JOB FORUM 39/2026 City of Tshwane public website

19 June 2026

CITY OF

TSHWANE

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: 03 July 2026

(Online applications will close at midnight.)

General enquiries: L] 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.

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional | Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: L.earning and Development

Section: Competency Development and Training

Location: Tshwane Leadership and Management Academy, Pretoria West

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

CSHS463-2026

DEPUTY DIRECTOR: TECHNICAL AND VEM TRAINING

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female
Indian male Person with disability ~ All categories
T17

R857 964,00 —R1 191 576,00 per annum

R1 261 855,00 — R1 686 480,00 per annum

To provide and implement technical and VEM training development

An appropriate three-year career-related tertiary qualification (degree or national
diploma) in Technical and Vocational Education and Training or any other study field
related to the position

At least eight years’ relevant working experience in an adult training environment
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

Sound knowledge of the relevant legislation that governs employment practices, such
as the Local Government: Municipal Finance Management Act, 2003 (Act 56 of
2003), the Employment Equity Act, 1998 (Act 55 of 1998), the Skills Development
Act, 1998 (Act 97 of 1998), the Basic Conditions of Employment Act, 1997 (Act 75
of 1997) and the Labour Relations Act, 1995 (Act 66 of 1995) and 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 administer personnel systems efficiently and effectively;
ability to establish and maintain effective working relationships with employees, City
officials, labour unions and the public; knowledge of 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 with same as

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link



http://www.tshwane.gov.za/

dictated by group policy; knowledge of principles and practices of project
management; business acumen

Primary functions Execute general administration management
Execute generic management functions
Execute generic financial functions
Execute generic planning functions
Oversee internal and external competency development training operational services
Oversee technical and VEM training operational services
Implement the Artisanal Recognition of Prior Learning Programme for municipal
employees
Implement revenue generation strategies
Establish and operate the trade testing centres
Implement and manage innovation in all areas of technical training

SAP S70016324
New/natural attrition Natural attrition

Enquiries Thabang Moloi (012 358 8052)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Learning and Development

Section: Strategic Competency Development Services

Location: Tshwane Leadership and Management Academy, Pretoria West

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

CSHS464-2026

COMPETENCY DEVELOPMENT STRATEGIC OFFICER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female

Indian male All categories

T12

R486 840,00 — R676 164,00 per annum

R651 590,00 — R892 565,00 per annum

To oversee the operations related to strategic competency development services

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

At least three years’ relevant working experience in a training environment

A valid Code B driving licence

Computer literacy

Knowledge of SAP 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

Knowledge of the Skills Development Act, 1998 (Act 97 of 1998) and the Skills
Development Levies Act, 1999 (Act 9 of 1999); ability to understand how a human
resources department functions; basic knowledge about the City of Tshwane; basic
industry knowledge; knowledge of the City’s priorities and goals; ability to operate
within the City’s policies and procedures; knowledge of guided application of sector
policies and legislation in undertaking tasks; awareness of the issues impacting
service delivery; ability to display an adequate understanding of the roles and
responsibilities of human resources within the City; ability to understand the links
between people, systems, practices and policy and how this contributes to the City’s
success; effective oral and written communication skills; ability to communicate
effectively with colleagues and clients; ability to conduct self in accordance with
organisational values; ability to undertake roles and responsibilities in a sincere and
honest manner; ability to treat all employees with equal respect; ability to take
responsibility for own actions

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Primary functions Compile monthly, quarterly and annual training reports and the Workplace Skills
Plan
Coordinate external training requests
Assist with skills audits and administration of the section
Coordinate the Corporate Training Committee and attend LGSETA Skills
Development Facilitator Forum Meetings
Liaise with LGSETA and oversee levies and grant payments (EMP201)
Train employees on SAP and events and catalogue maintainer

SAP S70016347
New/natural attrition Natural attrition

Enquiries Ceasar Ramaube (012 358 0111)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Learning and Development
Section: Stakeholder Management

Location: Tshwane Leadership and Management Academy, Pretoria West

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

Primary functions

SAP

New/natural attrition

Enquiries

CSHS465-2026

FUNCTIONAL HEAD: FINANCIAL SUPPORT AND
RESOURCES MANAGEMENT

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female

Indian male Person with disability All categories

T15

R683 952,00 — R949 944,00 per annum

R902 477,00 — R1 241 035,00 per annum

To execute functions pertaining to the provision of financial support services to the
Tshwane Leadership and Management Academy

An appropriate three-year tertiary qualification (degree or national diploma) in
Financial Management, Accounting or any other study field related to the position
At least six years’ relevant working experience in a financial management
environment

Supervisory experience will be an added advantage

A valid Code B driving licence

Computer literacy and SAP knowledge

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

Verbal and written communication skills; planning and organising skills; financial
management skills; ability to work under pressure; good interpersonal skills;
negotiation skills; conflict-handling skills

Execute generic personnel management functions

Implement financial support services to the Tshwane Leadership and Management
Academy through budget support services and academy financial support services
S70016409

Natural attrition

Maria Makoena (012 358 0056)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

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

Primary functions

SAP

New/natural attrition

Enquiries

OFFICE OF THE GROUP HEAD
Section: N/A
Location: Tshwane House

CSHS466-2026

EXECUTIVE SECRETARY

Internal External

African female African male Coloured female Coloured male Indian female
Indian male White female ~ White male Person with disability All categories
T11

