DR JS MOROKA LOCAL MUNICIPALITY

ERRATUM

Prospective candidates are hereby informed that the posts/advert, which was published on
Thursday, the 19" May 2022 in Sowetan have the following amendments:

The requirements are corrected;

Withdrawal of ACCOUNTANT: Financial Reporting & Compliance (Re-Advert)
Withdrawal of ASSISTANT MANAGER: COMMUNITY PROGRAMMES

The closing date has been extended to the 17" June 2022

DEPARTMENT: FINANCE (BUDGET & TREASURY)
1. POST: ASSISTANT MANAGER: SUPPLY CHAIN MANAGEMENT (Re-Advert)

SALARY: R 541 382, 84 per annum (Task Grade 15/1)

REQUIREMENTS: Grade 12. B-Com in Accounting, Logistics, Purchasing Management,
Finance or equivalent qualification at NQF level 7. Sound knowledge of the Municipal Finance
Management Act (MFMA), Treasury Regulations, and other finance related legislations. 4 years
relevant/SCM supervisory experience. Achievement of the Minimum Competency Level in terms
of the National Treasury: Local Government, MFMA: Minimum Regulation on competency Level,
Gazette No 29967 issued on the 15 of June 2007 will be an added advantage. Knowledge of SCM
circulars, regulations and Central Supply Database (CSD), report writing skills, presentation skills,
communication skills, conflict management, relationship building skills, negotiating and consulting
skills. Knowledge of municipal systems and contract management will also be an added
advantage. Computer literacy. A valid driver’s license.

RESPONSIBILITIES: Ensuring that the Supply Chain Management policies are in place and
aligned to legislative requirements. Co-ordinates the implementation of functional procedures,
systems and controls associated with the key performance areas. Providing guidelines/ guidance
to personnel on the application of procedures. Checks and verifies compliance to procedural
requirements prior to the processing transactional information.

Executes applications and processes associated with the recording and reconciliation of
accounting records. Develop and maintain a Demand Checklist. Prepare a schedule of bid
committees meeting and provide secretariat duties. Prepare procurement plans. Submit a monthly
deviation on SCM processes report. Prepare an analysis of the suppliers annually. Compile a report
on performance service providers which are on long term contracts for the Annual report
purposes. Ensure management of risks in a pro-active manner and the provision of adequate
cover for residual risks.
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2. POST: ASSISTANT MANAGER: ASSETS MANAGEMENT (Re-Advert)
SALARY: R 541 382, 84 per annum (Task Grade 15/1)

REQUIREMENTS: Grade 12, B-Com in Accounting or equivalent qualification at NQF level 7.
Sound knowledge of the MFMA, Treasury Regulations, and other related legislations. 4 years’
relevant experience. Achievement of the Minimum Competency Level in terms of the National
Treasury: Local Government, MFMA: Minimum Regulation on competency Level, Gazette No
29967 issued on the 15 of June 2007 or completed articles will be an added advantage.
Knowledge of the Case Ware system will also be an added advantage. Computer literacy. A valid
driver’s license.

RESPONSIBILITIES: Manage and report on Council assets. Ensure that compilation of the asset
registers in terms of GRAP 17. Ensure all Municipal assets are insured. Review the reconciliation
of asset registers and general ledger. Prepare Property, Plant and Equipment reconciliation and
notes on the Annual Financial Statement. Safeguard the municipal assets. Review the depreciation
run on a monthly basis. Review the reconciliation of the stock control account. Stores: ensure
that all stock and stock movements are managed, controlled and recorded. Ensure the proper
process of unbundling of all infrastructure assets in accordance with GRAP standards. Support
and contribute to the review of policies.

3. POST: SENIOR ACCOUNTANT: REVENUE (Re-Advert)
SALARY: R 417 069, 87 per annum (Task Grade 13/1)

REQUIREMENTS: Grade 12, National Diploma in Accounting/Commerce or relevant qualification
with Accounting as a major subject at NQF 6, Sound knowledge of the MFMA, Treasury
Regulations, and other legislations. Compliance with the relevant Minimum Competency Levels
for financial officials will be an added advantage. 3 years’ experience of knowledge as an
accountant in Municipal environment. Valid driver’s license.

