FREE STATE PROVINCIAL
GOVERNMENT

Free State Provincial Government is an equal opportunity affirmative action employer. It is
our intention to promote representativity (race, gender and disability) in the Province
through the filling of these posts and candidates whose appointment/promotion/transfer will
promote representativity will receive preference.

FREE STATE PROVINCE

DEPARTMENT OF HEALTH

Directions to applicants Applications must be submitted on form Z.83, obtainable from any Public Service Department and
must be accompanied by certified copies of qualifications (a transcript of results must be attached), driver's license, identity
document and a C.V. (Separate application for every vacancy). Applicants are requested to complete the Z83 form properly
and in full. Qualification certificates must not be copies of certified copies. Applications received after the closing date and those
that do not comply with these instructions will not be considered. The onus is on the applicants to ensure that their applications
are posted or hand delivered timeously. Candidates who possess foreign qualifications and/or short courses certificates must
take it upon themselves to have their qualifications evaluated by the South African Qualifications Authority (SAQA), and must
please attach proof of the level of their qualifications after evaluation on all applications. No e-mailed or faxed applications will
be considered. Applicants are respectfully informed that if no notification of appointment is received within 4 months of the
closing date, they must accept that their application was unsuccessful.

TO ALL HEADS OF INSTITUTIONS AND
OFFICES OF THE DEPARTMENT OF HEALTH
IN THE FREE STATE

HEALTH HUMAN RESOURCE MANAGEMENT CIRCULAR NOZOOF 2012
CLOSING DATE: 8 JUNE 2012

PLEASE QUOTE THE REFERENCE NUMBER

THABO MOFUTSANYANA HEALTH DISTRICT

CHIEF NETWORK CONTROLLER: (2 POSTS)
REFERENCE NO: H/N/5

SALARY: R185 958.00 per annum.

CENTRE: THABO MOFUTSANYANE DISTRICT OFFICE

REQUIREMENTS:

Tech Degree in Information Technology or equivalent qualification.

Extensive experience in Information Technology Management.

Grade 12. Diploma or a Degree in Information Technology Or Grade 12with A+ or N+ Certificate in
Information Technology.3-5 years relevant experience.Valid driver’s license .

DUTIES:

Management of the Hospital Informatics and Communication Division.

Provisioning of specialist advice and support to all departments in the hospital.

Develop and maintain a maintenance plan for computer systems, hardware and software.
Represent Information and Communication Technology Section at all relevant meetings and committees.

SENIOR FOOD SERVICE MANAGER
REFERENCE NO.: H/F/5

SALARY: R149 742.00 per annum

CENTRE: THABO MOFUTSANYANE DISTRICT OFFICE, NUTRITION

REQUIREMENTS:

National Diploma in Food Services plus relevant experience in Food Services.

Knowledge of diets and menus.

Knowledge of Occupational Health and Safety.

RECOMMENDATIONS:

Ability to work under pressure.To direct control and supervision Food Service.  Ability to communicate at different levels.
Valid driver’s license

DUTIES:

Ordering of supplies and control of the storage and issuing therefore.

Making of inputs into the planning and evaluation of floor layouts of services units.

The fitting of food service units with appropriate equipment and appliances.

Exercise direct control and supervision of food service supervisors and food production staff, as well as the planning of menu’s
and recipes of normal diets.

Train kitchen personnel and assist with Dietetics students in their practicals

Do quality control by setting norms and standards.

Maintain food service standards




TRAINING OFFICER
REFERENCE NO.: H/T/1

SALARY: R149 742.00 per annum
CENTRE: THABO MOFUTSANYANE DISTRICT OFFICE
REQUIREMENTS:

An appropriate recognized Bachelor's Degree in Education Training and Development. Valid driver’s license.
Experience in Education Training and Development.

RECOMMENDATIONS:

Knowledge of training and development legislations. Computer literacy.Presentation and facilitation skills.
Ability to work independently with strong interpersonal relations skills.

DUTIES:

Coordinate and monitor the implementation of the Workplace Skills Plan.

Consult and coordinate the review of training needs and plan for the next training.
Select and recommend accredited service providers.

Monitor the nomination process of candidates for Transversal training.

Compile weekly, monthly and quarterly reports on training that took place.