R434 688,00 — R603 720,00 per annum

R585 211,00 — R800 357,00 per annum

To render an executive secretarial and administrative support service to the Group
Head: Group Human Capital Management

Grade 12 plus a secretarial qualification or training

At least two years’ relevant secretarial experience

A valid Code B driving licence will be an added advantage

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

Good knowledge of the City’s human resources policies and procedures; verbal and
written communication skills; planning and organising skills; financial management
skills; ability to work under pressure; good interpersonal skills; negotiation skills;
conflict-handling skills

Provide a reception service

Provide an office administration service

Provide a typing and computer-operating service
Provide an operational logistics service

Execute diverse official secretarial duties

S70016032
Natural attrition

Helen Rasakane (012 358 4052)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration

IT

Managerial Political Professional | Safety, security and EMS

Secretarial

Semi-skilled labour

Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

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

Primary functions

SAP

New/natural attrition

Enquiries

Division: Labour Relations Management
Section: Office of the Divisional Head
Location: Tshwane House

Re-advertisement

CSHS467-2026

SENIOR SECRETARY

Internal External

Coloured female = Coloured male Indian female

White male

African male
White female

African female

Indian male Person with disability All categories

T10

R388 116,00 — R539 040,00 per annum
R525 933,00 — R718 031,00 per annum

To provide effective and efficient secretarial support services to the Divisional
Head: Labour Relations Management

Grade 12 plus a secretarial qualification or training

At least two years’ relevant secretarial experience

A valid Code B driving licence will be an added advantage

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

Flexibility; willingness to accept responsibility; innovative thinking skills; ability
to pay attention to detail; ability to work within prescribed timelines; good self-
management skills; ability to function well under stressful conditions; ability to
maintain confidential and sensitive information

Provide a reception service

Provide an office administration service

Provide a typing and computer-operating service
Provide an operational logistics service

Execute diverse official secretarial duties

S70016272
New

Ronald Oppelt (012 358 8535)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical

Support services Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

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

Primary functions

SAP
New/natural attrition
Enquiries

Division: Labour Relations Management
Section: Discipline Management
Location: Tshwane House

Re-advertisement

CSHS468-2026

ADMINISTRATIVE OFFICER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T7

R276 264,00 — R383 700,00 per annum
R383 567,00 — R520 312,00 per annum

To provide efficient and effective administrative support services to the Discipline
Management Section

Grade 12

At least six months’ relevant working experience in a labour relations management
support environment

Computer literacy

Experience working with the SAP system 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

Excellent communication skills; ability to work under pressure; ability to meet
deadlines; good organisational skills; ability to work with stress; ability to carry out
duties and responsibilities with limited supervision; ability to make decisions and
establish work priorities; emotional intelligence; intellectual and cognitive ability

Perform administrative duties related to the work in an office environment

Receive, open and register all disciplinary cases from client departments

Provide efficient logistical support services for the scheduling of disciplinary hearings
Administer and monitor financial management support

Receive and process invoices received by the division

Register and maintain data of all suspended employees

Continuously update the labour relations case management system

S70016311
Natural attrition
Livingstone Mabalanganye (012 358 8146)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Human Capital Strategic and Operational Support Services

Location: Tshwane House (but functioning in the whole municipal area and all regions of

Reference number
Position
To be advertised

This position seeks to
attract

Job level
Scale

Estimated
remuneration package

Job purpose

Appointment
requirements

Competency
requirements of the
post

Tshwane)

CSHS469-2026
KEY ACCOUNT SPECIALIST

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T17

R857 964,00 —R1 191 576,00 per annum
R1 261 855,00 — R1 686 480,00 per annum

To provide a specialist human resources operations service for client departments and
regions in support of the City of Tshwane’s strategic objectives

An appropriate three-year career-related tertiary qualification (national diploma or
degree) in Human Resources or any other study field related to the position

At least eight years’ relevant working experience in a human resources operations
support environment

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

Physically healthy; ability to work long hours and meet deadlines; ability to visit
outside the workplace if and when needed or attending meetings after hours Planning
and organising: Identify and act on opportunities to partner with other municipal
departments to achieve desired results; develop partnership agreements that ensure
win outcomes for all parties; project and forecast short-, medium- and long term needs
of the municipality Human resources service delivery: Ensure sustainability of human
resources practices within the municipality; plan and implement human resources
service delivery in line with the municipality’s internal and external operating
environment, business and capability needs for today and the future; support the
effective management of human resources in the municipality by means of an effective
human resources service delivery model and system; establish functional standards for
accurate human resources record-keeping and administration; measure employee
engagement and satisfaction with the delivery of human resources services; design,
implement and review human resources policies Communication: Develop

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Primary functions

SAP
New/natural attrition

Enquiries

communication for various audiences; ability to read situations, interest positions and
respond appropriately; communicate sensitive or controversial information
effectively; communicate effectively at senior level; handle sensitive one-on-one
discussions effectively; use appropriate language and style to capture the attention of
the audience Problem solving and analysis: Anticipate organisational problems and
strategies to counteract potential impact Direction setting: Grasp and articulate the
municipality’s vision and mission and its implications; maintain a clear focus on long-
term goals and consider alternatives; be forward thinking and produce innovative
ideas.

