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NOTICE NO. 01 OF 2022

RE-ADVERTISEMENT
EXTERNAL STAFF VACANCY

Applications are invited from suitably qualified persons for the below-mentioned posts.
King Sabata Dalindyebo Municipality subscribes to the principles of employment equity
as espoused in the relevant legislation.

DEPARTMENT 3 OFFICE OF THE MUNICIPAL MANAGER
(OFFICE OF THE EXECUTIVE MAYOR)
POST NAME 3 GENERAL MANAGER: OFFICE OF THE EXECUTIVE
MAYOR
TASK GRADE ¥ 18
EMPLOYMENT : EMPLOYMENT CONTRACT ATTACHED TO
THE POLITICAL OFFICE BEARER
SALARY SCALE 3 R 1275 585.00 per annum (Total Cost to Company)
REQUIREMENTS
e Matric
e B-Tech in Public Administration or any relevant qualification at NQF Level 7.
e Atleast 5 years' relevant experience of which 3 years must be at managerial level.
e Understanding local Government Administration and political structure.

Valid driver's licence

KEY PERFORMANCE AREAS (but not limited to)

* Give strategic administrative leadership to the Office of the Executive Mayor.

e Develop and review policies relevant for the efficient and effective functioning of the
office.

o Develop a strategic plan for the Office of the Executive Mayor.

e Develops content for all Executive Mayor's official documents.
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Ensure that the programs are coherently with the strategic plan for the office.

Ensure that Mayoral Committee and its Committees as regulated by the law and
consistency with their mandates.

Guide and advise the council/ mayoral committees in their execution of their duties.
To assist the council effect its oversight role effectively.

DEPARTMENT ; OFFICE OF THE MUNICIPAL MANAGER
(OFFICE OF THE EXECUTIVE MAYOR)

POST NAME : CHIEF OF STAFF

TASK GRADE : 15

EMPLOYMENT : EMPLOYMENT CONTRACT ATTACHED TO THE
POLITICAL OFFICE BEARER

SALARY SCALE 4 R 897, 671.00 per annum (Total Cost to Company)

REQUIREMENTS

e Matric

Three (3) year qualification in Public Administration or any relevant qualification at
NQF Level 6.

At least 5 years' relevant experience of which 3 years must be at managerial level.
Understanding local Government Administration and political structure.

Valid driver's licence

KEY PERFORMANCE AREAS (but not limited to)

Provides executive support and management function in the Office of the Executive
Mayor.

Manages stakeholder engagement and intergovernmental relations for the Office of
the Executive Mayor.

Provides protocol and VIP protection support to the Executive Mayor at all official
events of the Municipality.

Manage processes towards efficient and effective audit processes

Manages specific administrative requirements associated with smoothing running of
the office of the Executive Mayor.

Provide leadership and accountability for the development, implementation, and
management of comprehensive risk-based compliance systems

Preparing annual budget and revised budget, controlling expenditure for the office
and reporting on deviations.

Execute and monitor the implementation of resolutions relating to the Office of the

Executive Mayor and report on the progress.
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DEPARTMENT 3 OFFICE OF THE MUNICIPAL MANAGER

(OFFICE OF THE SPEAKER)
POST NAME 5 CHIEF OF STAFF
TASK GRADE 5 15
EMPLOYMENT : EMPLOYMENT CONTRACT ATTACHED TO THE
POLITICAL OFFICE BEARER
SALARY SCALE 3 R 897, 671.00 per annum (Total Cost to Company)

REQUIREMENTS

Matric

Three (3) year qualification in Public Administration or any relevant qualification at
NQF Level 6.

Atleast 5 years' relevant experience of which 3 years must be at managerial level.
Understanding local Government Administration, Policy formulation and political
structure.

Valid driver’s licence

KEY PERFORMANCE AREAS (but not limited to)

e Manages the administrative support for the legislative arm of the Council.

Manage and monitor the adequate support of the welfare of Councilors on behalf of
the Speaker.

Manage the coordination of seating of the Speaker's Forum.

Develop and implement policies relating to Council Welfare, Civil Education,
Community Development, social transformation and nation building.

Developing, implementing and monitoring strategic programmes within the Office of
the Speaker.

Implementing and monitoring of policies/ protocols/ terms of reference for sectors/
ward committees and verifying that policies are implemented through interaction with
relevant stakeholders.

