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JOB FORUM 38/2026     City of Tshwane public website  

18 June 2026 
  

 
 

INTERNAL/EXTERNAL 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 interviews will be conducted on the date and time indicated on the interview invitation. 

Should applicants cancel their attendance on the day of their interview explicitly or tacitly, they will automatically be 

disqualified from the process and will not be considered for the remaining recruitment process. 

 

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 positions as indicated in this job forum on a permanent basis.  

 

The complete job forum can be accessed by visiting the City of Tshwane public website 

(https://www.tshwane.gov.za), clicking on the HOME tab, scrolling down to Quick Links and then 

clicking on Job Forums. 

 

How to apply: Internal and external candidates  
 

Visit the City of Tshwane Careers Portal (https://www.careers.tshwane.gov.za) and click on Sign up now if 

you would like to register a new account or click on View profile if you already have an account. 

 

Closing date: 2 July 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. 

http://www.careers.tshwane.gov.za/
https://www.tshwane.gov.za/
https://www.careers.tshwane.gov.za/
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Administration IT Managerial Political Professional  Safety, security and EMS 

Secretarial 
 

Semi-skilled labour Support services Technical Unskilled labour 

DEPARTMENT: COMMUNICATION, MARKETING AND EVENTS 

Division: Strategic Communication  

Section: Corporate Communication 

Location: Tshwane House, Pretoria Central  

 
Reference number CMED075-2026 

 
Position AUDIOVISUAL EDITOR  

 
To be advertised  Internal  External  

 
This position seeks to 

attract 

African female African male Coloured female Coloured male Indian female 

Indian male White female  White male  Person with disability All categories  

 

Job level  T11 – T12 

 

Scale T11: R434 688,00 – R603 720,00 per annum 

T12:    R486 840,00 – R676 164,00 per annum 

  

Estimated  

remuneration package 

T11: R585 211,00 – R800 357,00 per annum 

T12: R651 590,00 – R892 565,00 per annum 

 

Job purpose  To produce audiovisual products (video footage) to communicate organisational 

messages and information to internal and external stakeholders using the various 

approved communication platforms of the City of Tshwane 

 

Appointment  

requirements 

T11: Grade 12 with Certificate in Film and Television Production, Video Technology 

or Multimedia Studies 

T12: An appropriate three-year career-related tertiary qualification (degree or national 

diploma) in Audiovisual/Videography/Video Production, Film Studies, Visual Arts 

or any other study field related to the position 

At least two years’ relevant working experience in an audiovisual field 

Knowledge and understanding of audiovisual operating systems, hardware and 

software for planning, editing, scripting, post-production techniques and streaming 

using Vmix or OBS 

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   

 

Personal attributes  

and/or competencies 

Ability to work in a fast-paced, rapidly changing environment; creative thinking skills 

with an excellent eye for detail; ability to handle stress and work under pressure; good 

time management and planning skills; analytical thinking skills; good judgement and 

ability to make sound decisions in complex situations; good communication skills; 

multi-camera set-up skills for video studio shoots; knowledge of recording 

programmes or activity in the studio; knowledge of the principles of lighting, staging, 

focusing and filtering to achieve a specific visual look for broadcast purposes; 

knowledge of camera placement and composing shots; knowledge of using  editing 

software to piece together stills, footage, sound effects, dialog and animation effects; 

ability to prepare or plan a video production; ability to add video filters and cutaways 

for  final video mixing; ability to do voice-over recording; ability to synchronise voice 
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with picture according to a script; animatics design skills; computer graphics animator 

skills 

 

Primary functions Work closely with departments, political offices, digital media and graphics teams 

within the City of Tshwane to produce high-quality videos that showcase the City’s 

brand, projects and programmes 

Develop concepts and storyboards for videos 

Manage streaming services for City events, including Bid Adjudication Committee, 

Council and Municipal Public Accounts Committee meetings 

Operate cameras, lighting equipment and audio gear during shoots 

Edit video footage to create high-quality videos that meet the City’s brand 

management standards 

Collaborate with the communication, marketing and events team to produce engaging 

video content for social media, websites and other marketing channels 

Keep up to date with industry trends and techniques and make recommendations for 

new approaches and tools to enhance the City’s video production capabilities, such as 

animation for story onboarding 

Develop videos and edit graphics and post such on the City’s YouTube channel 

Configure, maintain and troubleshoot video, audio, lighting and other production 

equipment 

Create relevant content and professional video products for target audiences by 

making use of multi-camera and audio mixing equipment 

Produce videos that are edited digitally and streamed for a variety of uses across 

various communication platforms 

Participate in the entire production process, from ideation and storyboarding to 

filming, editing and postproduction 

Provide technical skills and support in operating and maintaining proper levels and 

calibration of audio, camera and other production equipment  

Develop and maintain an appropriate logging system for all video products recorded 

and completed jobs 

Troubleshoot problems and issues with the equipment and/or repair the equipment 

used 

Understand social media platforms and delivery formats 

 