Execute personnel management functions

Execute financial management functions

Manage and coordinate staffing processes

Manage the administration of employee benefits and conditions of service
Ensure the implementation of human resources strategies

Provide generic human resources administration support

S70016260
Natural attrition

Avhashavhi Singo (012 358 3889)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour

Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Human Capital Strategic and Operational Support Services

Location: Tshwane House (but functioning in the whole municipal area and all regions of

Reference number
Position
To be advertised

This position seeks to
attract

Job level
Scale

Estimated
remuneration package

Job purpose

Appointment
requirements

Competency
requirements of the
post

Primary functions

SAP
New/natural attrition
Enquiries

Tshwane)

CSHS470-2026

ADMINISTRATIVE OFFICER (4 POSTS)

Internal External
African female African male Coloured female Coloured male Indian female
Indian male White female White male Person with disability All categories

T7

R276 264,00 — R383 700,00 per annum
R383 567,00 — R520 312,00 per annum

To provide an effective and efficient administrative human capital operational support
service to client departments

Grade 12

At least six months’ relevant working experience in an administrative support services
environment

Computer literacy

SAP knowledge 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

Excellent communication skills; ability to work under pressure; ability to meet
deadlines; good organisational skills; ability to work with stress; ability to carry out
duties and responsibilities with limited supervision; ability to make decisions and
establish work priorities; emotional intelligence; intellectual and cognitive ability

Conduct remuneration and benefit administration

Perform recruitment and selection functions

Perform labour relations functions

Conduct skills development and training administration
Perform occupational health and safety functions

Conduct individual performance management administration

S70009963; S70094468; S70015572; S70001941
Natural attrition
Charmaine De Villiers (012 358 4345)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional

Safety, security and EMS

Secretarial

Semi-skilled labour

Support services Technical

Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Reference number
Position
To be advertised

This position seeks to

Division: Labour Relations Management

Section: Grievance, Conciliation and Arbitration

Location: Tshwane House

CSHS471-2026

ADMINISTRATIVE OFFICER

Internal External

African female African male Coloured female Coloured male

Indian female

attract Indian male White female White male Person with disability All categories
Job level T7

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

Estimated

. R383 567,00 — R520 312,00 per annum
remuneration package

Job purpose To provide efficient and effective administrative support services to the Grievance,
Conciliation and Arbitration Section

Appointment Grade 12

requirements At least six months’ relevant working experience in a labour relations management

support environment

Computer literacy

Experience working with the SAP system 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 communication skills; ability to work under pressure; ability to meet
deadlines; good organisational skills; ability to work with stress; ability to carry out
duties and responsibilities with limited supervision; ability to make decisions and
establish work priorities; emotional intelligence; intellectual and cognitive ability

Perform administrative duties related to the work in an office environment

Receive, open and register all grievance cases from client departments

Provide efficient logistical support services for the scheduling of grievance hearings
Administer and monitor financial management support

Receive and process cases received by the division

Register and maintain data of all cases

Continuously update the grievance case management system

Primary functions

SAP S70016286

New/natural attrition Natural attrition

Enquiries Seipati Segolela (012 358 7387)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Human Capital Provision and Maintenance

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

Location: Tshwane House

CSHS472-2026

FUNCTIONAL HEAD: SALARY ADMINISTRATION

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T15

R683 952,00 — R949 944,00 per annum

R902 477,00 — R1 241 035,00 per annum

To manage and coordinate the salary administration function by ensuring the accurate,
timeous and compliant processing of payroll and related renumeration activities to
ensure compliance with relevant policies, regulations and legislation

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

At least six years’ experience in human resources management, preferably in a salary
administration environment

Supervisory experience will be an added advantage

A valid Code B driving licence

Computer literacy with SAP experience

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

Ability to establish a system to follow up on projects, tasks and assignments; ability
to set up feedback mechanisms in order to monitor work in progress; ability to
maintain a project checklist covering all details which might be overlooked; ability to
notice errors or problems prior to projects being completed; ability to vigilantly watch
over project processes, tasks and work products to ensure freedom from errors,
omissions or defects; ability to initiate action to correct quality problems or notify
others of quality issues as appropriate; ability to gather information on the probability
of success and the consequences of failure; ability to deliver messages in a manner
that gains support, commitment and agreement; ability to communicate controversial,
sensitive messages to stakeholders tactfully; ability to deal promptly in the interest of
the City with situations where conflict of interest arises; ability to present ideas and
beliefs in a manner which is consistent with the rules and regulations of the

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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organisation and department; ability to act decisively against corrupt and dishonest
conduct

Primary functions Execute generic personnel management functions
Ensure the effective appointment, promotion, transfer and secondment of all City of
Tshwane officials, office-bearers and Section 57 employees
Ensure the administration of deductions for all City of Tshwane employees
Manage the termination of services
Manage salary administration and adjustments for all officials
Ensure that the correct bank details are stored
Ensure that an effective and efficient reporting, audit query, grievance, arbitration and
general information service is rendered
Render administrative payroll services
Render an enquiry and advisory service

SAP S70016121
New/natural attrition Natural attrition

Enquiries Samuel Ramabu (012 358 4234)
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Administration

IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Human Capital Provision and Maintenance (Human Capital Benefits

Reference number

Position

To be advertised

This position seeks to

attract

Job level

Scale

Estimated

remuneration package

Job purpose

Appointment
requirements

Competency
requirements of the
post

Primary functions

Administration)
Location: Tshwane House

CSHS473-2026
HUMAN CAPITAL PROCESSOR (BENEFITS - MEDICAL AIDS)

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T11

R434 688,00 — R603 720,00 per annum
R585 211,00 — R800 357,00 per annum

To render an efficient administrative service involving pension funds, group schemes
and medical schemes, and administer the deductions in respect of pension funds, group
schemes and medical schemes on the SAP system

