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Keep Up to date With regard to the applicaple Prescripts, Policies,
procedures, technologles and new developments in the Subject fie|g

Post 3 : Administration Clerk (1038 Posts)
Salary Scale ‘R142 461 ~ R1e7 814

Salary Notch *R142 4¢4

Salary Leve] ' 5

Computer h’teracy.

o KnowIedge of Basjc Conditions of Empfoyment Act
* Googd Customer Care

Post 4 : Senior Housekeeping Supervisor (15 Posts)
Salary Scale ‘R142 461 . R1 14

Salary Notch R142 4¢

Salary Level



Willingness to work with learners

* Taking care of learners after schoo| and at night

° Marking of all Children’s Clothes
* Promote Welfare of learners

Post 5 : Housekeeping Supervisor (23 Posts)
Salary Scale ‘R119 154 ~R149 361

Salary Notch *R119 361

Salary Level 14

Requirements and Key Competencies:
* A minimym of Grage 10/Std 8

* Goog Communication skills ang Good Customer Care
* Sound knowledge of housekeeping Principles

o Wiiiingness to work with and for disableq learners

* An understanding of Batho Pele Principles

Responsibilities:

¢ Hasg responsibiiity to take care of learnerg after schoo| and at night
* Assist young leamers with feeding, bathing, toilet training, grooming ang dressing

* Promote welfare of learners



Post 6 : General Foreman (3 posts)

Salary Scale ‘R119 154 — R140 361
Salary Notch :R119 154
Salary Leve] 14

Requirements:

* A minimum of Grade 10/STD 8

* Good Communication skills

* Sound knowledge of school Mmaintenance

* Ability to Supervise and guide Subordinateg

*  Willingness to work with learners ang staff members

Responsibilities:
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Post 7 : Cleaner (19 posts)
Salary Scale : R84 096 - Rgg 060
Salary Notch : R84 060

Salary Leye| 4z

Requirements:

* A minimum of Grade 8/STD 6

* Must be able to CoOmMmunicate

° Knowledge of Cleaning procedures

*  Willingness to work with learners ang staff membpers

Key Competences:

Fair Communication Skills and Fair Customer Care
Acceptance of responsibility

Willingness to WOrk with learners

An understanding of Batho Pele principles.

® 9° 5

Responsibilities:
®* Hasga responslbillty to clean hostels, classrooms, grounds, schoo| facilities
and ablution facilities blocks

* Ensure that g facilities j e buildings, grounds, gardens are well maintained
and kept neat ang tidy.

* Responsible for the réemoval of refyse for both hoste| and schoo| premises

*  Washing ablution facilities, cleaning floors and carpets refyse removal, etc. for
both hostels and schoo

* Request Purchase ang control of Cleaning Material



[ ]

Undertake inspections on 3 daily basis of the neatness of buildings and
premises

Report any dam ages to property.
Promote and uphold the rights of children
Have patience ang willingness to Support learners unconditionally

Post 8 : General Worker (40 posts)
Salary Scale : R84 096 - R99 060

Salary Notch : R84 096

Salary Level 12

Requirements

A minimum of Grade 8/STD 6

Must be able to communicate

An understanding of Batho Pele principles.
Willingness to work with learners and staff members
Appropriate experience will be an added advantage
Good communication skills and friendly disposition

Responsibilities:

Has a responsibility to clean hostels, Classrooms, grounds school facilities
and ablution facilities blocks

Ensure that all facilities i.e. Buildings, grounds, gardens are wel| maintained
and kept neat and tidy.

esponsible for the removal of refuse for both hostel and school premises

R
Washing ablution facilities, cleaning floors and carpets refuse removal. etc. for
both hostels and school

Request purchase and control of Cleaning material

Undertake inspections on a daily basis of the neatness of buildings and
premises

Report any damages to property.
Promote and uphold the rights of children
Have patience and willingness to Support learners unconditionally

Post 9 : Driver (11 posts)
Salary Scale : R84 096 - R99 060
Salary Notch : R84 096

Salary Level 4+

Requirements:

A minimum of Grade 8/STD 6

Must be able to communicate

Proper driving skills

Willingness to work with learners and staff members

Key competences:

7



A valid drivers license ( Code EB/EC/ECi/S/i 0/14)
A valid Public Drivers Permit (PDP)

Good Communication skills ang Good Customer Care
Acceptance of responsibility

Willingness to work with learners

An understanding of Batho Pele principles

Responsibilities:
* Transport learners when need arises
Maintain ang Complete log-book daily before and after each trip.
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Post 10 : Security Guard (6 posts)
Salary Scale : R84 096 - R99 060
Salary Notch : R84 096

Salary Leve) 7R

Requirements:

