INTERNAL ADVERTISING
ABAQULUST MUNICIPALITY
Aquu'"lusi_'Muhicip’alify seeks to app_dinf experienced, highly
motivated and suitably }ql‘.lql_ifl'e‘d_ pgr"}sqh‘s:“rol the followingv positions:

Corporate ‘Services Department

Annual salary: R133, 9-8‘.2‘_52 -'R173, 9_29;80 pér'annual, Task level 6 of
a Grade 3 Local Municipality (Task system) plus normal fringe benefits
applicable to Local Government.

Requirements:

* Grade 12 (NQF Level 4).
¢ Computer Literacy
" Relevant human resources experience (1-2 years).

Key Performance Areas

* Maintaining and updating personnel information with respect to changes
in employment/ personal status and attending to the safekeeping of
personnel records/ files in accordance with approved recordkeeping
systems.

¢ Processing/ updating Human Resources Information System records.

* Accessing information from records in respect of queries or audit
requirements, checking, or confirming with the immediate superior the
applicability of the information in relation to the request.

° Receiving and responding to queries or information needs,

* Attends to specific requirements related to the provision of office



suppom‘ and secre’ramal suppom‘

Ex‘rmcﬁng specn‘lc sysTem reporfs accordlng fo The requesT for )

lnformaﬂon accessmg speaﬂc folders and flles and usmg sysfem reporT

facnlmes To creaTe The neporT ln The desnred formaT -
,Aﬁendlng To SCheduled meeﬂng r‘equmemenfs (dlsapllnary heamngs
m’rernal deparTmenTal meeﬂngs efc) cnrculahng noﬂﬂca‘nons and

agendas r'ecor'dmg The dlSCUSSthS of The meeﬂng and pr*epamng The

: mlnuTes and forwardlng for appnoval pmon to cnrculaﬁon

Notes to brospective _aép'l ic’ci‘nfs_ o

o

A Comprehenswe Curr'lculum Vitae, together wnTh a covering letter and
certified copies of quahﬁcahons should be sent to the Municipal
Manager: AbaQulusn Munucnpahfy P.O. Box 57, Vryheid 3100. No faxed or -
e-mailed appllcaﬂons will be accepted;

~ Shortlisted Candidates will be expected to compleTe a practical

competency evaluation and will be subjected to reference and background
checks:

If there's no response from Abaqulusi Municipality within two months of

the closing date, the applicant must accept his/her application as
unsuccessful

Enquiries may be directed to the Human Resources on 034-9822133 ext

2337 & 2334

The AbaQulusi Mumc:pamy s committed to comply with the requirements of

The EmploymenT Equity Act, No 55 of 1998, for the advancement of
prewousLy dlsadvan“raged and disabled persons.

/ Closing Date

16 November 2020