Grade 12

At least two years' relevant experience in a human resources environment
Experience in benefits administration will be an added advantage

A valid Code B driving licence will be an added advantage

Computer literacy

SAP knowledge 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

Verbal and written communication skills; planning and organising skills; ability to
work under pressure; good interpersonal skills; negotiation skills; conflict-handling
skills; accountability and ethical conduct; problem solving and analysis skills

Receive application forms for pension funds, group schemes and medical schemes
Verify documents and attachments for correctness

Check the information on the application form against the policy guidelines

Capture the information on the SAP system

File application forms electronically

Respond to enquiries from employees, City departments and external service
providers

Assist with induction when requested

Resolve allowance-related and deduction matters for salary runs

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link
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Ensure accuracy of pension-backed home allowance employment confirmations
Implement policies

Conduct stakeholder liaison

Give advice to departments and employees

Assist with medical aid window period

SAP S70016068
New/natural attrition Natural attrition

Enquiries Lebogang Mokoena (012 358 8871) or Letsatsi Moleli (012 358 4346)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Human Capital Provision and Maintenance (Recruitment and Selection)

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

Primary functions

SAP

Location: Tshwane House

CSHS474-2026

ADMINISTRATIVE OFFICER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T7

R276 264,00 — R383 700,00 per annum

R383 567,00 — R520 312,00 per annum

To provide effective and efficient administrative support services

Grade 12

At least six months’ relevant working experience in an administrative environment
A valid Code B driving licence will be an added advantage

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

Strong analytical reasoning skills; ability to pay attention to detail; ability to work
within a relatively structured environment; effective oral and written communication
skills; ability to communicate effectively with colleagues and clients

Perform administrative functions related to the work in an office environment
Ensure effective and efficient logistical support services

Provide a typing and computer-operating service

Assist with monthly report statistics

Assist with the qualification and security vetting of potential candidates
Assist with reference checks of potential candidates

Assist with the arrangement of interviews

Be responsible for filing (recruitment files and electronic files)
Assisting in downloading information from the e-recruitment system
Assist in updating summaries of applications

Conduct storeroom management

Manage attendance registers

S70016058
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New/natural attrition Natural attrition

Enquiries Tsietsi Tau (012 358 0966)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Human Capital Provision and Maintenance (Human Capital Registration and

Reference number

Position

To be advertised

This position seeks to
attract

Job level
Scale
Estimated
remuneration
package

Job purpose

Appointment
requirements

Competency
requirements of the
post

Archive Operations)
Location: Middestad Building, Pretoria Central

CSHS475-2026

HUMAN CAPITAL OFFICER (HUMAN CAPITAL
REGISTRATION AND ARCHIVE)

Internal External

African female African male Coloured female Coloured male Indian female
Indian male White female White male Person with disability All categories
T12

R486 840,00 — R676 164,00 per annum

R651 590,00 — R892 565,00 per annum

To ensure the rendering of a registration, archive and messenger service to the Human
Capital Registration and Archive Operations Unit

An appropriate three-year career-related tertiary qualification (national diploma or
degree) in Archives and Records Management, Library and Information Science,
Information Science or in a study field related to the position

Records Management course as presented by the National Archives will be an added
advantage

At least three years’ relevant working experience in an archive and registry support
environment

Supervisory 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

Understands how the Human Resources Department functions; Basic knowledge
about the municipality; Basic industry knowledge; Knowledge of the municipality’s
priorities and goals; Operates within the municipality’s policies and procedures;
Guided application of sector policies and legislation in undertaking tasks; and
Awareness of the issues impacting service delivery Displays an adequate
understanding of the roles and responsibilities of Human Resources within the
municipality; and understand the links between people, systems, practices and policy
and how this contributes to municipality’ success. Must have in depth knowledge of
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legislation applicable to the management of records. To understand manage a public
processes and principles to cope competently with the tasks involved and to manage
the Archives and filing system effectively

Primary functions Control and manage the registration service of the department
Render an archive service by maintaining and updating the divisional filing system
and list of other archives according to the legal requirements as set out in the National
Archives and Record Service of South Africa Act, 1996 (Act 43 of 1996)
Manage and render a registration service
Provide an information service
Conduct day-to-day management of the unit

SAP S70016109
New/natural attrition Natural attrition

Enquiries Letsatsi Moleli (012 358 4346)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour

Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Occupational and Employee Health, Safety and Wellness

Location: Belle Ombre Clinic (used at any occupational health clinic within Tshwane)

Reference number
Position
To be advertised

This position seeks to
attract

Job level
Scale

Estimated
remuneration package

Job purpose

Appointment
requirements

Competency
requirements of the
post

CSHS476-2026
OCCUPATIONAL NURSING PRACTITIONER (2 POSTS)

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T12

R486 840,00 — R676 164,00 per annum
R651 590,00 — R892 565,00 per annum

To manage an occupational health clinic and render a functional occupational nursing
service to City of Tshwane employees

General Nursing diploma or degree

Community Nursing Science or Public Health Nursing diploma

Diploma in Occupational Health Nursing

Certificate/Diploma in Primary Healthcare, Clinical Nursing Science, Health
Assessment, Treatment and Care

Occupational Health Nurses to do audiometric tests in the workplace and trained in
Instruction 171 to do Audiometry

Certificate in Audiometry and registration with the South African Society of
Occupational Health Nurses to do audiometric tests in the workplace