Preparing annual budget and revised budget, controlling expenditure for the office
and reporting on deviations.
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DEPARTMENT 3 OFFICE OF THE MUNICIPAL MANAGER

(OFFICE OF THE SPEAKER)

POST NAME : MANAGER: MPAC AND RESEARCH
ADMINISTRATION

POST LEVEL ; 15

EMPLOYMENT : EMPLOYMENT CONTRACT ATTACHED TO THE

POLITICAL OFFICE BEARER

SALARY SCALE i R 897, 671.00 per annum (Total Cost to Company)

REQUIREMENTS

e Matric

Three (3) year qualification in Public Administration/Accounting/ Auditing or any
relevant qualification at NQF Level 6.

At least 5 years' relevant experience of which 3 years must be at managerial level.
Understanding local Government Administration and political structure.

Valid driver's licence

KEY PERFORMANCE AREAS (but not limited to)

Providing strategic and administrative support to MPAC in the analysis of financial and
non-financial performance of the institution.

Manages specific administrative and reporting requirements associated with the key
performance and results indicators of the MPAC functionality.

Coordinate necessary information and documentation for the Committee to
interrogate the actions of the executive.

Conduct research towards ensuring efficiency and effectiveness of the office.
Provide support to the Committee to exercise oversight over the executive
functionaries of council and to ensure good governance in the municipality.

Manage processes for MPAC projects as directed by Council and the Municipal
Manager on strategies to ensure good governance

Conduct capacity building programmes for MPAC.

Lead adhoc projects that may arise working with Risk Management and Internal Audit
Provide secretarial and administrative requirements to support the MPAC projects
and programmes.

Provide strategic and administrative support to MPAC towards compilation of
oversight report.
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DEPARTMENT 3 OFFICE OF THE MUNICIPAL MANAGER

(OFFICE OF THE SPEAKER)
POST NAME : MANAGER: PUBLIC PARTICIPATION
POST LEVEL 3 15
EMPLOYMENT g EMPLOYMENT CONTRACT ATTACHED TO THE
POLITICAL OFFICE BEARER
SALARY SCALE : R 897, 671.00 per annum (Total Cost to Company)
REQUIREMENTS
e Matric

Three (3) year qualification in Public Relations or any relevant qualification at NQF
Level 6.

At least 5 years' relevant experience of which 3 years must be at managerial level.
Understanding local Government Administration and political structure.

Valid driver's licence

KEY PERFORMANCE AREAS (but not limited to)

Manage the Back to Basic program by providing relevant information

Manage and coordinate ward committees and public meetings and provide reports.
Design a capacity building program based on the results of the assessment to ensure
effective participation of municipal elected bodies in municipal affairs.

Develop and implement Public Participation Strategies and manage Public
Participation including Ward committees and religious groups

Manage Social facilitation by training communities on Human Rights

Manage Community petitions programmes by keeping register and monitor
resolutions thereof

Manage secretariat services in all public activities of the municipality.

Design mechanisms and provide support to municipalities in conducting public
consultations and hearings;

Design, initiate and institutionalize customer satisfaction surveys to ensure citizen
feedback and to improve service delivery
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Enquiries may be directed the Staff Provisioning Office at 047 — 501 — 4102 /4008 /
4100/ 4110/ 4386 (Munitata Building, Mthatha).

PLEASE NOTE:

1

Preference will be given to suitable qualified person in line with the employment equity
act and approved employment equity plan of KSD Municipality. Applicants from
designated groups are encouraged to apply especially women and people with
disabilities.

Applicants should submit their applications together with covering letter, CV'S and
certified copies of their qualifications, academic record, [Matric certificate must also
be attached] ID- document and Driver's licence [where applicable].

Faxed and e-mail applications are not accepted, APPLICATIONS RECEIVED AFTER
THE CLOSING DATE AND TIME and applications without certified copies of
documents will strictly not be considered.

Canvassing for appointment to the positions and corroborating proof thereof will result
in disqualification of a candidate.

Appointment will be subjected to compulsory pre-employment screening in the form
of determining the validity of qualifications, current and previous employment
reference check, criminal checks and competency assessment (where applicable).
Applicants in possession of foreign qualification/s must attach a certificate of
evaluation from SAQA.

Due to the large number of applications we envisage to receive, applications will not
be acknowledged. Should you not be contacted after 30 days from the closing date
of the advertisement, please consider your application unsuccessful.

CLOSING DATE: NOT LATER THAN WEDNESDAY

The Council reserves the right to appoint or not to appoint any candidate if in its view

no suitable candidate could be found.

Applications must be forwarded to:

Office 312 Archives and Registry, third Floor, Munitata Building or Post to: The

Director Corporate Services KSD Local Municipality. P. O. Box 45. MTHATHA 5099.

N. PAKAD
F xﬂMUNICIPAL
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