergo two pre-entry 
assessments: a practical assessment and an integrity assessment, both of 
which form part of the selection criteria after the interview, the selection 
committee will recommend candidates for a generic management competency 
assessment, as per the Department of public Service and Administration 
(DPSA) directives. The assessment will evaluate candidates’ managerial 
competencies using standardised tools. NB: Please note that false or 
fraudulent qualifications submitted by applicants will be reported to the South 
African Police Services (SAPS), and a criminal case shall be opened. 
Applications: Please submit your application before the closing date as late 
applications will not be considered. Do not submit duplicate applications. If 
applying for multiple posts, submit separate applications for each post. Due to 
high volumes, the Department will not acknowledge receipt of applications. If 
you have not heard from us within 3 months, please consider your application 
to be unsuccessful. Should, during any stage of the recruitment process, a 
moratorium be placed on the filling of posts or the Department is affected by 
any process such as, but not limited to, restructuring or reorganisation of posts, 
the Department reserves the right to cancel the recruitment process and re-
advertise the post at any time in the future. Important: DOA is an equal 
opportunity employer committed to promoting representivity and affirmative 
action. We encourage applications from all qualified candidates. The 
Department reserves the right not to fill vacancies. By applying you consent to 
the collection and processing of your personal information for recruitment 
purposes. Shortlisted candidates will be required to be available for 
assessments and interviews at a date and time as determined by the 
Department. Shortlisted candidates will undergo personnel suitability checks, 
security vetting and reference checks (including social media profiles). 
Applications must declare any pending criminal, disciplinary or any other 
allegations or investigations. Successful candidates must pass security 
clearance, sign an employment contract, sign an annual performance 
agreement and disclose financial interests. All applicants are required to 
declare any conflict or perceived conflict of interest, to disclose memberships 
of Boards and directorships that they may be associated with. Failure to 
disclose relevant information may result in disqualification or termination. 

 
OTHER POSTS 

 
POST 02/01 : SENIOR PERSONAL ASSISTANT REF NO: 3/3/1/36/2025 
  Directorate: Office of The Director General 
 
SALARY : R896 436 per annum (Level 11), all-inclusive package to be structed in 

accordance with the rules for MMS 
CENTRE : Gauteng (Pretoria): Head Office 
REQUIREMENTS : Applicants must be in possession of a Grade 12 Certificate and a National 

Diploma in Office Management / Public Administration / Office Management 
and Technology/ Public Management. Minimum of 3 years’ experience in 
relevant environment. Job related knowledge: Knowledge of frontline customer 
care. Knowledge of Public Sector policies and procedures. Knowledge of 
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meeting procedures. Understanding of the manner in which the office of the 
Director General operates. Job related skills: Ability to communicate well with 
a variety of people. Organising skills, Computer skills and Interaction skills. A 
valid driver’s licence. 

DUTIES : Schedule engagements of the Director General. Manage and maintain the 
manual diary of the Director General. Coordinate high level meetings on behalf 
of the Director General with other government Departments and stakeholders. 
Develop, update and circulate the departmental year calendar. Render 
administrative support services to the Director General. Manage all travel 
arrangements of the Director General. Ensure that subsistence and travel 
claims are finalised. Render support to Director General in the Pretoria and 
Cape Town offices. Manage emails of the Director-General. Coordinate 
external and internal meetings. Ensure that Information Technology 
equipment’s and infrastructure of the Office of the Director General functions 
effectively and efficiently. Stay abreast of applicable prescripts and procedure 
to ensure efficient and effective support to the Director General. Study the 
relevant Public Service and departmental prescripts / policies and other 
documents to ensure that the application thereof is properly understood. 
Remain abreast with the procedures and processes that apply in the Office of 
the Director General. Coordinate the budget for the Office of the Director 
General and handling of petty cash requests. Facilitate, plan oversee and drive 
the timely and accurate preparation of the budget of the Office of the Director 
General in line with Public Finance Management Act (PFMA), Treasury 
Regulations and strategic priorities weekly, monthly and quarterly. Compile 
Demand Management Plan (DMP), Medium-Term Expenditure Framework 
(MTEF), Adjustment Estimates and Estimates of National Expenditure (ENE). 
Compile various submissions / memoranda and responses in relation to the 
disbursement function. Oversee effective, efficient, and economical utilization 
of the Director General’s funds. Provide leadership and management in the 
Private Office. Maintain a professional environment in the Private Office. 
Coordinate and manage the quality of work in the Private Office. Monitor and 
manage the daily attendance register. Ensure the development of performance 
agreements and assessment reports. Facilitate all training requirements and 
activities. Facilitate recruitment processes. Maintain accurate leave records. 

ENQUIRIES : Ms Alicia Stevens Tel No: (012) 312 9667 
APPLICATIONS : Applications can be submitted by hand delivery during office hours to: 20 Steve 

Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email 
SPArecruit362025@nda.agric.za. 

