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IT SUPPORT TECHNICIAN REF NO: REFS/022843
Directorate: IT and Service Management
Sub- Directorate: District Office Support

R397 116 per annum

Head Office, Johannesburg

An appropriate recognized 3-year National Diploma/ Degree (NQF Level 6/7)
in Information Technology/Information Systems/ Computer Science plus a
minimum of 2 years’ relevant experience in Information Technology Technical
Support environment. ITIL Foundations Certificate/ certified ITIL/MCSE/A+/N+
will be an added advantage. Knowledge of legislative frameworks within the
public sector and knowledge of ITIL processes will be an advantage. Client
orientation and good customer skills, technical and interpersonal skills. Good
Supervisory skills. Good verbal and written communication skills plus report
writing. Good problem solving and analytical skills. Ability to work under
pressure, take initiative, work with minimum supervision and as part of the
team. A valid driver’s license is essential.

Provide technical and application support across the GDE network. Assist the
helpdesk to ensure minimum disruption to network connectivity. Provide
second line technical support and maintain LAN/WAN for all GDE users.
Minimize service disruptions by supporting and maintaining day to day
operational issues of the District and Head offices to ensure a stable and
functional environment. Manage any virus threats, Manage and maintain
printers in the environment. Advise on technical changes in the ICT
environment.

Ms. Eva Motshwaedi Tel No: (011) 843 6724

SENIOR PROVISIONING ADMIN OFFICER (X4 POSTS)
Sub-directorate: Finance and Administration
Unit: Provisioning and Administration for Institutions

R397 116 per annum

Johannesburg West District Ref No: REFS/022818

Sedibeng East District Ref No: REFS/022820

Gauteng West District Ref No: REFS/022825

Johannesburg North District Ref No: REFS/022796

An appropriate recognized three-year National Diploma/Degree (NQF Level
6/7) in Financial Management/Financial Accounting/Accounting/Management
Accounting plus a minimum of 2 years’ relevant experience in a finance
environment. Knowledge of Public Finance Management Act. Treasury
Regulations. Knowledge of Public Service Act and Regulations. Knowledge of
BAS, PERSAL and SAP. Public procurement procedures and financial related
policies. Computer literacy, good verbal and written communication skills
Planning and organization and Good inter-personal relations. A valid driver’s
license is essential.

Participate in conducting monitoring of financial administration and financial
governance. Participate in conducting planned visits and regular inspections to
ensure compliance to Financial Regulation and Supply Chain regulations.
Prepare a report on identified issues as per school visits. Monitor expenditure
against budget allocated to schools. Facilitate Financial Management and
Procurement procedures and policies to schools. Provide support in all section
21 and Partial Section 21 Schools municipal accounts. Receive invoices from
municipalities/Head Office for Non-S21 schools. Liaise with schools regarding
budget spending in terms of Section 21 function. Log and attend to all municipal
related queries. Monitor payments made by Head Office. Verify the
completeness of the ageing analysis. Reconcile age analysis against the
invoices to confirm if all payments have been allocated. Prepare goods
received voucher (RLSO2) and electronic schedule for payment. Prepare
expenditure report. Process School Fee Exemption applications. Ensure
compliance in terms of process of school fee exemption as required by the
norms and standards of school funding and the gazette. Provide support in the
implementation of policies and procedures regarding overdrafts, loans,
investments and school fee compensation applications. Verify the correctness
of the application forms with regard to the application for school fee
compensation, loan and investment. Forward applications to Head Office for
approval. Inform schools on the outcome of the application submission. Verify
and reconcile the number of fee school application submitted or not submitted
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