HUMAN RESOURCE OFFICER(2 POSTS)

SALARY: R101 007.00 per annum
CENTRE: ITEMOHENG DISTRICT HOSPITAL, SENEKAL: REFERENCE NO.: H/H/9

THABO MOFUTSANYANE DISTRICT OFFICE: REFERENCE NO.: H/H/10
REQUIREMENTS:
Grade 12 / NQF equivalent.
RECOMMENDATIONS: Ability to communicate issues in a tactful manner. Confidentiality and problem solving
skills. Knowledgeof PERSAL.Computer skills.
DUTIES: Implement and administer Human Resource administration practices (including PERSAL transactions)
Concerning conditions of services and service benefits and/or maintenance and provisioning of Human
Resources in the department to contribute to the rendering of a professional Human Resource Management
service: Conditions of services (Leave, Housing,
Medical, Injury on Duty, Terminations, Long Service Recognition, Overtime, Re-allocation, Pension, Allowance,
etc.) Performance Management Recruitment and Selection (Advertisements), Appointments, Transfers,
Verification of Qualifications, Secretariat functions at interviews, Absorption, Probationary periods, etc. Address
Human Resource Management enquiries to ensure the correct implementation of human resource management
practices.

SNR SECRETARY (3 POSTS)

SALARY: R101 007.00 per annum

CENTRE: SETSOTSO LOCAL AREA: REFERENCE NO.: H/S/14

THABO MOFUTSANYANE DISTRICT OFFICE: (2 POSTS)REFERENCE NO.: H/S/15

REQUIREMENTS:

Grade 12 with Typing as a subject or any other training course/qualification that will enable the person to perform the work
satisfactorily.Language skills and the ability to communicate well with people at different levels and from different backgrounds.
Good telephone etiquette. Fully computer literate.Knowledge on relevant legislation/policies/prescripts/procedures. Sound
organizing written communication skills. Basic knowledge on financial administration.High level of reliability.Ability to act with
tact and discretion. Good grooming and presentation.

RECOMMENDATIONS:

Ability to work under pressure. Good verbal and written communication skills. Problem solving skills.

DUTIES:

Provides a secretarial/receptionist support service to the Executive Manager. Receives telephone calls and refers the calls to
the correct role players if not meant for the Executive Manager. Records appointments and events in the diary of the
manager.Types documents for the Executive Manager and other staff within the unit. Operates office equipment like fax
machines and photocopiers. Record the engagements of the Executive Manager. Utilize discretion to decide whether or not to
decline or refer to other employees request for meetings, based on the urgency of the matter. Coordinate with the Executive
Manager regarding engagements. Remains abreast with the procedures and processes that apply in the office of the
manager.Rendering an administrative support service. Studies the relevant Public Service and departmental prescripts/policies
and other documents and ensure that the application thereof is understood properly.

SECURITY OFFICER SUPERVISOR
REFERENCE NO: H/S/16

SALARY: R101 1007.00 per annum.

CENTRE: THEBE DISTRICT HOSPITAL, HARRISMITH:

REQUIREMENTS:

Grade 12 Certificate and Security Grade C.Security clearance before permanent appointment.
Extensive experience in security supervision.Be prepared to work shifts.Driver’s license.
RECOMMENDATIONS:

Good written, verbal communication skills and good interpersonal relations.Appropriate experience.
DUTIES:

Organize, co-ordinate and lead security duties officially arranged.

Supervise shift personnel and security services.




Overall in charge of security services on the shift in coordination with Senior Security Officer or Clinic Manager and Head of
Administration and liaison with CSO.

Be flexible to integrate services at Complex level.

Manage security at complex level.

SENIOR ADMINISTRATION CLERK(3 POSTS)

SALARY: R84 483.00 per annum

CENTRE: SENEKAL CLINIC: REFERENCE NO.:H/A/27

PHEKOLONG DITRICT HOSPITALREFERENCE NO.:H/A/28

NKETOANA DISTRICT HOSPITALREFERENCE NO.:H/A/29

REQUIREMENTS:

Grade 12.Computer literate.

RECOMMENDATIONS: Good interpersonal and communication skills.

DUTIES:Responsible for day-to-day clerical functions in the mortuary. Detailed key performance areas can be
obtained from the contact person.

