PIXLEY KA SEME
DISTRICT MUNICIPALITY

ADVERTISEMENT
INTERNAL VACANCY

Pixley ka Seme District Municipality, an equal opportunity, affirmative action employer
headquartered in De Aar, subscribes to the principles of employment equity and
actively promotes representation in terms of race, gender and disability. Applications
are currently invited for the following career opportunity:

PERSONNEL CLERK
REQUIREMENTS:

Matric (Grade 12)

Certificate in Human Resources Management NQF L6

(2) years relevant experience in payroll and personnel administration

A relevant tertiary qualification especially in Human Resources Management
will be an added advantage

Excellent organising and communication sKkills

Interpersonal skills

Good report writing skills,

Computer literacy

RESPONSIBILITIES

Maintaining and updating the leave system

Administer all types of leave by issuing, recording and capturing all types of
leave.

Processing of correspondences associated with confirmation of employment,
contracts, regret letters as well as termination of services.

Completing  standardised forms and documentations  reflecting
details/information and descriptions in respect of appointment/terminations
instructions.

Maintaining and updating personnel information with respect to changes in
employment/personal status.

Assist employees to make changes to their details e.g. Banking details,
pension, conditions of service and social schemes.

Rendering administrative services in the recruitment process e.g. Making
schedules and notifying all stakeholders.

Arranging and proving information on matters such as gender, employment
levels, race groups and disabilities as required

Undertake any HR administrative duties assigned by the Personnel Officer.

BASIC SALARY: (T6) R 15493 — R 20 042 per month + fringe benefits

ENQUIRIES: Mr SB Ntamehlo, Senior Manager Corporate Services
Telephone number 053-631 0891

The prescribed application form, accompanied by a full CV and certified copies
of qualifications, certificates, ID and valid driver’s licence must be forwarded to




the Municipal Manager, Pixley ka Seme District Municipality, Private Bag X1012,
DE AAR 7000

Fraudulent qualifications or documentation, including driver’s licences, will immediately
disqualify any applicant.

Pixley ka Seme District Municipality has a firm commitment to the advancement of the
previously disadvantaged, including women and the disabled.

All qualifications and candidates will be subjected to vetting

Foreign qualifications will only be considered if accompanied by assessment letter from
SAQA which is not older than 3 months.

Canvassing will immediately disqualify candidates from appointment.

If no notification regarding this advertisement has been received within two months of
the closing date, please assume that the application was unsuccessful.

Correspondence will be limited to short listed candidates.
The Municipality reserves the right not to make any appointment.

NB: In terms of our Employment Equity Plan women are encourage to apply for
the position.

Note: E-mail applications can be forwarded to recruitment@pksdm.gov.za

Closing date: 26 April 2026

Isak Visser
Municipal Manager
Pixley ka Seme
District Municipality
Private bag X1012
De Aar, 7000







