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 OFFICER
REQUIREMENTS

A relevant tertiary qualification or equivalent (NQF L6)

3 years’ experience in the Human Resources Administration
Computer literacy and experience on Pay Day information systems
Sound interpersonal and communication skills

A valid code B drivers’ licence

RESPONSIBILITIES

Responsible for administration of employee & councillor benefits
regarding leave, pension, medical aid etc.

Assist in developing Job Descriptions

Capture all leave application information on Payday system & record
books

Prepare adverts, arrange short listing & interviews

Supervise and maintain performance of Personnel Clerk in HR Unit
Supply salary dept will all info regarding salary deductions, new
employees, resignations etc.

Responsible for all new appointments, resignations, retirements & ill
health retirements

Arrange all HR meetings & presentations including secretarial duties to
the Local Labour Forum and the Employment Equity Forum

Compile & type monthly reports

Address all day-to-day general personnel requests & telephone
enquiries

BASIC SALARY: (T11) R 31 443 — R 40 823 per month + fringe benefits

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

Completed application forms , 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 Municipalit




Private Bag X1012, DE AAR 7000 or emailed to
recruitment@pksdm.qgov.za

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

Applicants in possession of foreign qualifications must submit proof of
verification of such qualifications verified by the South African Qualifications
Authority.

All qualifications and candidates will be subjected to vetting

Pixley ka Seme District Municipality has a firm commitment to the advancement
of the previously disadvantaged, including women and the disabled.
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 disabled people are
encourage to apply for the positions.

Note: No faxed applications will be considered.

Closing date: 09 October 2025

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