DATA CAPTURER (2 POSTS)

SALARY: R84 483.00 per annum
CENTRE: LERATSWANA CLINIC, ARLINGTON: REFERENCE NO.: H/D/5
THUSA BOPHELO CLINIC, WARDEN: REFERENCE NO.: H/D/6
REQUIREMENTS:
Grade 12 (or equivalent).Computer literate.Advanced Course, e.g. Excel, PowerPoint, Microsoft Word.
RECOMMENDATIONS:
Basic numeric skills.Typing skills.
DUTIES:
Capture patient information/data on Meditech/PAAB/DHIS and paper based systems used in the facility.
Render a comprehensive administration support function to contribute to effective service delivery.
Capturing of data, accumulation of stats to contribute to the effectiveness of Health Information Programme.
To perform a variety of routine directive-intensive clerical duties.
This position entails the handling of complicated routine correspondence.
Performing of records of elementary calculations and maintaining and issuing of statistics.
To check diverse documents for completion.
Must process letters, faxes, memorandums and also statistical data.

SECURITY OFFICER (5 POSTS)

SALARY: R71 289.00 per annum
CENTRE: ITEMOHENG DISTRICT HOSPITAL: (2 POSTS) REFERENCE NO.: H/S/17
THEBE DISTRICT HOSPITAL: (3 POSTS) REFERENCE NO.: H/S/18
REQUIREMENTS:
Grade 10 or equivalent.Security Clearance before permanent appointment. Good written, verbal communication skills and
good interpersonal relations. Be prepared to work shifts.
RECOMMENDATIONS:
Appropriate experience.
DUTIES:
To render a comprehensive security service at Phumelela District Hospital. Patrol buildings and fenced
off areas. Control the admission of vehicles and community into fenced off areas. Guard vehicles, building and
equipment in the field. Escort visitors in the premises where necessary. Bring any deficiencies or problems with
regard to security matters to the attention of the Chief Security Officer. Keep record of security operations and
reported incidents.
ALL ENQUIRIES: MrShabangu, (058) 7130515 x151 or Me H Van Zyl (058)7130515 x141
APPLICATIONS FOR THABO MOFUTSANYANE HEALTH DISTRICT TO:: District Manager, Thabo Mofutsanyane Health
District, Private Bag x824, Witsieshoek, 9780

CLEANER 1I(3 POSTS)

SALARY:R59 625.00 per annum

CENTRE: ITEMEOHENG DISTRICT HOSPITAL, SENEKAL: REFERENCE NO.: H/C/26
THABO MOFUTSANYANE DISTRICT OFFICE: (2 POSTS): REFERENCE NO.: H/C/27
REQUIREMENTS:

Able to read and write.

RECOMMENDATIONS:

Physical fithess. Good communication skills. Be prepared to work shifts.

DUTIES:

To ensure the general cleanliness of the wards, administrative offices and hospital surroundings.
Be prepared to render day duties alternatively with night duties.

Provide support to the supervisors, staff as well as management of the hospital.




LAUNDRY AID |
REFERENCE NO.: H/L/2

SALARY: R55 350.00 per annum

CENTRE: NKETOANA DISTRICT HOSPITAL, REITZ:

REQUIREMENTS:

ABET literacy. Ability to read and write. Physical fitness (post requires standing, high temperatures).

DUTIES:

Responsible for rendering normal laundry related duties to ensure clean linen is provided to the hospitals and customers.
To offload the delivery vehicles upon arrival and/or receive dirty and soiled linen from customers, and/or to sort all
received linen and/or to sort all linen to unload dryers manually by pulling the entangled linen of the dryers.

To feed the ironers and other production machines in order to obtain finished items, and/or to verify and

allocation of linen items as requested by customers. Folding and preparing items for hospital use.

FOOD SERVICES AID |
REFERENCE NO.: H/F/6

SALARY: R55 350.00 per annum

CENTRE: PHEKOLONG DISTRICT HOSPITAL , BETHLEHEM:

REQUIREMENTS:

ABET or Junior Certificate.Able to read and write.

RECOMMENDATIONS:

Appropriate experience in hospital environment, preferably knowledge of cooking.

DUTIES:

Clean the work environment and equipment to prevent contamination of food. Preparing of daily meals according to
diets/menu.Ensure that all food is stored correctly.Report deficiencies in the department to ensure the maintenance of all
equipment.

APPLICATIONS FOR THABO MOFUTSANYANE HEALTH DISTRICT TO:
The District Manager, Thabo Mofutsanyane District Health, Private Bag x 824,
Witsieshoek, 9870
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