Certificate in Spirometry Certificate in Pharmacology and licence to dispense
Registration with the South African Nursing Council

At least three years’ experience in an occupational health nursing practice
Supervisory experience will be an added advantage

A valid Code B driving licence and own transport

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

Negotiation skills; budget management skills; ability to do presentations; leadership
skills; technical skills; communication skills; independent functioning; analytical
skills; organisational skills; integrity; decisiveness; intelligence; ability to pay
attention to detail; patience; ongoing learning; energy; empathy; willingness to accept
responsibility; flexibility; high hand-eye coordination; no disabling medical or
physical conditional; good eyesight
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Primary functions

SAP
New/natural attrition

Enquiries

Manage minor ailments

Develop occupational risk profiles

Order and control pharmacy stock

Conduct a medical surveillance programme

Manage injuries on duty

Perform fitness-for-work evaluations

Conduct workplace, home and hospital visits

Provide a specialist occupational health consultation and advisory service
Render a chief occupational nursing relief service

Render a functional occupational nursing service on a relief basis to other
occupational health clinics

Conduct occupational-related health information programmes

Investigate occupational diseases and incidents

Render medical services, dispense medication and issue first aid stock
Provide occupational health advice and information

Provide absenteeism management support

Provide first aid supplies

Manage the occupational health clinic

S70016204; S70016207
Natural attrition

Lehlohonolo Tamela (012 358 5841) or Sophie Masoga (012 358 8752)
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Administration

IT | Managerial

Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Occupational and Employee Health, Safety and Wellness

Location: Tshwane House (but functioning in the whole municipal area and all regions

Reference number
Position
To be advertised

This position seeks
to attract

Job level
Scale
Estimated
remuneration

package

Job purpose

Appointment
requirements

Competency
requirements of
the post

Primary functions

of Tshwane)

CSHS477-2026

SENIOR ADMINISTRATIVE OFFICER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T11

R434 688,00 — R603 720,00 per annum

R585 211,00 — R800 357,00 per annum

To render an efficient and effective administrative, financial, personnel, logistics,
secretariat, IT and record management support service to the Occupational and
Employee Health, Safety and Wellness Section

Grade 12

At least two years’ relevant working experience in an administrative and financial
support environment

A valid Code B driving licence

Computer literacy — Word and Excel

SAP system and e-Procurement system knowledge will be an added advantage
Knowledge of the BMC Remedy Mid Tier 9.1 system Arsys-prod (new insurance
claim system) 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

Knowledge of the budget-, procurement-, financial-, asset-, record management and
personnel procedures and policies and general administration; have a broad knowledge
of municipal financial procedures and policies; understand administration principles and
SUPErvisory processes

Render administrative support services for the section

Render cost-effective financial support services to the section

Render a personnel support services function

Render a logistic support service to all occupational health clinics regarding asset
control and verification

Render a secretariat support service
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Render an archive and records management support service

SAP S70016211
Nevsr/yatural Natural attrition
attrition

Enquiries Sophie Masoga (012 358 8752)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical

Support services Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Human Capital Recruitment and Administration Management

Section: Occupational and Employee Health, Safety and Wellness

Reference number
Position
To be advertised

This position seeks to
attract

Job level
Scale

Estimated
remuneration package

Job purpose

Appointment
requirements

Competency
requirements of the
post

Primary functions

Location: Middestad Building, Pretoria Central

CSHS478-2026

EMPLOYEE WELLNESS OFFICER

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female

Indian male Person with disability All categories

T12

R486 840,00 — R676 164,00 per annum
R651 590,00 — R892 565,00 per annum

To render a professional employee assistance service to troubled City of Tshwane
employees and their immediate families and to develop human development
programmes to assist in enhancing the productivity of all City employees

A three-year career-related tertiary qualification (degree) in Social Work,
Psychology, Counselling or in a study field related to the position

Registration with a relevant professional body

At least three years’ relevant working experience providing employee support in a
corporate 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

Able to identify internal and external stakeholders relevant to projects; shows
confidence in engaging with internal and external stakeholders; communicates
effectively; and accurately captures details of meetings and proceedings for formal
record, explains potential impact of problems to own working environment;
demonstrates logical problem-solving approach and provides rationale for proposed
solutions; and determines root causes of problems and evaluates whether solutions
address root causes and displays an understanding of basic wellness programmes

Ensure that professional employee assistance programme assessments and counselling
services are provided to all clients after reacting to a self-referral or referral by
management

Provide support, guidance and containment to employees through individual and
group counselling, crisis intervention, debriefing and trauma services

Provide outreach services and on-site debriefing sessions should the need arise
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Ensure that policies and procedures are initiated and communicated to the various role
players in the organisation

Educate management and employees about various human psychosocial conditions
and related behaviour according to needs identified by the presentation of needs-based
psychosocial education and human development and proactive programmes that focus
on the promotion of a healthy lifestyle including, but not limited to, financial life skills,
stress management and life skill programmes

SAP S70016242
New/natural attrition Natural attrition

Enquiries Gratitude Tabane (012 358 4429)

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link



http://www.tshwane.gov.za/

Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Learning and Development

Section: Competency Development and Training

Location: Tshwane Leadership and Management Academy, Pretoria West

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

CSHS479-2026

COMPETENCY DEVELOPMENT AND TRAINING OFFICER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T12

R486 840,00 — R676 164,00 per annum

R651 590,00 — R892 565,00 per annum

To render competency training services to the City of Tshwane

An appropriate three-year career-related tertiary qualification (degree or national
diploma) in Training and Development or Human Resources Management or any
other study field related to the position

