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EASTERN CAPE DEPARTMENT OF EDUCATION

APPLICATIONS : Must be submitted only via the provincial e-Recruitment system available

at: https://ecprov.gov.zaand/or at https://erecruitment.ecotp.gov.za. The system is available 24/7

throughout and closes at 23:59 on the closing date. To report any challenges pertaining e-
Recruitment System, send an email with your ID Number, your profile e-Mail Address and the
details of the issue to: Vukile.tokwe@ecdoe.gov.za / anele.rululu@ecdoe.gov.za; do not submit

any CVs to this email address, should you do so, your application will be regarded as lost and will

not be considered. Technical support is limited to working hours: (08:00-16:30 Mon-Thurs and ©x
08:00-16:00 on Fri). No Hand-Delivered/ No Emailed / No Faxed / No Posted applications will be
accepted.
CLOSING DATE : 01 July 2024. No late applications will be accepted
A\ Vg

NOTE : Applications must be submitted on a duly completed Z83 (effective from 01 January 2021)
form obtainable from any Public Service Department or on the internet at
www.dpsa.gov.za/documents. Applicants are not required to submit any copies of qualifications
and other relevant documents on application but must submit a fully completed signed Z83 form Check your
and detailed Curriculum Vitae. NB: Z83 in the e-recruitment system is currently not downloadable C‘ffo"d(}bi"ty
and therefore not signable; so, applicants who submitted applications via the e-recruitment system ﬁ]r;ﬂ I%T
will not be disqualified for an unsigned Z83 instead will be requested to sign on interview day.
Shortlisted candidates will be required to submit certified copies of qualifications, and other ekl
relevant documents to HR on or before the interview date. Applicants with foreign qualifications
would be required to submit an evaluation certificate from the South African Qualification Authority
(SAQA) on or before the day of the interview. Failure to submit all the requested documents will =7
disqualify the application. Correspondence will be limited to short-listed candidates only. If you Wes
have not been contacted within six (6) weeks after the closing date of this advertisement, please s

is subject to approv

accept that your application was unsuccessful. Selected candidates will be subjected to a

personnel suitability check (criminal record check, citizenship verification, financial/asset record
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disqualification and disciplinary action in the event the candidate has already been appointed. The ®X
Department reserves the right not to make appointment(s) to the advertised post(s). Persons with
disability and people from previously disadvantaged groups are encouraged to apply. It is the
department’s objective to address the Employment Equity Affirmative Action Measures in line with
the Employment Equity Plan and to achieve equitable representation across race and gender. In
filling of these posts gender equity and people living with disability will be highly considered. The
Department reserves the right to amend / review / withdraw advertised posts if by so doing, the
best interest of the department will be well served. (Females and People with disabilities are also
requested to apply and indicate such in their applications). NB: Please Note: It is the department’s
objective to address the Employment Equity Affirmative Action Measures in line with the ECDOE

EE Plan and to achieve equitable representation across race and gender. In filling of these posts

gender equity and people living with disability will be highly considered. The Department reserves Check your

the right to amend / review / withdraw advertised posts if by so doing, the best interest of the affc * "
anc

department will be well served. (Females and People with disabilities are also requested to apply inst

and indicate such in their applications).
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OTHER POSTS

DEPUTY DIRECTOR: DISTRICT SUPPLY CHAIN MANAGEMENT & ICT REF NO: DOE-
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structured as follows: Basic salary — 70% of package; State contribution to the Government
Employee Pension Fund — 13% of basic salary. The remaining flexible portion may be structured
in terms of the applicable remuneration rules.
CENTRE : Chris Hani East

REQUIREMENTS : An appropriate recognised undergraduate NQF level 7 in Supply Chain
Management, Logistics Management, Public Administration, Financial Management as recognized
by SAQA. Five (5) years relevant experience in Supply Chain Management of which 3 years must
be in Supply Chain Management at Assistant Director Level (SL9/10). A post degree qualification
in the above will be an added advantage. Knowledge and experience in the application of
legislative framework that governs supply chain management in the Public Service environment,
PFMA, PPPFA, BBBEE and Treasury Regulation. Excellent verbal and written communication
skills. Problem solving, analytical skills and computer literacy. Knowledge of Logis and BAS.
Strong planning and coordination abilities. Proven management skills and a track record in the
preparation, implementation and management of strategic, operational, and financial plans and

projects. A valid driver’s license.

DUTIES : Provide demand and acquisition management services to the district, circuit offices and
schools. Provide contract management services. Provide logistic, store, asset, and fleet
management services. Provide ICT support services to the district, circuit offices and schools.
Develop and implement appropriate performance management internal controls and audit trails to
ensure efficient and effective supply chain management services. Provide strategic support,
advice, and guidance to all responsibility managers to ensure compliance with Supply Chain
Management regulations. Prepare monthly management reports on SCM Performance and
provide early warning signs to management. Follow up and provide advice and monitor the
response to SCM audit findings in line with the agreed action plan. Identify and report on risks in
respect of Supply Chain Management within the department and recommend corrective action.
Monitor compliance with contractual terms and conditions as well as service level standards.
Ensure compliance with SCM Policy and analyse on policy changes. Monitor SCM supplier
performance and complaints register. Manage the review of payment vouchers and report findings
with recommendations to Director. Conduct research that is informed by departmental
procurement plans. Manage the demand of goods and services. Coordinate the development of
specifications, terms of references and administer quotations/ bidding procedures. Provide
demand planning and management support services. Coordinate and oversee contractual and
service level agreement arrangement in partnership with legal services within ECDOE. Develop
and maintain ECDOE contract register. Monitors evaluate and report on contract management
services. Provide logistics and stores management services. Provide asset and disposal
management services. Provide fleet management services. Identify SCM risks. Coordinate the
development of SCM risk mitigation strategies. Monitor and report on risks related to SCM
performance risk. Manage SCM systems and registers. Design and maintain SCM performance
measures and standards. Maintain high standards by ensuring that the team / section produces
excellent work in terms of quality / quantity and timeliness. Resolve problems of motivation and
control with minimum guidance from manager. Delegate functions to staff based on individual
potential provide the necessary guidance and support and afford staff adequate training and
development opportunities. Ensure timeously development and implementation of Work Plans and
Personal Development Plans (PDP’s) for all subordinates. Manage daily employee performance

