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continuous professional development to keep up with new technologies and
procedures. Conceptualise and develop scientific equipment. Equipment
review. Research / literature studies to improve expertise. Publish and present
technical reports and research findings. Liaise with relevant bodies / councils
on technology-related matters. Human capital development. Mentor, train and
develop candidate research technicians and others to promote skills /
knowledge transfer and adherence to sound scientific principles and code of
practice. Supervise technical support and processes. Manage the performance
management and development of staff.

Ms X Tlali Tel No: (021) 809 1643

Applications can be submitted by hand delivery during office hours to: 20 Steve
Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email
STPGrecruit432025@nda.gov.za

EE Target: Africans and Coloured males and African and Coloured females and
Persons with disability.

SENIOR ADMINISTRATIVE OFFICER (VARIOUS COMPONENTS) REF NO:
3/3/1/44/2025
Chief Directorate: Natural Resources and Disaster Management

R397 116 per annum (Level 08)

Gauteng (Pretoria)

Applicants must be in possession of a Grade 12 Certificate and a National
Diploma in Public Administration / Public Management / Business
Administration / Business Management (NQF 6). Minimum of 2 years’
experience in administration environment. Job related knowledge: Knowledge
of Public Service Regulations, Financial procedures, Treasury Regulations and
Basic Accounting System (BAS). Job related skills: Computer literacy.
Interpersonal skills. Organising and planning skills. Communication skills
(written and verbal). Analytical skills. Problem solving skills. Financial
management skills and Report writing skills.

Provide financial management services. Facilitate, plan, oversee, drive the
timely and accurate preparation of the annual budget in line with Public Finance
Management Act (PFMA), Treasury Regulations, Strategic priorities weekly /
monthly / quarterly. Compile Demand Management Plan (DMP), Medium Term
Expenditure Framework (MTEF), Adjustment Estimates (AE) and Estimated
National Expenditure (ENE). Oversee effective, efficient and economical
utilisation of funds. Document and communicate procedures for accessing and
shifting of funds. Coordinate budgeting, auditing and financial functions. Verify
transport and subsistence, sundry and overtime payments. Administer the
procurement of goods and services. Compile, manage and maintain the
Demand Management Plan. Facilitate supply chain management services.
Facilitate monthly, quarterly and annual reporting on supply chain management
related matters. Control over safekeeping, utilisation and maintenance of all
assets. Ensure proper administration of sourcing and evaluation of quotations.
Capture and authorise goods / services on Logistical Information System
(LOGIS). Handle queries from internal and external clients relating to supply
chain matters. Render general office support services. Supervise, motivate and
develop staff through individual performance agreements. Provide assistance
in the developing / reviewing of operational plan. Compile various submissions
/ memoranda and responses. Attend to queries from Internal Audit. Administer
leave forms / attend to queries. Make travel / conference bookings and
confirmations. Provide secretariat services. Administer asset. Maintain asset
register. Liaise with asset unit during asset verification. Manage outgoing and
on-going assets. Allocate equipment to officials.

Ms Lydia Bosoga Tel No: (012) 319 7675/ 7308

Applications can be submitted by hand delivery during office hours to 20 Steve
Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email
SAQVCrecruit442025@nda.gov.za

EE Target: African, Coloured and Indian Males and Persons with disabilities
are encouraged to apply.

SUPPLY CHAIN CLERK: LOGIS (SUPERVISOR) REF NO: 3/3/1/46/2025
Directorate: Demand and Acquisition Management

R325 101 per annum (Level 07)
Gauteng (Pretoria)



REQUIREMENTS

DUTIES

ENQUIRIES
APPLICATIONS

NOTE

Applicants must be in possession of a Grade 12 Certificate. Minimum of 3
years’ experience in Supply Chain Management environment. Basic
knowledge of supply chain duties, practices as well as the ability to collect
statistics. Basic knowledge and understanding of the legislative framework
governing the Public Service. Planning and organise skills. Computer literacy
(SCM Systems). Interpersonal relations. Communication skills (verbal and
written). Time Management. Numerical skills. Customer relations. Ability to
supervise and people management.

Supervise and render asset management clerical services. Oversee the
compilation and maintenance of records. Verify the issuing of equipment and
accessories to components and individuals in need. Identify redundant, non-
serviceable and obsolete equipment for disposal. Oversee the verification of
the asset register. Supervise and render demand and acquisition clerical
services. Update and maintain supplier (including contractors) database.
Ensure that suppliers are captured and registered on the system. Request and
receive quotations. Capture specification on the electronic purchasing system.
Ensure that all orders are placed on time. Issue and receive bid documents.
Provide secretariat or logistical support during the bid consideration and
contracts conclusions. Supervise and undertake logistical support services.
Check, place and verify orders for goods. Receive and verify goods from
suppliers. Capture and ensure that goods are captured in registers and
databases. Receive request for goods from end users. Issue goods to end
users. Check and maintain goods registers. Update and ensure the
maintenance of the register of suppliers. Supervise human resources / staff.
Allocate and ensure quality of work. Personnel development. Assess staff
performance. Apply discipline.

Ms IM Molopyane Tel No: (012) 312 8659

Applications can be submitted by hand delivery during office hours to: 20 Steve
Biko Street, Agriculture Place, Arcadia, Pretoria, 0002 or by email
SCClLrecruit462025@nda.gov.za

EE Target: Africans, Coloureds and Persons with disability.




