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CENTRE : Pretoria 
REQUIREMENTS : Bachelor’s degree in LLB (NQF 7) as recognized by SAQA coupled with at least 8 years 

proven post qualification legal experience. A valid driver’s license. Basic understanding 
of legislation applicable to the Public Service including through knowledge of National 
Treasury prescripts, LRA, PSA and regulations. Ability to draft comprehensive and well 
researched legal opinions. Ability to draft, review, legal/investigative memoranda, 
Standard Operating Procedure and policies. Good interpersonal, verbal and written 
communication skills are essential. This post requires an independent thinker who can 
work without supervision all the time. An admission as an Attorney or Para-legal training/ 
experience will serve as an advantage 

DUTIES : The successful candidate will perform the following duties: render legal advisory 
services. Provide legal advice and guidance to department. Drafting and vetting of 
contracts. Memorandum of understanding and Service Level Agreements. Provide well 
researched legal opinions and advice in complex matters relating to the operations of 
the department. Maintain the contingent liability register for the organization. Manage 
the resolution of legal disputes and liaising with external legal professionals. Compile 
instructions to external consultants, State Attorneys and manage the progress until 
finalization. Provide legal intervention in the vent of breaches of contracts or legal 
disputes including contract cancellation, ensure compliance with legislations, 
regulations, policies and frameworks and undertake legal research to provide sound 
legal services to the department. Keep stakeholders up to date with progress of cases 
in court, legal drafting and drafting of contracts, Service Legal Agreement and 
Memorandum of Understanding. 

ENQUIRIES : Ms CA Dreyer Tel No: 012 764 3932 
 
POST 26/40 : SENIOR LEGAL ADMINISTRATION OFFICER: LITIGATION (MR-6) REF NO: GPW 

22/20 
  Re-Advertisement: Candidates who previously applied for this post must re-apply 
 
SALARY : R480 927 – R1 157 940 per annum, (salary to be determined in accordance with 

experience as per OSD salary determination) 
CENTRE : Pretoria 
REQUIREMENTS : Bachelor’s degree in LLB (NQF 7) as recognized by SAQA coupled with at least 8 years 

proven post qualification legal experience. A valid driver’s license. A thorough 
understanding of administrative law, criminal law, criminal procedure, law of evidence, 
investigative system and procedures are essential for consideration for appointment. 
Ability to draft legal/investigative memoranda, Standard Operating Procedures and 
policies. Good interpersonal, verbal and written communication skills are essential. This 
post requires an independent thinker who can work without supervision all the time. An 
admission as an Attorney or Para-legal training/ experience will serve as an advantage. 

DUTIES : The successful candidate will perform the following duties: render legal advisory service. 
Provide legal advice and guidance to the department. Render labour litigation advisory 
services and represent the department in labour court litigations. Provide legal sound 
written opinions, ensure compliance with legislations, regulations, policies and 
frameworks, facilitate the appointment of specialist legal representation to manage the 
prosecution of high level and sensitive cases, representing the department in civil and 
labour litigation and undertake legal research to provide sound legal services. Keep 
stakeholders up to date with progress of cases. 

ENQUIRIES : Ms CA Dreyer Tel No: 012 764 3932 
 
POST 26/41 : SENIOR ADMINISTRATIVE OFFICER REF NO: GPW 22/22 
  Re-Advertisement: Candidates who previously applied for this post must re-apply 
 
SALARY : R321 543 per annum (Level 08) 
CENTRE : Pretoria 
REQUIREMENTS : A National Diploma (NQF 6) or Bachelor’s degree as recognized by SAQA with at least 

3 years’ experience in administrative support. Computer literacy, good interpersonal 
relations, excellent communication and organizing skills. Ability to work with confidential 
information. Multitask and work independently. 

DUTIES : The successful candidate will perform the following duties: execute a variety of 
administrative tasks in order to render administrative support to the Directorate Legal 
Services, draft memoranda and submissions. Respond to incoming calls effectively and 
efficiently. Attend to queries and customer complains promptly. Provide record 
management and filling services. Ensure the effective flow of information to and from 
the office. Receive and register incoming correspondence. File and safe keep 
documents in line with the file plan, other relevant practice and regulations. Register and 