SAP S70001966 

  

New/natural attrition Natural attrition 

  

Enquiries Oarabile Motabogi (012 358 7449) or Faith Mangwegape (012 358 5350) 
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Administration IT Managerial Political Professional  Safety, security and EMS 

Secretarial 
 

Semi-skilled labour Support services Technical Unskilled labour 

 

DEPARTMENT: COMMUNICATION, MARKETING AND EVENTS 

Division: N/A 

Section: Management and Administrative Support 

Location: Tshwane House, Pretoria Central  

 
Reference number CMED076-2026 

 
Position ADMINISTRATIVE OFFICER   

 
To be advertised  Internal  External  

 
This position seeks to 

attract 

African female African male Coloured female Coloured male Indian female 

Indian male White female  White male  Person with disability All categories  

 

Job level  T7 

 

Scale R276 264,00 – R383 700,00 per annum  

 

Estimated  

remuneration package 
R383 567,00 – R520 312,00 per annum  

 

Job purpose  To offer finance support services within the department 

 

Appointment  

requirements 

Grade 12  

Mathematics and/or Accountancy as Grade 12 subjects will be an advantage 

At six months’ relevant working experience in a financial support environment 

Computer literacy (Microsoft Office, Excel, Word and Outlook) 

SAP financial knowledge and experience will be an added advantage 

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  

 

Personal attributes  

and/or competencies 

Good communication skills; organisational skills; negotiation skills; having integrity; 

ability to pay attention to detail; independence regarding execution of assigned duties; 

budget management skills; ability to work under pressure; willingness to accept 

responsibility; ability to work with deadlines 

 

Primary functions Receive requests from the cost centre owner to create a purchase requisition  

Process creditor invoices for payment 

Prepare journals to rectify wrongly booked transactions and do payments 

Assist with general financial administration within the finance support office 

Administer records and gather information used in the finance support office 

Ensure proper record-keeping for payments processed 

Execute instructions for all related tasks regarding financial support  

 

SAP S70079652 

  

New/natural attrition Natural attrition 

  

Enquiries Faith Mangwegape (012 358 5350) 
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Administration IT Managerial Political Professional  Safety, security and EMS 

Secretarial  Semi-skilled labour Support services Technical Unskilled labour 

 

DEPARTMENT: COMMUNICATION, MARKETING AND EVENTS 

Division: Strategic Communication 

Section: Language Services  

Location: Tshwane House, Pretoria Central  

 
Reference number CMED077-2026 

 
Position LANGUAGE PRACTITIONER (English/Afrikaans) 

 
To be advertised  Internal  External  

 
This position seeks to 

attract 

African female African male Coloured female Coloured male Indian female 

Indian male White female  White male  Person with disability All categories  

 

Job level  T12 

 

Scale R486 840,00 – R676 164,00 per annum 

 

Estimated  

remuneration package 
R651 590,00 – R892 565,00 per annum 

 

Job purpose  To provide a functional editing and translation service for all departments (internal 

clients) and residents (external clients) of the City of Tshwane in order to give them 

full and equal access to information and municipal services 

 

Appointment  

requirements 

An appropriate three-year career-related tertiary qualification (degree or national 

diploma) majoring in English and Afrikaans or in a study field related to the position 

At least three years’ relevant working experience of editing and translating documents 

from and into English and Afrikaans 

Computer literacy  

Passing an in-house language competency test 

Membership of a professional language association, such as the South African 

Translators’ Institute or South African Language Practitioners’ Council, will be an 

added advantage  

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   

 

Personal attributes  

and/or competencies 

Excellent eye for detail; ability to work under pressure; ability to meet deadlines; good 

organising skills; ability to cope with stress; good writing skills; analytical thinking 

skills; having a general passion for languages 

 

Primary functions Translate municipal documents from English and Afrikaans and vice versa 