RESPONSIBILITIES: Monitors the application of accounting procedures by attending to the
verification, reporting, processing and reconciliation of account receivable transactions to support
analysis, identification and recovery overdue accounts, guiding and developing personnel on the
processing sequences and communicating information to promote understanding and corporation
from consumers on payment for services. Responsible for control and investigate the coordination
of outstanding debts from customers and pre-cuts for reconnections.

4. POST: SENIOR ACCOUNTANT: EXPENDITURE (Re-Advert)
SALARY: R 417 069, 87 per annum (Task Grade 13/1)
REQUIREMENTS: Grade 12, National Diploma in Financial Accounting/Management/Public

Finance or relevant financial qualification at NQF level 6, Sound knowledge of the MFMA, Treasury
Regulations, and other legislations. Pastel Payroll and/ or Compliance with the relevant Minimum
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Competency Levels for financial officials will be an added advantage. 3 years' experience as an
accountant in Municipal environment. Valid driver’s license.

RESPONSIBILITIES: Monitors and control the transactional information processing of .general
creditors accounts, transactional procedures and applications for payments of creditors in
business with the Municipality. Reconcile general and statutory account balances against
statements and generating reports detailing the status of creditor accounts for analysis purposes.
Monitors and evaluate activities/ tasks associated with the transaction of payroll process
verification & administration, preparation and payment of salaries, wages and allowances,
attending to queries. Ensures the execution salary run procedures using system tools and menu
options, performing test run and verifying information and, printing salary advice/ pay slips and
supporting documentation.

5. POST: SENIOR ACCOUNTANT: ASSETS (Re-Advert)
SALARY: R 417 069, 87 per annum (Task Grade 13/1)

REQUIREMENTS: Grade 12, National Diploma in Financial Accounting/Management/Public
Finance or relevant financial qualification at NQF level 6, Sound knowledge of the MFMA,
Treasury Regulations, and other legislations. Knowledge of the Case Ware system will also be
an added advantage. 3 years’ experience as an accountant in Municipal environment. Valid
driver’s license.

RESPONSIBILITIES: Ensure that compilation of the assets register in terms of GRAP 17.
Ensure all municipal asserts are insured. Ensure that all stock movements are managed,
controlled and recorded. Review the reconciliation assets registers and general ledge. Review
the depreciation run on monthly basis. Review the reconciliation of the stock control account.

DEPARTMENT: ADMINISTRATION AND CORPORATE SERVICES

6. POST: ASSISTANT MANAGER: RECORDS MANAGEMENT AND ARCHIVES (Re-
Advert)

SALARY: R 541 382, 84 per annum (Task Grade 15/1)

REQUIREMENTS: Grade 12, B-Degree in Archive studies/Administration/information
science/records management or information management at NQF 7. Post graduate qualification
or Records management course offered by the National Archives and Records Services of South
Africa will be an added advantage. 5 years records & Achieve supervisory experience, preferably
in local government. Knowledge of local government operations and its legislations. Computer
literacy and valid driver’s license.

RESPONSIBILITIES: Establishing proper management and monitoring system for record
Management. Developing relevant policies and procedures of record management system.
Ensuring compliance with pieces of legislations dealing with record management and archives.
Providing administrative support pertaining to record management system. Controlling
accessibility to records files. Developing procedures for disposal of records. Developing,
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maintaining, verifying and evaluating existing systems for record management. Supervision and
personnel management under Unit: Records management. Providing advice, writing reports and
publications, providing training to staff that have responsibility for managing records.

7. POST: SENIOR ADMIN OFFICER: MBIBANE (Re-Advert)
SALARY: R 370 442, 86 per annum (Task Grade 12/1)

REQUIREMENTS: Grade 12, National Diploma in Office Management or relevant qualification.
2-3 years relevant administration experience. Certificate in computer literacy (MS Word, Excel &
PowerPoint). Good communication and interpersonal & administrative skills.