A minimum of Grade 10/STpD 8

Must be able to CoOmmunicate

Able to register with PSIRA as Grade C Security officer
Willingness to Work with learners and staff mem bers

Key Competences:
* Good Communication skills, good Customer care.
* An understanding of Public Service principles
* Ability to act with integrity at all times
* Choose to Mmake a difference
° Acknowiedge and accept of responsibility
* Promote welfare of learners ang Motivate learners to build self esteem

Responsibilities:
* Hasg responsibility to identify officers femployees , learners ang visitors
Patrol schoo| grounds, buildings ang fenced off areas

Escort visitors in the Premises where necessary
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Have patience ang willingness to support learners unconditiona!fy
Promote and uphold the rights of Children

r
* Report on breakages .theft ang damages to Schoo| Property to the Principal
/School Management Team (SMT)

Post 11 :Food Services Aides (24 Posts)
Salary Scale ‘R84 096 - R99 060

Salary Notch ‘R84 09¢

Salary Level $2

Requirements:

* A minimum of Grade 8/STD s

* Must pe able to COmmunicate

* Sound knowledge of food Preparation
L ]

e To promote healthy lr’festyles and good nutrition jn schools

* Draw Up menu under the guidance of the School Management Team

* Seetoijt that during mea| times fooq js dished for learners, includmg those
that are having their meals in the Classroom when Necessary

o Cooking all meals for children

* Dishing oyt food for the learners

* Ensure hygienic handling of food

[



Cieaning of the kitchen SWeeping of the dining haj| » Washing up dishes

utensils  ang packing

* Ensure safe Custody of Cooking €quipment foog staff ang eating utensils
P record of g

Conduct and kee stock taking for | cooking equipment ang
eating utensils
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Post 12 ‘ Laundry Worker (2 posts)
Salary Scaje : R84 096 - R99 060

Salary Notch : R84 096

Salary Leyeg| r 2

Requirements:

* A minimum of Grade 8/STD

* Must be aple to CoOmmunicate

* Sound knowledge of laundry procedures

*  Willingness to work with learners ang staff members

Responsibilities:
Handle incoming laundry ang linen,

Add Cleaning agents and set controls
Finish items by drying, Pressing ang folding

Post 13 : Farm Worker (32 Posts)
Salary Scale ' R84 096 - R99 060
Salary Notch : R84 096

alary Levye| 12

Requirements:

* A minimum of Grade 8/STD 6

* Must be aple to Communicate

e Sound knowfedge of basic farming processes

Responsibilities:

* Recorg information about Crops, such as pesticide use, yields or costs

* Repair ang maintain farm vehicles impiements, and mechanica| Equipment
* Digangd plant Seeds, or transplant Seedlings by hang

10



Harvest fryits and vegetables by hang

* ldentify plants, pests, ang weeds to determine the selection ang application of
Pesticides ang fertilizers.

* Inform farmers or farm Managers of Crop progress

* Load agricultura| Product into trucks ang drive trucks to market or Storage
facilities

* Operate tractors, tractor—drawn Machinery, ang Self-propelleq machinery to plow,
harrow and fertilize Soil, or to plant, Cultivate, Spray ang harvest Crops

e Parﬁcipate in the inspection, grading, Sorting Storage and Post-harvest treatment

Post 14 : Teacher Aid (4 Posts)
Salary Scale : R84 096 - R99 060
Salary Notch : R84 09¢

alary Leyej 52

Requirements

* A minimum of Grade 10/STD 8

* Must be able to COmmunicate

e An understanding of the Special schog| System

* Willingness to work with learners and staff Mmembers

Key Competencies:

* Acceptance of responsibjnty and be able tg identr'fy learner Needs ang
strengths

Promote Wwelfare of learners and thejr rights to learn
Create opportunities for leamners to Participate in activities
Ability to learn ang Motivate learners to build self esteem

Willingness to work with learners with specia| education Needs (disabled
!earners)
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o Provige genera| Support ang assistance for teachr‘ng and fearning in the

° Assist t

) Upervise class activities ang Observe learner performance during teaching
and Iearnrng while the educator teaches 3 group of learners
° ork close| with the esource Class Educator and assjst him/mer with

administratfve tasks:



Programme
° Listen to groups of learners reading;
° Consolidate sSounds ang words with Small groups of learners (accordmg to
directives of Resource Class Educator)
o Upport leamerg In smal groups to develop Perceptual skijs €.9. activities

o Support Programs of work r'égarding L jfe Orientation that enhance learning of
learners and provide the teacher with information on the progress of each

identified learner;

o Accompany learners On excursions and other activities Planned for the

Resource Class

o !nvigilating learners before school, in Cclassroomsg and playgroung (Jungle

. Assist with Physical care of learners and emotiong| Support (comforting and
re-assuring, Wiping face/nose, wheelchaijr care, neatnesg of Clothing ang care

when learners get sick.

