JOB FORUM 02/2026 Tshwane Careers
29 January 2026 :

CITY OF

TSHWANE

INTERNAL JOB FORUM

Our policy is to provide equal employment opportunities to all qualified persons without regard to race, religious belief,
age, national origin, marital status, disability, HIV status, gender, social origin, culture, political opinion, conscience
and sexual orientation. Persons with disabilities are encouraged to apply. The City of Tshwane is committed to
employment equity. Preference may be given to appointable applicants from the underrepresented designated groups in
terms of the City of Tshwane Employment Equity Plan.

The City retains the right not to make an appointment and to verify all information provided by candidates. A process
of progressive elimination will also be embarked upon in instances where a considerable number of applicants meet the
minimum requirements for a position.

Applicants should note that they will be required to provide proof of their qualifications or any other relevant documents
(certified copies or original documents) during the selection process. Appointments will be subject to the positive
verification of qualifications (from Grade 12 upwards). Any misrepresentation of qualifications or information on the
application of an applicant, failure to present proof of claimed qualifications or fraudulent qualifications will disqualify
a candidate for appointment. If it is an internal candidate, they may be disciplined for misconduct.

The online system closes at midnight on the closing date and no late applications can be accepted. If you do not receive
correspondence from our office within 21 days of the application’s closing date, please consider your application
unsuccessful.

The City of Tshwane seeks to fill the position as indicated in this job forum.

The complete job forum can be accessed by visiting
the City of Tshwane public website (https://www.tshwane.gov.za)
and clicking on the Tshwane Careers link and then on Job Forum.

PLEASE APPLY ONLINE THROUGH THE INTRANET.
NAVIGATE TO SAP SUCCESS FACTORS PAGE THEN
LOGIN WITH YOUR CREDENTIALS

Closing date: 11 February 2026

(Online applications will close at midnight.)

General enquiries: LJ Moleli (012 358 4346)
Recruitment Centre
Upper Ground Level, Middestad Building
252 Thabo Sehume Street
Pretoria CBD

If you have trouble registering your profile or applying for these positions, send an email with a detailed
description of the error or problem to erecruithelp@tshwane.gov.za.
Do not submit your application to this email address — it will not be accepted.
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour | Support services | Technical Unskilled labour

DEPARTMENT: OFFICE OF THE EXECUTIVE MAYOR

Reference number
Position

To be advertised

This position seeks
to attract

Job level
Scale
Estimated
remuneration
package

Job purpose

Appointment
requirements

Personal
attributes and/or
competencies

Division: Governance Executive Support
Section: Executive Secretariat
Location: Tshwane House

Re-advertisement

EMCM482-2026
DIRECTOR: EXECUTIVE SECRETARIAT

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female
Indian male Person with disability ~ All categories
TI8

R886 296,00 — R1 230 960,00 per annum

R1 300 149,00 — R1 738 842,00 per annum

To manage an executive secretariat service to the Office of the Executive Mayor

An appropriate career-related tertiary qualification (three-year national diploma or
degree) in Public Administration, Management or any other study field related to
the position

At least nine years’ working experience in administrative support services with
four years of managerial experience

Compliance with the unit standards of the Local Government: Municipal Finance
Management Act, 2003 (Act 56 of 2003) as prescribed by Regulation 493 of
15 June 2007, as published in Government Gazette 29967 of 15 June 2007, will be
an added advantage

A valid Code B driving licence

Computer literacy

Must undergo a criminal record check and such a person shall allow their
fingerprints to be taken by the Tshwane Metro Police Department at own cost

Sound knowledge of the relevant legislation that governs employment practices,
such as the Local Government: Municipal Finance Management Act, 2003 (Act 56
of 2003), Employment Equity Act, 1998 (Act 55 of 1998), Skills Development
Act, 1998 (Act 97 of 1998), Basic Conditions of Employment Act, 1997 (Act 75
0f 1997) and Labour Relations Act, 1995 (Act 66 of 1995); knowledge of corporate
governance; in-depth understanding of government strategic thinking and policies
in relation to human capital management and how these can practically be applied;
considerable knowledge of modern policies and practices of public personnel
administration; ability to understand and interpret policies and procedures and
explain these to others; ability to efficiently and effectively administer personnel
systems; ability to establish and maintain effective working relationships with
employees, City officials, labour unions and the general public; knowledge of the
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Primary function

SAP

New/natural
attrition

Enquiries

principles and practices of municipal budget preparation and administration;
ability to plan activities, goals and objectives of staff members and the department
and monitor compliance to same as dictated by group policy; knowledge of the
principles and practices of project management; being a healthy person; ability to
work long hours and meet deadlines; ability to visit outside the workplace if and
when needed or attend meetings after hours

Execute generic management functions

Execute generic financial functions

Manage the provision of an effective secretarial support service to the Mayoral
Committee

Manage the rendering of a leader of governance business support function
Manage the rendering of a planning commission service

S70000642

Natural attrition

T Louw (012 358 1226)

000000000
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