NOTE : Africans and Persons with disability. 
 
POST 02/02 : ASSISTANT DIRECTOR: INFORMATION CENTRE REF NO: 3/3/1/32/2025 
  Directorate: Knowledge, Information and Records Management 
 
SALARY : R468 459 per annum (Level 09) 
CENTRE : Gauteng (Pretoria): Head Office 
REQUIREMENTS : Applicants must be in possession of a Bachelor’s degree / National Diploma in 

Information Management / Information Science (NQF level 6). Minimum of 
three (3) years’ experience. Job related knowledge: Basic knowledge of 
agriculture and related fields. Client information needs. Library stock. 
International library standards and procedure. Standards for library 
organization and administration. Applicable computer software and databases. 
Information retrieval. Departmental and other applicable policies. Financial 
matters. Human resource management matters. Job related skills: Planning 
and organizing, Computer literacy. Problem solving. Project management. 
Analytical thinking. Interviewing. Interpersonal relations. Verbal and written 
exchange of information. Tact and diplomacy. Creativity. A valid driver’s license. 

DUTIES : Manage the rendering of information services to internal and external clients: 
Interpret and give guidance on library and information procedures and 
standards. Promote marketing of the library. Client orientation and customer 
focus: Deal with and /or assist with general enquiries. Advise other directorates 
on library and information matters. Deal with service providers and evaluate 
their products.  Manage the creation of bibliographic records and maintenance 
of catalogues: Assist in management of cataloguing new additions to the library 
stock. Assist in management of classification of new stock. Assist in 
management of allocation of subject headings to new stock. Assist in 
management of allocation of shelf numbers to new stock. Assist in 
management of compilation of electronic asset register as required by supply 
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chain management. Assist with and check library assistant’s inputs. 
Organizing, maintenance and preservation of collections: Assist in 
management of sorting and evaluation of new or donated materials. Assist in 
the management of shelving of new and returned items. Assist in managing 
that shelf reading is done as required. Assist in managing that weeding of 
outdated, surplus or damaged materials takes place. Assist in managing the 
repair of damaged books. Assist in managing that current stock is checked to 
substitute missing or damaged documents. Management of library and 
resource centre resources: Manage workflow. Deal with EPMDS matters. 
Provide in-service training and facilitate training by others. Deal with HRM 
matters. Interpret and give guidance on departmental policies. Liaise with 
human resources and other directorates when necessary. Apply financial 
management instructions concerning assets management. In the information 
centre and compile and submit quarterly reports in conjunction with the 
divisional asset’s controller. Practice quality control with regards to financial 
registers. Deal with acquisition of library stock, store items, stationery and 
equipment. 

ENQUIRIES : Mr Ephraim Senamela at (067) 410 6097 
APPLICATIONS : Applications can be submitted by hand delivery during office hours to: 20 Steve 

Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email 
ASDICrecruit32025@nda.agric.za 

NOTE : Africans, Indian Female, Coloured Female, and persons with disability. 
 
POST 02/03 : SUPPLY CHAIN PRACTITIONER: ORDERS REF NO: 3/3/1/33/2025 
  Directorate: Demand And Acquisition Management 
 
SALARY : R325 101 per annum (Level 07) 
CENTRE : Gauteng (Pretoria): Head Office 
REQUIREMENTS : Applicants must be in possession of a Grade 12 Certificate. Minimum of 3 

years’ experience in Logistics environment. Job related knowledge: Public 
Finance Management Act, Treasury Regulations, Preferential Procurement 
Policy Framework Act (PPPFA). Job related skills: Good written and verbal 
communication skills. Supervisory skills. Good interpersonal relation. Time 
management. Organizing and office administration. Good data analysis and 
report interpretation. Computer literacy. At-least LOGIS literacy certificate. 
Ability to work under pressure and meet deadlines. Ability to develop solutions 
to a variety of problems in line with SCM guidelines and departmental policies. 
A valid driver’s license. 

DUTIES : Receive requisitions for goods and services. Check whether all the relevant 
documents are attached. Record all requisitions received in a register. 
Distribute as per Supply Chain Delegations of authority. Process requisitions 
for goods and services. Capture requisitions on LOGIS as per SCM 
delegations of authority. Authorize requisitions on LOGIS as per SCM 
delegations of authority. Create Procurement advice. Process petty cash 
transactions. Capture requisitions for petty cash transactions. Create petty 
cash vouchers. Creation / authorization of purchase orders. Authorize 
procurement advises as per SCM delegations of authority. Run the batch to 
consolidate approved procurement advices into orders authorise orders online 
as per SCM delegations of authority. 