RESPONSIBILITIES: Providing daily administrative support to unit office with clerical tasks.
Coordinates and maintaining the efficiency and quality of procedural applications with respect to
the implementation of incoming, circulation and outgoing correspondences Oversee, direct, and
coordinate the work of lower level staff. Select, supervise, train, and evaluate staff. Receiving
queries on administrative matters and communicating/ referring to relevant personnel for
attention and feedback

8. POST: TRAINING & SKILLS DEVELOPMENT COORDINATOR
SALARY: R 265 789, 41 per annum (Task Grade 10/1)

REQUIREMENTS: Grade 12, National Diploma in Human Resources Development/
Management or relevant qualification (NQF Level 6). A minimum of 1 to 2 years relevant
(training & Development) working experience. Computer Literacy. Knowledge of Setas
operation will be added as an advantage, preferably Local Government Sector Education and
Training Authority (LGSETA). Knowledge of skills development legislation. Knowledge of Work
Skills Plan (WSP) & Annual Training Report (ATR). Interpersonal skills. Negotiation skills.
Computer literacy (MS Word, Excel & PowerPoint), Good Communication and Interpersonal &
Administrative Skills, Ability to work under pressure.

RESPONSIBILITIES: Conduct skills audit of the staff. Influence key stakeholders’ participation
in the skills development planning of the municipality. Promote skills development strategies such
as learnerships and skills programmes within the municipality. Consolidate Workplace Skills Plan
and compile ATR for municipality. Submit WSP & ATR to Training Committee as part of the
consultative processes. Advise the SDF, Assistant Manager, Training Committee and Employment
Equity Consultative Forum on the implementation of the WSP & ATR and any matters relating to
training and development. Arranging Training Committee meetings in order to compile a WSP &
ATR and to discuss any other training and development related issues (notices, agendas and
minutes).
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DEPARTMENT: TECHNICAL SERVICES

9. POST: CHIEF TRANSPORT OFFICER
SALARY: R 541 382, 84 per annum (Task Grade 15/1)

REQUIREMENTS: Grade 12, National Diploma in Management or relevant qualification at NQF
6. 2-3 years relevant experience in management. Fleet management or automotive environment,
preferably in local government will be an added advantage. Knowledge of local government
operations and its legislations. Computer literacy and valid driver’s license.

RESPONSIBILITIES: Manage and approve vehicle repairs and maintenance thereof.
Responsible for the upkeep, compliance and renewal of the National Transport Road Act according
to the prescriptions of the Road Traffic Act. Road Traffic Act. Process vehicle and plant capital
purchases by compiling technical specifications required for tendering process. Give
recommendations and processes information on new vehicles into the costing system to keep
records updated, as well as insuring council’s fleet. Oversee the updating of the fleet register by
confirming new purchases, vehicle allocations and vehicle withdrawals from the fleet. Monitoring
daily fleet operations (fuel management, route planning & scheduling etc.)

10.POST: PETROL & DIESEL MECHANIC X2
SALARY: R 265 789, 41 per annum (Task Grade 10/1)

REQUIREMENTS: Grade 12. National (Nated) Certificate in Motor Mechanics (N4), with a Motor
Mechanic trade test & Red seal/ticket certification. Valid driver’s license and computer literacy. 2
years’ experience after apprenticeship in an automotive environment.

RESPONSIBILITIES: Discuss problems with car drivers or vehicle or plant operators to
discover faults. Examine vehicles/plant to determine extent of damage or malfunctions. Test
drive vehicles and test components and systems, using equipment such as infrared engine
analysers, compression gauges, and computerized diagnostic devices. Attend to complaints and
breakdown calls. Order spares as required. Inform relevant department about the status of the
repairs.
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Note: Employment Equity candidates are encouraged to apply as the Municipality seek to achieve
its employment equity targets.l]

Security clearance (vetting) will be conducted on all successful candidates.

No faxed or emailed applications will be considered. The selection process will be influenced by
the municipality’s Employment Equity Principles. Please note that correspondence will be limited
to shortlisted candidates only. Applicants who have not been contacted within six weeks after the
closing date should assume that their applications were unsuccessful.

The Municipality reserves the right not to make any appointment.

To apply: use a prescribed application form (its available on the website titled “application
form for employment” at www.moroka.gov.za or municipal offices), accompanied by certified
copies of qualifications, ID document, (not older than six months), and a detailed CV, must be
addressed to: The Municipal Manager, Dr J.S Moroka Local Municipality, Private Bag X 4012,
Siyabuswa, 0472. Applications can also be hand delivered in our Head office at: A2601/3
Bongimfundo Street, Siyabuswa.

For all re-advertised posts: candidates who previously applied, are encouraged to re-apply.
We apologies for any inconvenience caused.

For More information — Human Resources (013) 973 1101 / 1390
Closing date: 17 June 2022

Ms. MATHEBELA M.M
MUNICIPAL MANAGER
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