Qualified Education, Training and Development Practitioner (ETDP) will be an added
advantage

At least three years’ relevant working experience in an adult training environment

A valid Code B driving licence

Computer literacy

Knowledge of SAP

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

Knowledge of the Skills Development Act, 1998 (Act 97 of 1998) and the Skills
Development Levies Act, 1999 (Act 9 of 1999); ability to understand how a human
resources department functions; basic knowledge about the City of Tshwane; basic
industry knowledge; knowledge of the City’s priorities and goals; ability to operate
within the City’s policies and procedures; knowledge of guided application of sector
policies and legislation in undertaking tasks; awareness of the issues impacting
service delivery; ability to display an adequate understanding of the roles and
responsibilities of human resources within the City; ability to understand the links
between people, systems, practices and policy and how this contributes to the City’s
success; effective oral and written communication skills; ability to communicate
effectively with colleagues and clients; ability to conduct self in accordance with
organisational values; ability to undertake roles and responsibilities in a sincere and
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honest manner; ability to treat all employees with equal respect; ability to take
responsibility for own actions

Primary functions Develop leadership and management capacity
Provide administrative services and support
Provide training programme design and development
Conduct training operations and programme coordination
Conduct training delivery and facilitation
Provide learning management system administration and technology management
Conduct digital learning and innovation
Conduct stakeholder engagement and advisory
Provide knowledge management and continuous improvement
Ensure continuous professional development

SAP S70016322
New/natural attrition Natural attrition

Enquiries Thabang Moloi (012 358 8052)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

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

Primary functions

SAP
New/natural attrition

Enquiries

Division: Organisational Efficiency Improvement

Section: Individual Performance Management
Location: Tshwane House

CSHS480-2026

ADMINISTRATIVE OFFICER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female

Indian male All categories

T7

R276 264,00 — R383 700,00 per annum

R383 567,00 — R520 312,00 per annum

To provide effective and efficient administrative support services

Grade 12

At least six months’ relevant working experience in a human resources management
environment

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

Strong analytical reasoning skills; ability to pay attention to detail; ability to work
within a relatively structured environment; effective oral and written communication
skills; ability to communicate effectively with colleagues and clients

Perform administrative functions related to individual performance management
Ensure effective and efficient logistical support services

Provide secretariat services within the Individual Performance Management Section
Provide administrative support related to staff reward and recognition initiatives
S70016425

Natural attrition

Kerotse Nthutang (012 358 5349)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

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

Primary functions

Division: Labour Relations Management
Section: Discipline Management
Location: Tshwane House

CSHS481-2026

FUNCTIONAL HEAD: DISCIPLINARY CASES

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T15

R683 952,00 — R949 944,00 per annum

R902 477,00 — R1 241 035,00 per annum

To render a consultation service regarding all aspects of discipline to client
departments

An appropriate three-year tertiary qualification (degree or national diploma) in
Labour Relations or any other study field related to the position

At least six years’ relevant working experience in a labour relations or human
resources environment

Supervisory experience will be an added advantage

A valid Code B driving licence

Computer literacy

A valid Code B driving licence

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

Verbal and written communication skills; planning and organising skills; financial
management skills; ability to work under pressure; good interpersonal skills;
negotiation skills; conflict-handling skills

Advise on the application of disciplinary procedures to supervisors, line managers,
human resource officers and departmental heads

Analyse disciplinary trends and implement preventative measures

Represent the City as evidence leader in disciplinary hearings

Provide training on the prevention and institution of disciplinary measures

Provide advice on all disciplinary measures and the appropriate steps to be taken, such
as the convening of formal disciplinary hearings or progressive discipline

Draft charge sheets

Communicate the outcome of disciplinary hearings to departmental heads
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Compile disciplinary-related reports to senior managers and different forums within
the City

Implement the outcome of disciplinary proceedings

Verify the correct implementation of disciplinary measures instituted by departments
Process disciplinary appeals received from employees

Prepare suspension letters and maintain a database of all suspended employees in the
City

SAP S70016302
New/natural attrition New

Enquiries Livingstone Mabalanganye (012 358 8146)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Learning and Development

Section: Competency Development and Training

Location: Tshwane Leadership and Management Academy, Pretoria West

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

Primary functions

Re-advertisement

CSHS482-2026

DEPUTY DIRECTOR: MANAGEMENT COMPETENCY
DEVELOPMENT AND TRAINING

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T17

R857 964,00 — R1 191 576,00 per annum

R1 261 855,00 — R1 686 480,00 per annum

To manage the rendering of a professional training service in line with the core
competency focus areas and functional responsibilities of the position as per the
approved organisational structure

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

At least eight years’ relevant working experience in skills development and training,
preferably in local government

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

Service delivery and client orientation; having integrity; ability to pay attention to
detail; emotional intelligence; calm disposition and strength of character; people
management skills; innovative thinking skills; willingness to accept responsibility and
work collaboratively

Provide governance, policy and compliance oversight

Provide a departmental client-centric professional training service that directly
contributes to service delivery performance improvement results

Execute generic management functions
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Execute generic financial management functions

Manage training interventions responsive to the Integrated Development Plan and
skills audit in implementing the Workplace Skills Plan

Manage training projects and conduct impact assessments for municipal performance
improvement outcomes

Track and monitor continuous professional development requirements

Provide professional advice on training matters and research appropriate learning
programmes relevant to a modern and future-fit municipal environment