ENQUIRIES : Ms IM Molopyane Tel No: (012) 312 8659 
APPLICATIONS : Applications can be submitted by hand delivery during office hours to: 20 Steve 

Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email 
SCPOrecruit332025@nda.agric.za.  

NOTE : Africans, Coloured and Persons with disability. 
 
POST 02/04 : SECRETARY: VARIOUS COMPONENTS REF NO: 3/3/1/34/2025 
  Directorate: Human Resource Utilization and Development 
 
SALARY : R228 321 per annum (Level 05) 
CENTRE : Gauteng (Pretoria): Head Office 
REQUIREMENTS : Applicants must be in possession of a Grade 12 Certificate (NQF 4). No 

experience required. Job related knowledge: Knowledge of the relevant 
legislation/policies/prescripts and procedure. Telephone etiquette. Basic 
knowledge of financial administration. Job related skills: Sound organizational 
skills. Computer literacy (MS Office). Good interpersonal relations. High level 
of reliability. Written commination skills. Language skills. Ability to communicate 
well with people at different levels and from different backgrounds. Ability to do 
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research and analyze documents situations. Ability to act with tact and 
discretion. Good grooming and presentation. Self-management and 
motivation. Ability to work long extended hours. 

DUTIES : Provide secretarial / receptionist support service to the Director. Receive 
telephone calls and refer the calls to the correct role players if not meant for 
the relevant senior manager. Record appointments and events on the diary. 
Type documents for the senior manager and other staff within the unit. Operate 
office equipment e.g. Fax machine and photocopiers. Provide clerical support 
services to the senior manager. Liaise with travel agencies to make travel 
arrangements. Check the arrangements when relevant documents are 
received. Arrange meetings and events for senior manager and employees in 
the unit. Identify venues, invite role players, organise refreshments, set up 
schedules for meetings and events. Process the travel and subsistence claims 
for the unit. Process all invoices that emanate from the activities of the work of 
the senior manager. Record basic minutes of the meetings of the senior 
manager where required. Draft routine correspondence and reports. Do filing 
of documents for the senior manager and the unit where necessary. Administer 
matters such as leave registers and telephone accounts. Receive, record and 
distribute all incoming and outgoing documents. Handle the procurement of 
standards items such as stationary, refreshments etc. Collect all relevant 
documents to enable the Director to prepare for meetings. Remain up to date 
with regard to prescripts / policies and procedures applicable to the work 
environment to ensure efficient and effective support to the senior manager. 
Study the relevant Public Service and the departmental prescripts / policies 
and other documents to ensure that the application thereof is understood 
properly. Remain abreast with the procedures and processes that apply in the 
office of the senior manager. 

ENQUIRIES : Ms Lexy Manamela Tel No: (012) 312 9569 
APPLICATIONS : Applications can be submitted by hand delivery during office hours to 20 Steve 

Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email 
SVCrecruit342025@nda.agric.za 

NOTE : Africans, Coloured, Indians, Whites and Persons with disabilities. 
 
POST 02/05 : FARM AID REF NO: 3/3/1/35/2025 
  Directorate: Grootfontein Agricultural Development Institute (GADI) 
 
SALARY : R138 486 per annum (Level 02) 
CENTRE : Middelburg (Eastern Cape) Grootfontein Agricultural Development Institute 
REQUIREMENTS : Applicants must be in possession of NQF level 1 or 2 (Abet level 2/3 certificate). 

No previous experience required. 
DUTIES : Perform general activities in respect of crop production through inter-alia the 

following: Irrigation of crops, soil cultivation, apply chemical crop protection, 
reaping, grading, weighing, packing and storage of farm produce, tending of 
crops/orchards/vineyards e.g pruning, weeding etc. Perform general activities 
in respect of livestock through inter-alia the following: Care for livestock, 
dipping, vaccination & dosing, assist with calving, lambing, hatching, count 
livestock, shepherding, moving, weighing of livestock, slaughtering, culling, 
weighing, milling, mixing of feeds, feeding, milking, stacking and storing of 
fodder and feeds etc. Perform general activities which would include inter-alia 
the following: Cleaning of facilities, disposal of farm waste material, providing 
water supply for livestock and farm building, maintain equipment e.g cleaning, 
oiling, sharpening etc, firefighting and prevention, opening of springs, troughs 
and unblocking of drains, Loading/off-loading. Perform general activities in 
respect of infrastructure which would include inter-alia the following: Maintain 
and build roads, fences, pipelines, canals, dams, drinking troughs, animal 
housing, buildings etc. Maintain windmills and water supply system. 

ENQUIRIES : Mr Thabo Molekwa Tel No: (049) 802 6633 
APPLICATIONS : Applications can be submitted by hand delivery during office hours to 20 Steve 

Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email 
Farecruit352025@nda.agric.za 

NOTE : African Male, Indians, Whites and Persons with disability. 
  