o Assist with Preparation and serving therapeutic meals incfudr‘ng washing,

drying ang Packing away kitchen utensils,

o Assist with the Preparation, distn’buﬁon, coflection'and storage of LTSM
(Learner and Teachfng Support Materr'al) while €ncouraging learners to

Participate actively.
o Assist with fundraising efforts

Post 15 : Grounds man (1 post)
Salary Scale :R84 096 - R99 060
Salary Notch : R84 096

Salary Leye| 12

Requirements:

* A minimuym of Grade 8/STD

* Must be gpje to CoOmmunicate

* Sound knowledge of gardening ang genera| Maintenance principles
®
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ANNEXTURE A
ADDRESSES OF DISTRICT OFFICES:

East London: Fort Beaufort King Willam's Town
Mr s, Mnguni Mr N.Stofile Mr.E Katshaza(Acting)

Tel: 043-70862/7600542 Tel: 046- 6452954 Te | 043- 604321 8/6043221/2
Address: P/B x 9007 E.LL Fax: 046- 6452783 Fax: 043- 6425896

Address: P/B x 2041 FBT Address: p/B x 0055 K W.T

Ngcobo
Ms K.J. Ngambi
Te | 047-5481 004/1098
Fax: 047-5481 139
Address: p/g X214
-Engcobo 5050
Libode

Ms TC Vikilahle
Te |: 047- 5324704
Fax: 047-5323505
Address: p/g 518
Libode 5160

Qumby
Ms.L.N, Dyodo

Te l: 047- 5420210/ 12
Fax: 047-5530180
Address: P/B X 488
Qumbu 5180
Dutywa

Mr M.A. Dwangu

Te l: 047- 489224?/4895044
Fax: 047-4891 148
Address: P/B X 1203
Dutywa 5000

Mthatha
MrT.T. Dyasi

Te l: 047- 5024272/4225
Fax: 047-5323339
Address: p/g X 5003
Mthatha 51 00
Butterworth
MrM.A. Jack

Te I: 047- 491 1070/4910648
Fax: 047.4g91 0655

Address: p/g X 3019
Butterworth

Cofimvaba Cradock | Sterkspruit

MrT.Mm. Sikama Mr. EG. Klaasen MrN Magadu(Acting)

Te I: 047 -8740744 Te |: 048 -8018639 Tel: 051-6111 380/6110084
Fax: 047-4880027 Fax: 048- 831 3189 Fax: 051 - 611 0043/6342009
Address: p/g X 1229 Address: P/B X 82 Address: p/g X 5026
Cofimvaba f Cradock 5880 Sterkspruit 9752
Queenstown Lady Frere Mbizana

Mr H.N. Godlo
Te I 045-8083000
Fax: 045-8083030
Address: P/B X 7053
Queenstown 5320
Mount Fletcher

Mr Mpuphu(Acting)
Te I: 039- 2570963
Fax: 039 - 2570956
Address: p/g X 1133
Mount F letcher

Mrv.y, Mkentane

Tel: 039 - 2510279/251 0083
Fax: 039 - 25 10976

Address: p/g X 504

Bizana 4800

Lusikisikj
Mr Binase(Acting)
Tel: 039 - 2531085
Fax: 039 - 2531079
Address. p/g X 1010
Lusikisiki 4820

Mr. GN. Jojwana

Tel: 047 -8780009/8780229
Fax: 047-8780224

Address: P/B X 1152
Lady Frere 5410
Maluti
Mr L.E. Mtatyana

Tel: 039 - 2560111 /2560594
Fax: 039 - 2560111

Address: p/g X 1835
Matatiele 4730

Graaff Reinet Mount Frere Grahamstown

Mr N.R.W. De Bruyn Mr. M. Sobikela Mr AT, Fetsha

Te I: 049- 8072202 Tel: 039 - 2550005 Te I 046- 6229310
Fax: 049 - 8925281 Fax: 039 - 2550005 Fax: 045 - 6223224
Address: p/g X726 Address: p/g X 8001 Address: P/g X 1001

Graaff-Reinet 6280
Uitenhage

Mr Gorgonzola(Acting)
Te I 041- 995400072
Fax: 041 - 9227659
Address: P/B x 64
Uitenhage 6200

Mount Frere 5080
Port Elizabeth

Dr N. Ntsiko

Tel: 041- 4034402 / 434
Fax: 041 - 4538660
Address: P/B X 3915
North Eng

Port Elizabeth 6056

Grahamstown 6140
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