Manage the implementation of online, blended and in-person learning programmes
Manage the learner management system and learners records and ensure the capturing
of learner attendance on the SAP system

SAP S70016317
New/natural attrition Natural attrition

Enquiries Thabang Moloi (012 358 8052)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Learning and Development

Section: Competency Development and Training

Location: Tshwane Leadership and Management Academy, Pretoria West

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

CSHS483-2026

COMPETENCY DEVELOPMENT AND TRAINING OFFICER
(TECHNICAL AND VEM TRAINING) - PLUMBING

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female

Indian male Person with disability All categories

T12

R486 840,00 — R676 164,00 per annum

R651 590,00 — R892 565,00 per annum

To provide competency training to apprentice artisans to enable them to become fully
qualified in the plumbing trade

An appropriate career-related qualification (N5/N6) or equivalent qualification will
be an added advantage

Trade certificate as a Plumber (red seal)

At least three years’ relevant working experience in an adult training environment

A valid Code B driving licence

Computer literacy

Qualified Education, Training and Development Practitioner (ETDP) 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

Ability to understand how a human resources department functions; basic knowledge
about the City of Tshwane; basic industry knowledge; knowledge of the City’s
priorities and goals; ability to operate within the City’s policies and procedures;
knowledge of guided application of sector policies and legislation in undertaking
tasks; awareness of the issues impacting service delivery; ability to display an
adequate understanding of the roles and responsibilities of human resources within
the City; ability to understand the links between people, systems, practices and policy
and how this contributes to the City’s success; effective oral and written
communication skills; ability to communicate effectively with colleagues and clients;
ability to conduct self in accordance with organisational values; ability to undertake
roles and responsibilities in a sincere and honest manner; ability to treat all employees
with equal respect; ability to take responsibility for own actions
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Primary functions Conduct operational staff skills development
Conduct operational staff capacity development
Provide operational job-related technical training
Provide operational vehicle, equipment and machinery training
Provide course content development and maintenance

SAP S70094476
New/natural attrition Natural attrition

Enquiries Thabang Moloi (012 358 8052)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT

Division: Learning and Development
Section: Stakeholder Management

Location: Tshwane Leadership and Management Academy, Pretoria West

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

Primary functions

Re-advertisement

CSHS484-2026

DRIVER MESSENGER

Internal External

Coloured male Indian female

Person with disability

Coloured female
White male

African male
White female

African female
Indian male All categories

T5

R220 248,00 — R305 904,00 per annum

R312 269,00 — R421 293,00 per annum

To render a professional corporate driver messenger service to clients to ensure an
effective, efficient and sustainable administration

Grade 10

Relevant working experience

Physical fitness and health with the ability to walk great distances, handle trolleys and
carry documentation

A valid Code B driving licence

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

Excellent communication skills; ability to work under pressure and in stressful
situations; ability to meet deadlines; good organisational skills; ability to work with
limited supervision; ability to make decisions and establish work priorities;
emotionally intelligence; intellectual and cognitive ability

Execute driving functions between buildings and depots

Report accidents immediately or losses on vehicles for insurance and repair purposes
Collect and deliver post at various buildings and depots and be available whenever
there is a need to deliver goods and documents to various regions in Tshwane
Deliver documents after normal working hours and over weekends

Transport goods and documents to various events hosted by the office

Maintain municipal vehicles and complete accident procedures

Check vehicle daily (water, oil and petrol) and report problems for repair purposes
Complete kilometres driven and fuel intake daily on log sheets for inspection

Positions for JF39/2026 located at www.tshwane.gov.za at the Tshwane Careers link



http://www.tshwane.gov.za/

Comply with corporate fleet policies and procedures within the City of Tshwane
Assist with moving furniture and equipment when necessary
Make copies

SAP S70094483

New/natural attrition Natural attrition

Enquiries Lawrence Mahlangu (012 358 0004)
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Administration IT | Managerial Political Professional Safety, security and EMS

Secretarial Semi-skilled labour Support services Technical Unskilled labour

DEPARTMENT: GROUP HUMAN CAPITAL MANAGEMENT
Division: Labour Relations Management
Section: Grievance, Conciliation and Arbitration
Location: Tshwane House

Re-advertisement

Reference number CSHS485-2026

Position LEGAL ADVISOR: CONCILIATION, ARBITRATION AND
LABOUR LITIGATION

To be advertised Internal External

This position seeks to African female African male Coloured female Coloured male Indian female

attract Indian male White female ~ White male Person with disability All categories

Job level T15

Scale R683 952,00 — R949 944,00 per annum

Estimated

. R902 477,00 — R1 241 035,00 per annum
remuneration package

Job purpose To oversee and manage the delivery of an effective and efficient service on South
African Local Government Bargaining Council and Commission for Conciliation,
Mediation and Arbitration (CCMA) disputes, labour-related litigation and the
implementation of organisational policies, collective agreements and strategies

Appointment An appropriate three-year career-related tertiary qualification (degree) in Labour
requirements Relations, Law or any other study field related to the position
A postgraduate qualification in Labour Law or Law will be added advantage
At least six years’ relevant working experience in a labour relations environment
Thorough knowledge of the Labour Relations Act, 1995 (Act 66 of 1995), Basic
Conditions of Employment Act, 1997 (Act 75 of 1997), Employment Equity Act,
1998 (Act 55 of 1998) and Skills Development Act, 1998 (Act 97 of 1998),
Commission for Conciliation, Mediation and Arbitration, bargaining councils, Labour
Court and other forums
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 Verbal and written communication skills; planning and organising skills; financial
and/or competencies management skills; ability to work under pressure; good interpersonal skills;
negotiation skills; conflict-handling skills, ability to ascertain the goals and objectives
of clients; ability to prepare for negotiations, including a thorough understanding of
the technical requirements and merits of each position; ability to adopt an appropriate
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Primary functions

