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POST 16/81 : DEPUTY DIRECTOR: ADMINISTRATION SERVICES (REF NO: 
DHET42/04/2022) 

  Branch: Office of Director-General 
  Directorate: Executive Support and Administrative Services 
 
SALARY : R744 255 per annum (Level 11), (all-inclusive remunerative package) 
CENTRE : Pretoria 
REQUIREMENTS : An appropriate bachelor’s degree/advanced diploma (NQF level 7) in Public 

Management/Administration or equivalent qualification. A minimum of five (5) 
to ten (10) years of work experience in office management with at least three 
(3) to five (5) years at the Junior Management level. Strong organizational skills 
with specific reference to the management of documents. Sound 
understanding of financial policies as guided by Treasury Regulations. Good 
communication skills with high proficiency in writing. Specialist knowledge such 
as advanced level of computer literacy (MS Office, Excel, and PowerPoint). 
Must be assertive and have sound interpersonal relations and conflict 
management skills. Ability to work without supervision. Ability to work as part 
of a team and under pressure. Ability to coordinate and liaise with internal 
Departmental branches and external stakeholders. Willingness to travel and 
work extra hours. A valid driver’s licence is essential. 

DUTIES : Maintain a workflow system for the registration, tracking, coordinating, and 
filing of information and/or documentation from and to branches within the 
Department, external government departments, entities, and stakeholders. 
Distribute, monitor, and follow up on decisions/actions agreed to at meetings, 
e.g., MMM, SMS, Broad Management, Branch etc. Respond to and address 
queries addressed to the Department. The provision of administrative, 
logistical, and secretarial support to internal and external engagements 
organized by the Office of the Director-General as well as for all high-level 
meetings. Research and compile documentation related to correspondence, 
media statements, briefing notes, speeches, parliamentary questions, etc. and 
quality assure the documentation requires the Director-General’s attention 
and/or consideration. General administrative duties to ensure the effective and 
efficient functioning of the Office of the Director-General. Coordinate, 
implement and manage specialised focus projects as and when required by 
the Director-General. Engage with various post-schooling sector stakeholders. 
To ensure the safekeeping of all high-level meeting records and information. 

ENQUIRIES : Mr P Mtshali Tel No: 012 312 5089 / Mr R Kgare Tel No: 012 312 5442 / Mr D 
Moyane Tel No: 012 312 5165 

APPLICATIONS : DHET invites applicants to apply online on the New Z83 form by accessing the 
Departmental Website (click ‘apply now’ button) or 
http://z83.ngnscan.co.za/apply and following the easy prompts/instructions. 

NOTE : Upload the supporting documents namely, (1) a comprehensive CV, and (2) 
copies of all qualifications (including matriculation), identity document, valid 
driver’s licence, and any other document (where is required). A fully completed 
and signed (electronic signature) Z83 form will be considered. A user guide 
and ‘how to’ videos will assist in how to complete the form and digital signature. 
Only shortlisted candidates will be required to submit certified 
documents/copies on or before the day of the interviews. It is the applicant’s 
responsibility to have foreign qualifications evaluated by the South African 
Qualification Authority (SAQA). Candidates whose appointments promote 
representativity in terms of race, gender, and disability will receive preference. 
All shortlisted candidates for SMS posts will be subjected to a technical 
exercise that intends to test relevant technical elements of the job, the logistics 
of which will be communicated by the Department. The successful candidate(s) 
will be required to undergo a Competency Assessment. One of the minimum 
entry requirements for the SMS position is the Pre-entry Certificate. No 
appointment will take place without the successful completion of the pre-entry 
certificate and submission thereof. For more details on the pre-entry course 
visit: https://www.thensg.gov.za/training-course/sms-pre-entry-programme/. 
The candidate(s) will be required to sign an annual performance agreement, 
disclose his/her financial interests, and be subjected to security clearance. If 
you have not been contacted within three (3) months of the closing date of this 
advertisement, please accept that your application was unsuccessful. Suitable 
candidates will be subjected to personnel suitability checks (criminal record 
check, citizenship verification, qualification/study verification, and previous 
employment verification). “DHET is committed to providing equal opportunities 
and practising affirmative action employment.  It is our intention to promote 
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representativity in terms of (race, gender, disability) in the organisation. 
Women and people living with disability will receive preference in all DHET 
posts”. 

