
 

 

DEPARTMENT OF WATER AND SANITATION 

NOTE: Applications must be submitted on a signed and dated Z83 form, obtainable from any Public Service 
Department, and should be accompanied by a comprehensive CV as well as certified copies of qualifications and 
Identity document. No late, faxed or e-mailed applications will be accepted. Correspondence will be limited to 
shortlisted candidates only. If you have not heard from us within two (2) months of the closing date, please 
accept that your application was unsuccessful. Preference will be given to previously disadvantage groups. 
Successful applicants will be required to undergo standard Government security clearance procedures including 
verification of qualifications. Should you be in a possession of a foreign qualification(s), it must be accompanied 
by an evaluation from South African Qualification Authority (SAQA). “All SMS shortlisted candidates 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. Following the interview and technical exercise, the selection panel will 
recommend candidates to attend a generic managerial competency assessment (in compliance with the DPSA 
Directive on the implementation of competency based assessments). The competency assessment will be testing 
generic managerial competencies using the mandated DPSA SMS competency assessment tools” People with 
disabilities are encouraged to apply for the posts. People who are not employed by the Public Service 
Departments are welcomed to apply for posts. The department reserves the right not to make an appointment. 
 
APPLICATIONS               : Head Office Pretoria: Please forward your applications quoting the relevant 

reference number to the Department of Water and Sanitation, Private Bag 
X350, Pretoria, 0001 or hand deliver to 285 Continental Building, Corner of 
Visagie and Bosman Street, Pretoria. For attention: Ms LI Mabole 

 
 
CLOSING DATE  : 07 June 2019 TIME: 16h00 
 
POST                                 : SENIOR PROVISIONING ADMINISTRATIVE OFFICER: (X3 POSTS) REF 

NO 070619/06 
 
BRANCH  : FINANCE MAIN ACCOUNT  MOVABLE ASSETS / LEASED ASSETS 
 
SALARY  : R 316 791 per annum (level 8) 
 
CENTRE : Pretoria 
 
REQUIREMENTS              :  A National Diploma or Degree in Accounting / Financial Management / 

Supply Chain Management/Logistics/Purchasing  Management, or equivalent 
qualification. A minimum of three to five years’ experience at a level of 
Provisioning Administrative Officer in Asset Management environment. 
Knowledge of the PFMA, Asset Management Framework and Treasury 
Regulations and other relevant legislation. Knowledge of Basic Accounting 
System (BAS) & LOGIS/SAP. Computer literacy with sound knowledge of the 
Ms Office suite preferably Excel. Demonstrate leadership/ interpersonal 
relationship and asset management skills. Good client service orientation 
skills. Ability to monitor and check information as well as set up and maintain 
information system. Willingness to work cooperatively with others as a team 
and good communication skills. 

 
DUTIES                             :  Ensure that assets are properly accounted for in the Asset Register and 

complies with National Treasury Guidelines. Update new additions, 
movements, transfers and disposals. Reconcile BAS with the Asset Register 
on monthly basis. Monitor all entries made on the Asset Register as per 
minimum requirements. Retiring of all losses and disposed assets in the 
register.  Update inventory lists. Ensure that asset policies and procedures 
guidelines are implemented and ensure compliance thereof. Ensure that the 
Department’s asset requirements are included in the budget. Perform 
quarterly asset count. Conduct Bi –annual physical verification of movable 
assets and reconcile against the Asset Register and Trial Balance. Implement 
and manage registers for Finance Leases. Verify the existence of Finance 
Leases and prepare monthly reconciliation between Bas and amortization 
tables versus the Finance Leases register. Ensure reconciling items are 
cleared. Ensure proper annual reporting and reconciliations. Quality 
assurance of asset management processes. Assist on preparing AFS for 



interim & final audit for both internal and external Auditors. Quarterly review 
performance of staff within Asset Management in line with the Human 
Resources Management guidelines.   

  
ENQUIRIES  : Ms A Woko, Tel 012 336 8982 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


