
 

 

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                :  Mbombela: Please forward your applications quoting the relevant reference 

number to: The Department of Water and Sanitation, Private Bag X 11259, 
Mbombela 1200, or hand deliver to the Department of Water and Sanitation 
at the reception ground floor, Prorom Building, 35 Brown Street - Corner 
Brown & Paul Kruger Streets, Mbombela. For attention: Mr D.P Nkuna  

 
CLOSING DATE  : 30 August 2019 TIME: 16:00 

 
POST                               : PERSONAL ASSISTANT REF NO: 300819/05 

 
BRANCH                          :  CHIEF OPERATIONS OFFICE: MPUMALANGA 
 
SALARY  : R 257 508 per annum (Level 07) 

 
CENTRE : Mbombela 

 
REQUIREMENTS             : A Secretarial Diploma or equivalent qualification. Three (3) to five (5) years’ 

experience in rendering support services to Senior Management. Excellent 
computer literacy skills. Advanced proficiency in microsoft office suite. Good 
office management skills inclusive of document tracking, storage and retrieval 
system. Sound organizational skills. High level of reliability. Ability to act with 
tact and discretion. Ability to research and analyse documents and situations. 
Good grooming and presentation skills. Self-management. Knowledge of 
dispute resolution process. Knowledge of basic financial management and 
knowledge of relevant legislations. The successful candidate must be highly 
reliable, self-motivated, flexible, creative, client focused and quality 
orientated. Excellent communication skills (both verbal and written). Good 
accountability and ethical conduct.  

 
DUTIES                            : Provide personal assistance, including a secretarial support service to the 

Chief Director. Render administrative support services. Manage the dairy and 
provide support to the Chief Director regarding meetings. Support the Chief 
Director with the administration of budget. Operate and ensure that office 
equipment, e.g. computer systems and photocopiers are in good working 
order. Ability to perform advanced typing. Utilise discretion to decide whether 
to accept, decline or refer queries. Compile schedules for appointments. 
Ensure the effective flow of information and documents to and from the office 
of the manager. Ensure the safekeeping of all documentation. Obtain inputs, 
collates reports, e.g. progress reports, monthly reports and management’s 
reports. Scrutinise routine submissions, reports and make notes for the 
Managers recommendations. Draft documents as required. Manage the leave 
register and the telephone accounts for the unit. Handle the procurement of 
standard items like stationery, refreshments etc. Coordinate logistical 
arrangements for meetings/travelling required and processing of Subsistence 
and Travel claims for the Manager. Keep record of expenditure commitments, 



monitor expenditure and alert manager of possible over and under spending. 
Acquaintance with the relevant Public Services and departmental prescripts 
or policies and other documents. Remain up to date with regard to the 
prescripts, policies and procedures.  

 
ENQUIRIES                       : Mr Guma F, Tel No: (013) 759 7310 

 


