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Job Description 
KwaZulu-Natal Provincial Administration – Isifundazwe Sakwazulu-Natali

Department of Education<>
	A. JOB INFORMATION SUMMARY


	JOB TITLE
	

	GEOGRAPHICAL LOCATION OF POST
	

	COMPONENT NAME
	

	COMPONENT NUMBER
	

	POST CLASS
	

	POST NO.
	

	CORE TITLE
	

	NAME OF JOB HOLDER
	

	PERSAL NUMBER
	

	SALARY LEVEL
	

	DESIGNATION OF SUPERVISORY POST
	

	WORKING ENVIRONMENT
	

	DATE OF EVALUATION
	


	B.      ORGANOGRAM


Refer to the attached organogram
	C.    JOB PURPOSE


	D.    KEY RESPONSIBILITIES


	No.
	KEY RESPONSIBILITY (Including activities)
	PERCENTAGE

%

	1
	
	

	2.
	
	

	3.
	
	

	4. 
	
	

	5. 
	
	

	TOTAL
	
	100%


	E.     COMPETENCY PROFILE


	COMPETENCIES
	ESSENTIAL REQUIREMENTS

	KNOWLEDGE
	As per post requirement / Knowledge of a variety of work ranges and procedures in matters dealing with:

· Good telephone etiquette
· Computer literacy
· Ability to do research and analyze documents and situations

· Knowledge of the relevant legislation/policies/prescripts and procedures

· Basic knowledge of financial administration

	SKILLS
	Should have the following skills / As per post requirement
· Language skills and the ability to communicate well with people at different levels and from different backgrounds

· Sound organizational skills

· Good people skills

· Written communications skills

	MINIMUM EDUCATION AND TRAINING
	As per post requirement or equivalent qualification.

	MINIMUM RELEVANT EXPERIENCE
	As per post required experience in rendering a support service to Senior Management.  

	VALUES/ATTRIBUTES 
	·  High level of reliability.

· Ability to act with tact and discretion.

· Good grooming and presentation.

· Self-management and motivation.

· Ability to work under pressure

	COMMUNICATION AND WORKING RELATIONSHIP
	Internal:

· Departmental Staff

· Head Office

· District Office

· Circuit Management Centres

· Circuit Office 

· Institutions/Schools

· Management

· Political Office Bearers

· Minister

External:

· Private Sector Organisations

· Non-governmental Organisations

· General Public

· Service Providers

· Ministers

Provincial, National and International Departments



	F.     WORKING CONDITIONS 


	PHYSICAL DEMANDS
	· Prolonged use of computer

· Driving

· Working away from base

· Travel on business outside normal working hours

	HOURS OF WORK
	Normal working hours/May be required to work additional time at the MEC’s request


	G.     PROMOTION/PROGRESSION


	NEXT HIGHER POST 
	Compliance with the requirement of higher posts.




	H.     AMENDMENTS TO THE JOB DESCRIPTION


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

	I. PERFORMANCE/WORKPLAN AGREEMENT


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

	
J.     AGREEMENT

	Name: …………………………………… ………………………………   ………………………..

                       Job Holder                           Signature                                 Date

Name: ………….………………………… ……..………………………… ………..……………...

                          Job Holder                        Signature                                 Date
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Signature of post holder________________
                         Signature of supervisor _______________________
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Signature of post holder________________
                         Signature of supervisor _______________________