Edit municipal documents at micro (language) and macro (meaning) levels according 

to the standards of English and Afrikaans orthography rules and standards to produce 

reader-friendly documents that provide clear access to information and facilitate 

communication (includes copy, substantive and comparative editing) 

Proofread municipal documents in English and Afrikaans according to standard 

proofreading practice to provide error-free documents that enhance the image of the 

City of Tshwane 
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Develop terminology in English and Afrikaans in liaison with internal and external 

language practitioners 

Advise clients (colleagues and officials of the City of Tshwane) by answering their 

language queries on the basis of own experience and grammar, spelling and in-house 

style rules to help them produce quality documents 

Carry out administrative tasks that include updating the internal language register by 

recording completed work and saving final versions of documents on the internal 

server 

 

SAP S70001992 

 

New/natural attrition Natural attrition 

 

Enquiries Moses Gamede (012 358 6583) or Faith Mangwegape (012 358 5350) 
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Administration IT Managerial Political Professional  Safety, security and EMS 

Secretarial  Semi-skilled labour Support services Technical Unskilled labour 

 

DEPARTMENT: COMMUNICATION, MARKETING AND EVENTS 

Division: Strategic Communication 

Section: Corporate Communication   

Location: Tshwane House, Pretoria Central  

 
Reference number CMED078-2026 

 
Position COMMUNICATION OFFICER  

 
To be advertised  Internal  External  

 
This position seeks to 

attract 

African female African male Coloured female Coloured male Indian female 

Indian male White female  White male  Person with disability All categories  

 

Job level  T12 

 

Scale R486 840,00 – R676 164,00 per annum 

 

Estimated  

remuneration package 
R651 590,00 – R892 565,00 per annum 

 

Job purpose  To provide external communication support services aimed at promoting effective and 

consistent messaging with stakeholders, partners and the public across Tshwane 

 

Appointment  

requirements 

An appropriate three-year career-related tertiary qualification (degree or national 

diploma) in Communication, Journalism, Public Relations, Digital Media or 

Marketing or in a study field related to the position 

At least three years’ relevant working experience in corporate communication   

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   

 

Personal attributes  

and/or competencies 

Excellent oral, written and interpersonal skills; time management skills; presentation 

skills; having initiative; creative thinking skills; planning and organising skills; 

cognitive ability; excellent eye for detail; ability to work under pressure; ability to 

meet deadlines; ability to cope with stress; analytical thinking skills 

 

Primary functions Support and promote the City’s strategic and service delivery projects  

Provide editorial services for various communication platforms, such as the website, 

social media and publications 

• Maintain the website 

• Monitor social media and profile City projects and programmes  

• Execute public and stakeholder relations and liaison services  

• Assist with public enquiries  

• Coordinate and execute projects assigned  

• Ensure that deadlines are met   
 

SAP S70001953 
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New/natural attrition Natural attrition 

 

Enquiries Moses Gamede (012 358 6583) or Faith Mangwegape (012 358 5350) 
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Administration IT Managerial Political Professional  Safety, security and EMS 

Secretarial  Semi-skilled labour Support services Technical Unskilled labour 

DEPARTMENT: COMMUNICATION, MARKETING AND EVENTS 

Division: Events Management 

Section: Events Compliance   

Location: Tshwane House, Pretoria Central 

 
Reference number CMED079-2026 

 
Position EVENTS COORDINATOR  

 
To be advertised  Internal  External  

 
This position seeks to 

attract 

African female African male Coloured female Coloured male Indian female 

Indian male White female  White male  Person with disability All categories  

 

Job level  T12 

 

Scale R486 840,00 – R676 164,00 per annum 

 

Estimated  

remuneration package 
R651 590,00 – R892 565,00 per annum 

 

Job purpose  To coordinate, monitor and support the planning and execution of events within 

Tshwane in strict compliance with applicable municipal by-laws, national legislation 

and regulatory requirements, and to ensure that all events adhere to safety, health, 

environmental and permitting standards, while facilitating efficient approvals and 

stakeholder coordination 

 

Appointment  

requirements 

An appropriate three-year career-related tertiary qualification (degree or national 

diploma) in Event Management, Public Relations, Marketing Management or in a 

study field related to the position 

At least three years’ experience in an event management environment  

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   

 