SAP
New/natural attrition

Enquiries

advocacy and negotiating style in response to issues and personalities involved; ability
to display creativity in reaching solutions that accomplish client objectives

Provide legal advice to client departments and any other departments on request to
ensure compliance with organisational policies and collective agreements in line
with legislative prescripts

Represent the City of Tshwane at conciliation, arbitration and litigation of disputes at
the South African Local Government Bargaining Council (SALGBC), the Council for
Conciliation, Mediation and Arbitration (CCMA) and other related forums

Facilitate labour court matters and conduct legal research

Attend to cases referred or allocated for advice, consultation, conciliation and
arbitration

Gather evidence and seek mandates from client department heads or managers with
the utmost care and diligence

Conduct case management by engaging potential witnesses and strategising on the
best and correct approach in representing the City of Tshwane at hearings

Perform risk and crisis management duties by advising clients on how to handle
complex labour or employee situations

Perform case management administration on case records

Ensure strict compliance with time frames in respect of all labour matters

Remain abreast of trends, organisational awareness, organisational policies, collective
agreements, reviews, directives and legislative amendments including court decisions
in relation to the diligent execution of duties

Provide regular updates and feedback report on cases to client departments and
managerial line (immediate supervisors) for allocated cases

Communicate effectively with the SALGBC, CCMA and other related dispute forums
Render legal labour assistance, including labour education on issues such as
employment organisational policies, disputes and contracts

Advise on minimal liability and legal exposure for the City of Tshwane, research the
implications of legislation and case law that could impact the business and report
findings back to the head of legal services

Receive information and notices from the SALGBC, CCMA and other forums on all
cases and ensure that cases are handled as per the directives and/or rules of the
applicable forum

Render correct and proper comments on reports to client departments

S70016296
WPC approved

Virginia Ndhlovu (012 358 7379)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: OFFICE OF THE CHIEF OPERATIONS OFFICER

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

Primary functions

Division: Strategic Cluster Operational Support

Section: Strategic Management and Coordination

Location: Tshwane House

SDTM1373-2026

FUNCTIONAL HEAD: STRATEGIC MANAGEMENT AND
COORDINATION

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female

Indian male Person with disability All categories

T15

R683 952,00 — R949 944,00 per annum

R902 477,00 — R1 241 035,00 per annum

To coordinate activities and requirements associated with the Strategic Cluster
Operational Support Division in respect of cluster risk management, individual
performance and relevant governance matters

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

At least six years’ relevant working experience in an administrative support services
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

Strategic management skills; communication skills; business management skills;
planning and organisational skills; good interpersonal skills; ability to work under
pressure; ability to keep to strict deadlines

Render governance support services

Compile tracking registers for the implementation of Executive Committee, Mayoral
Committee and Council committee resolutions

Attend meetings and draft minutes as and when required

Participate in and become a champion member or representative of departmental
committees or forums as and when required.
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Perform ad hoc duties as and when required as it relates to the governance and
compliance support function

Maintain a corrective action register for non-achieved key performance indicators
Coordinate Chief Operations Officer cluster risk register and related matters
Coordinate Chief Operations Officer cluster coaching sessions and related
administrative processes, including performance agreements and monthly or quarterly
verification of evidence

SAP S70073103
New/natural attrition Natural attrition

Enquiries Keitumetse Mogashoa (012 358 1766) or Lithemba Botha (012 358 9443)
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Administration IT

Managerial Political Professional Safety, security and EMS

Secretarial

Semi-skilled labour Technical Unskilled labour

Support services

DEPARTMENT: OFFICE OF THE CHIEF OPERATIONS OFFICER

Division: Enterprise Programme Management Unit

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

Primary functions

SAP

Section: Programme Support
Location: Tshwane House

SDTM1374-2026

FUNCTIONAL HEAD: CONSTRUCTION HEALTH AND
SAFETY

Internal External

Coloured female Coloured male Indian female

White male

African male
White female

African female

Indian male Person with disability All categories

T15

R683 952,00 — R949 944,00 per annum

R902 477,00 — R1 241 035,00 per annum

To render environmental management functions to ensure that the City of Tshwane
complies with environmental regulations and legislation, reduces its environmental
impact when implementing capital projects and promotes sustainable practices

A three-year career-related tertiary qualification (degree or national diploma) in
Environmental Management/Science, Occupational Health and Safety, Construction
Management or any other study field related to the position

At least six years’ relevant working experience in environmental compliance, auditing
and sustainable infrastructure project implementation

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

Strategic management skills; communication skills; business management skills;
planning and organisational skills; good interpersonal skills; ability to work under
pressure; ability to keep to strict deadlines

Oversee the conditional compliance of issued environmental authorisation

Oversee environmental audits

Conduct site verification to ensure that the City complies with all environmental
legislation

Ensure and oversee compliance with by-laws and local and national environmental
laws and regulations when implementing capital projects

S70079517
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New/natural attrition Natural attrition

Enquiries Keitumetse Mogashoa (012 358 1766) or Lithemba Botha (012 358 9443)
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