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backgrounds. Good telephone etiquette. Computer literacy. Sound
organizational skills. Good people skills. High level of reliability. Basic written
communication skills. Ability to act with tact and discretion.

Provide secretarial/ receptionist support service to the manager. Receive
telephone calls and refer the calls to the correct role players if not meant for
the relevant manager. Ensure proper record keeping in the office of the
Campus Manager. Filing of documents for the manager and the campus where
required. Receive, record, and distribute all incoming and outgoing
correspondence. Collect all relevant documents to enable the manager to
prepare for meetings. Prepare travel claims and other payments in the office of
the Campus Manager. Arrange meetings and events for the manager and the
staff in the campus. Identify venues, invite role players, organize refreshments,
and sets up schedules for meetings and events. Arrange all logistics for
workshops. Track and process documents. Manage the office of the Campus
Manager and receive visitors. Perform any other administrative duties that will
be assigned by the Campus Manager. Compile and consolidate sectional
reports for the campus.

Should you have enquiries or experience any problem submitting your
application contact Mr TH Ngubane Tel No: (012) 401 1989 / Ms JM Nyalunga
Tel No: (012) 401 1940.

Email to secretarytocm@tnc.edu.za

Tshwane North TVET College would like to invite suitably qualified, innovative,
result-orientated and self-driven candidates to apply for their vacant positions.
Applications must be submitted on the New Z83 which must be fully completed,
obtainable from any Public Service Department and must be accompanied by
a comprehensive Curriculum Vitae. Only shortlisted candidates will be required
to submit certified copies of qualifications including academic records, driver’s
license, and identity document. Please take note that communication in relation
to the process will be limited to the short-listed candidates. If you have not
received any correspondence within three (3) months after the closing date,
please consider your application unsuccessful. Note: Please quote the relevant
reference number of the post you are applying for. Applications received after
the closing date will not be accepted. Shortlisted candidates will be subjected
to a vetting process: criminal record, citizenship, credit record checks, and
qualifications. All shortlisted candidates, including the SMS, shall undertake
two pre-entry assessments. One will be a practical exercise to determine a
candidate’s suitability based on the post’s technical and generic requirements
and the other must be an integrity (ethical conduct) assessment. The
College/DHET reserves the right not to make appointments. Preference will be
given to African male, African female, White male, White female, Coloured
Male, Coloured female and Indian female as per the EE targets of the College.
People with disability are encouraged to apply. All costs incurred due to your
application and interviews will be at your own expense.

20 February 2026

HANDYMAN REF NO: MOT/DHET/HANDY/BFN/2026(1)

R163 680 per annum (Level 03)

Bloemfontein Campus

ABET Level4/Standard 8/Gr 10. Basic literacy, numeracy and communication
skills. Must be able to read and write. Must be able to operate elementary
machines and equipment. Willingness to work extended hours, when required.
Ability to interact with other officials in a professional manner. Knowledge of
storage requirements, operating of machines as well as the cleaning thereof.
Good Verbal and written communication skills. Planning and organising skills.
Perform general maintenance and repairs within the Campus. Conduct regular
building inspection. Carry out tasks related to plumbing, electrical infrastructure
repairs. Maintenance of office equipment and furniture. Safekeeping of
maintenance tools and supplies prevent loss and ensure viability.

Mrs MR Tebele Tel No: (051) 014 7601

All applications should be mailed to: Deputy Principal Corporate Services
Motheo TVET College, Private Bag X20509, Bloemfontein, 9300 or hand
delivered at Motheo TVET College, Central office Corner St George and Aliwal
Streets alternatively be sent by e-mail to: recruitment@motheotvet.edu.za

Mr J Ntsane/Ms N Nameka Tel No: (051) 014 7850

Applicants are required to submit only a completed signed New Z83 form,
obtainable from any Public Service Department or on the internet at
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www.gov.za and a detailed Curriculum Vitae (eg. Indicating positions held,
dates and key performance areas/responsibilities. Certified copies of ID, Valid
driver’s Licence, where applicable, and all other required relevant documents
like qualifications, will only be requested from shortlisted candidates on or
before the interview date. All shortlisted candidates, including SMS, shall
undertake two pre-entry assessments. One will be practical exercise to
determine a candidate’s suitability based on the post’s technical and generic
requirements and the other must be an integrity (ethical conduct) assessment.
Correspondence will be limited to shortlisted candidates only. People with
disabilities are encouraged to apply. Foreign qualifications must be
accompanied by a SAQA evaluation report. Immigrants should apply for work
permits before assumption of duty. Successful candidates will be subjected to
security screening and may be required to work at other places as may
reasonably be required by the College. Motheo TVET College reserves the
right to withdraw the mentioned advert. Please consider your application as
unsuccessful should you not be contacted within 3 months from the closing
date. Failure to comply to this requirement will result in the candidate being
disqualified NB: Candidates whose appointments promote representativity in
terms of gender, race and disability will receive first preference.

24 February 2026 at 14h00

HANDYMAN REF NO: MOT/DHET/HANDY/TBN/2026(2)

R163 680 per annum (Level 03)

Thaba Nchu Campus

ABET Level4/Standard 8/Gr 10. Basic literacy, numeracy and communication
skills. Must be able to read and write. Must be able to operate elementary
machines and equipment. Willingness to work extended hours, when required.
Ability to interact with other officials in a professional manner. Knowledge of
storage requirements, operating of machines as well as the cleaning thereof.
Good Verbal and written communication skills. Planning and organising skills.
Perform general maintenance and repairs within the Campus. Conduct regular
building inspection. Carry out tasks related to plumbing, electrical infrastructure
repairs. Maintenance of office equipment and furniture. Safekeeping of
maintenance tools and supplies prevent loss and ensure viability.

Mr NP Lintoe Tel No: (051) 014 7947

All applications should be mailed to: Deputy Principal Corporate Services
Motheo TVET College, Private Bag X20509, Bloemfontein 9300 or hand
delivered at Motheo TVET College, Central office Corner St George and Aliwal
Streets alternatively be sent by e-mail to: recruitment@motheotvet.edu.za

Mr J Ntsane/Ms N Nameka Tel No: (051) 014 7850

Applicants are required to submit only a completed signed New Z83 form,
obtainable from any Public Service Department or on the internet at
www.gov.za and a detailed Curriculum Vitae (eg. Indicating positions held,
dates and key performance areas/responsibilities. Certified copies of ID, Valid
driver’s Licence, where applicable, and all other required relevant documents
like qualifications, will only be requested from shortlisted candidates on or
before the interview date. All shortlisted candidates, including SMS, shall
undertake two pre-entry assessments. One will be practical exercise to
determine a candidate’s suitability based on the post’s technical and generic
requirements and the other must be an integrity (ethical conduct) assessment.
Correspondence will be limited to shortlisted candidates only. People with
disabilities are encouraged to apply. Foreign qualifications must be
accompanied by a SAQA evaluation report. Immigrants should apply for work
permits before assumption of duty. Successful candidates will be subjected to
security screening and may be required to work at other places as may
reasonably be required by the College. Motheo TVET College reserves the
right to withdraw the mentioned advert. Please consider your application as
unsuccessful should you not be contacted within 3 months from the closing
date. Failure to comply to this requirement will result in the candidate being
disqualified NB: Candidates whose appointments promote representativity in
terms of gender, race and disability will receive first preference.

24 February 2026 at 14h00
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