and ensiire timelv Performance Assessments of all aithardinates Fnsiire mananement
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ASSISTANT DIRECTOR: DEBT AND REVENUE SERVICES REF NO: DOE-ADDR02/05/2024
Directorate: Debt and Revenue Services

Re-advertisement

SALARY : R444 036 - R532 602 per annum (Level 09)

CENTRE : Head Office — Zwelitsha

REQUIREMENTS : An appropriate (3-year) undergraduate NQF Level 7 qualification in
Accounting/Financial Management as recognized by SAQA. Five (5) years’ experience working in
the relevant area of which 3 years must be at supervisory level (salary level 7/8). A post degree
qualification in the above will be an added advantage. Proficiency in the transversal systems: BAS
& PERSAL). Proficient in the application of MS Office Package. Valid driver’s license.
Understanding of debt collection processes, principles and practices, Customer Service (Batho
Pele Principles), Understanding of risk management, understanding of public sector revenue and

debt, Understanding of debt collection internal controls, financial compliance and reporting.

DUTIES : Develop and implement Departmental Debt Management Policy and Standard
Operation Procedure, Prepare reconciliation of Debt Account and related accounts, Follow-up on
bad debtors, Prepare submission for writing off bad debts, Authorize debt entities, debt
agreements and debt transactions, Facilitate clearance of Debt Suspense Accounts, Liaise with
debtors in the most complex and problematic cases to determine payback conditions, time span
and liaise with debt collectors or tracing agency, Oversee the identification and accurate recording
of debts owed to the department, Oversee the identification of sources of revenue and accurate
recording of revenue collected to the department, Authorize Revenue transactions on the BAS
system, Prepare reconciliation of all revenue accounts and prepare schedule for revenue pay over
to Provincial Revenue Fund, Prepare and review revenue IYM report and other monthly revenue
reconciliation, Perform any other duties within the finance management scope, supervision of staff

and submission of weekly and monthly diaries, preparing reports.

ENQUIRIES : Mr Nombembe Tel No: (040) 608 4200

For e-Recruitment Enquiries, Email: Vukile.tokwe@ecdoe.gov.za / anele.rululu@ecdoe.gov.za

DISTRICT STATE ACCOUNTANT REF NO: DOE-DSA03/05/2024
Unit: Expenditure Management

Re-advertisement

SALARY : R308 154 — R362 994 per annum (Level 07)

CENTRE : OR Tambo Inland

v RFOUIRFMFENTS - An annronriate (3-vear) iinderaraduiate NOF A in Financial
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reporting systems of the state. Skills: Continuous Improvement, Problem Solving and Decision
Making, Planning and Organising, Networking and Building Bonds, Impact and Influence,
Communication and Information Management, Budgeting and Financial Management. Effective
communication skills (written and verbal skills) and a good command of English language.

Knowledge of Education Sector will be added advantage.

DUTIES : Provide clearance of suspense account administration services, provide revenue
administration planning, collection, reconciliation and safeguarding services, administer banking
and relevant reconciliation processes, maintain in line with system standards the departmental
financial management information and cost centre management systems, provide financial

systems control systems, provide departmental debt management services, preparing reports.

ENQUIRIES : Ms. Makrwede Tel No: (047) 134 1178

For e-Recruitment Enquiries, Email: Vukile.tokwe@ecdoe.gov.za / anele.rululu@ecdoe.gov.za

ADMINISTRATIVE CLERK REF NO: DOE-AC04/05/2024
Unit: District Director’s Office

Re-advertisement

SALARY : R216 417 — R242 928 per annum (Level 05)
CENTRE : Joe Ggabi

REQUIREMENTS : A grade 12 certificate with no experience required. Effective communication
skills (written and verbal skills) and a good command of English language. Knowledge of the
Public Service Legislative Framework. Proven competent knowledge of basic office administration
practice. Knowledge of procurement systems Competencies: Computer Literacy, Excellent
Communication Skills, Administration Skills, People Skills, Organisational Skills, Typing and

Writing Skills, Strong Leadership Skills, Basic financial recording, minute taking and report writing

skills. Knowledge of Education Sector will be added advantage.

Discover related topics

Logistics and Supply Chain Management

Logistics Supply Chain Management

Logistics Service

Supply Chain Logistics

Logistics Management
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relating to staff members and other matters. Scrutinize documents to determine
actions/information/other documents required for meetings. Collects and complies all necessary
documents for the Sub-Section regarding meetings. Records minutes/decisions and
communicates to relevant role-players, follow-up on progress made. Prepares briefing notes for

the Sub-Section as required.

ENQUIRIES : Dr Mceleli Tel No: (051) 611 1380/6110064

For e-Recruitment Enquiries, Email: Vukile.tokwe@ecdoe.gov.za / anele.rululu@ecdoe.gov.za
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