CLOSING DATE : 27 May 2022. Applications received after the closing date will not be 
considered. 

 
POST 16/82 : DEPUTY DIRECTOR: ETHICS AND INTEGRITY MANAGEMENT (REF NO: 

DHET41/04/2022) 
  Branch: Office of the Director-General 
  Directorate: Risk, Fraud, Ethics, and Integrity Management 
 
SALARY : R744 255 per annum (Level 11), (all-inclusive remunerative package) 
CENTRE : Pretoria 
REQUIREMENTS : An appropriate bachelor’s degree/advanced national diploma (NQF level 7), in 

Public Management/Administration or equivalent qualification. A relevant post-
graduate qualification (NQF level 8) will be an added advantage. A minimum 
of five (5) to ten (10) years’ experience in ethics and Integrity management with 
at least three (3) to five (5) years’ experience at the Junior Management level 
in Administration or Public Management. Knowledge and understanding of 
stakeholder management. Verbal and written communication and presentation 
skills. Advanced computer skills (MS Word, MS PowerPoint, MS Excel, MS 
Access, and MS Outlook). Knowledge of the Government’s Financial 
Disclosure System, knowledge of various pieces of legislation, regulations and 
policies governing financial matters in government, experience with the e-
Disclosure System, and the nature of the different financial disclosures. An 
understanding of DHET’s strategic vision and priorities and how it links with the 
broader government’s vision of an ethical, and professional developmental 
state. Thorough knowledge of all policies and legislation governing the Post-
School Education and Training sector. Ability to analyse documents, interpret 
policies and draft official reports. Values and attitudes: client-oriented focused; 
Integrity and loyalty are essential. Willingness to travel and a valid driver’s 
licence. 

DUTIES : Provide coordination and support to the Deputy Director-General: Corporate 
Services. Provide support within the office of the Manager. Scrutinise 
documents to determine action/information/documents required. Records 
minutes/ resolutions and communicate/ disseminate to relevant role players. 
Compile the agenda of meetings and ensure the circulation of accompanying 
memoranda. Coordinate all branch meetings including overseeing the logistics. 
Coordination of parliamentary enquiries with the relevant units. Manage 
general support services in the office of the Manager. Manage the 
engagements of the Manager. Set up and maintain the system in the office that 
will ensure efficiency in the office. Manage the resources in the office of the 
Manager. Keep records of expenditure commitments, monitor expenditure, and 
alert the Manager about possible over and underspending. Monitor the monthly 
cash flow for the Branch. Oversee responses drafted by the other staff 
members on enquiries received from internal and external stakeholders. 
Manage leave register, attendance register and telephone accounts. 
Undertake policy or line function tasks required. Compile memorandum, 
reports, and submission a variety of other correspondence as required. 
Compile presentations and basic speeches for the Manager and refer complex 
matters to the relevant unit for preparation. Coordinate, follow up and compile 
reports of a transverse nature for the Manager and advise or sensitise the 
Manager on reports to be submitted. Coordinate external strategic alliances 
between the offices of the Manager and other stakeholders. Liaise with 
stakeholders to ensure the integration of programmes. Scrutinise documents 
to determine actions/ information/ documents required. Records minutes/ 
resolutions and communicate/disseminate to relevant role role-players. Follow 
up on progress made and prepare briefing notes as well as other documents. 
Compile the agenda of meetings chaired by the Manager and ensure 
circulation of the accompanying memorandum. Coordinate the performance 
agreement/ assessments and financial disclosures about Managers.  

ENQUIRIES : Mr P Mtshali Tel No: 012 312 5089 / Mr R Kgare Tel No: 012 312 5442 / Mr D 
Moyane Tel No: 012 312 5165 

APPLICATIONS : DHET invites applicants to apply online on the New Z83 form by accessing the 
Departmental Website (click ‘apply now’ button) or 
http://z83.ngnscan.co.za/apply and following the easy prompts/instructions. 