Personal attributes  

and/or competencies 

Excellent oral, written and interpersonal skills; time management skills; presentation 

skills; having initiative; creative thinking skills; planning and organising skills; 

cognitive ability; excellent eye for detail; ability to work under pressure; ability to 

meet deadlines; ability to cope with stress; analytical thinking skills 

 

Primary functions Assist in managing the City’s Joint Operations Committee (JOC) and coordinate all 

JOC meetings 

Coordinate and monitor compliance requirements for all events hosted within 

Tshwane, ensuring alignment with applicable by-laws, policies and national 

legislation 

Facilitate the event application and approval process, including the verification of 

permits, licences and supporting documentation 

Liaise with internal departments (safety, health, emergency services, traffic and 

environmental management) to ensure integrated compliance oversight 

Engage with event organisers, vendors and stakeholders to communicate compliance 

requirements and provide guidance on regulatory standards 
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Conduct risk assessments and ensure that appropriate safety, health and 

environmental measures are implemented for each event 

Monitor events (pre-, during and post-event) to ensure adherence to approved 

compliance conditions and take corrective action where necessary 

Maintain accurate records of event applications, approvals, inspections and 

compliance reports 

Identify potential compliance risks and recommend mitigation strategies to ensure 

that public safety and service delivery standards are upheld 

Support enforcement processes by reporting non-compliance and assisting with the 

implementation of corrective or legal actions where required 

Protect the City from legal risk, financial risk and reputational damage 

 

SAP S70002002 

  

New/natural attrition Natural attrition 

  

Enquiries Moses Gamede (012 358 6583) or Faith Mangwegape (012 358 5350) 
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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 

Division: Governance Executive Support 

Section: Mayoral Committee Secretariat 

Location: Tshwane House, Pretoria Central  

 

Re-advertisement 

 
Reference number EMCM483-2026 

 
Position DEPUTY DIRECTOR: MAYORAL COMMITTEE 

SECRETARIAT 

 
To be advertised  Internal  External  

 
This position seeks to 

attract 

African female African male Coloured female Coloured male Indian female 

Indian male White female  White male  Person with disability All categories  

 

Job level  T17 

 

Scale R857 964,00 – R1 191 576,00 per annum 

 

Estimated  

remuneration package 
R1 261 855,00 – R1 686 480,00 per annum 

 

Job purpose  To manage the compilation of agendas and logistical arrangements for the Mayoral 

Committee and other meetings of the executive 

 

Appointment  

requirements 

An appropriate three-year career-related tertiary qualification (national diploma or 

degree) in Public Administration, Management or any other study field related to the 

position 

At least eight years’ working experience in administrative support services 

Managerial experience 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    

 

Competency 

requirements of the 

post 

Good written and verbal communication skills; advanced management skills; ability 

to work under pressure; basic knowledge of legislation relevant to local government; 

ability to cope with stress 

 

Primary functions Compile agendas and logistical arrangements for the Mayoral Committee and other 

meetings of the executive  

Ensure the accurate recording of deliberations at various meetings and compile 

minutes from the meetings 

Ensure that statutory requirements and applicable legislation are complied with 

Oversee the work of committee secretaries 

Ensure a climate conducive to promoting and sustaining motivational levels, 

productivity and performance by directing and controlling outcomes associated with 

the use, productivity and performance of personnel within the section 
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Monitor and control the section budget so that income and expenditure are in line with 

Council requirements 

Ensure the rendering of a secretariat service to the Mayoral Committee and other 

meetings of the executive 

Arrange Mayoral Committee meetings and other meetings of the executive  

Coordinate correspondence (two or more departments or directorates involved) 

Arrange all logistical matters pertaining to presentations to be made at Mayoral 

Committee meetings and other meetings of the executive  

Arrange all budget conferences organised by the Mayoral Committee for all 

councillors 

Ensure that the City of Tshwane complies with acts of Parliament and government 

regulations 

Thoroughly edit and fine tune all reports emanating from different departments to 

ensure that all relevant information (such as comments from the relevant department) 

are included before the inclusion of the reports in the Mayoral Committee agenda 

Ensure that the confidentiality of politically sensitive materials and information 

emanating from the Mayoral Committee are not disclosed 

Coordinate and monitor the printing of Mayoral Committee agendas and other 

meetings of the executive 

 

SAP S70000651 

 

New/natural attrition Natural attrition 

 

Enquiries T Louw (012 358 1226) 
 
 

 

oooOOOOooo 
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