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Applications are hereby invited from suitably qualified and knowledgeable candidates to be appointed in
permanent posts created in terms of the Continuing Education and Training Act 16 of 2006 (As Amended)

Post: Data Security Officer (SL 8)
Salary notch: R281 418- R331 497

Centre: Central Office

Ref: VTVET 43/2017

Requirements: An appropriate three years Bachelor Degree/
Diploma Information Technology coupled with three years' relevant
experience in information security including ICT risk assessment,
planning, designing, implementing and monitoring of data security
management. A sound understanding of POPI and PAIA. Registered
with Information Regulator or COBIT certificate would be an added
advantage. Relevant IT security certificate. A valid driver’s licence.

Duties and responsibilities: to perform data privacy risk
assessment and define relevant controls to ensure compliance
with auditor general regulations and internal policies, support
the implementation of control requirements for data privacy
and confidential data. Drive data security awareness programme
and training activities. Liaise with external IT auditors, monitors
compliance and drive corrective action. Report to senior
management regarding compliance. To continuously develop and
monitor control systems in place to prevent violation of regulations.
Monitor usage to ensure security of data and access privileges.

Post: Website Administrator (SL 8)

Salary notch: R281 418- R331 497
Centre: Central Office
Ref: VTVET 44/2017

Requirements: An appropriate three years Bachelor Degree/
Diploma Information Technology coupled with three years'
relevant experience in website administration including system
configuration, setups, trouble shooting, planning, designing,
implementation, and user support especially in web development
technologies including Microsoft office package, shareware and
portal environment technologies. A valid driver’s licence.

Duties and responsibilities: responsible for the design and
continued update of College web pages, including graphics and
animation functionality. To monitor web and email server, and
site technical performance to develop web page and applications
related to pages with more advance graphics and features.
Implement SEO strategies. Results of each web marketing campaign
and possible improvement. Secure Web system by developing
system access, monitoring, control and evaluation. Establishing
and testing disaster recovery policies and procedures. Completing
backups and maintenance of documentation. Develop college
intranet, implement shareware technologies and train users on the
new technologies and how best to utilise it.

Post: IT Technicians (SL 5) x 2

Salary Notch: R152 862 - R180 063
Centre: Central Office
Ref: VTVET 45 /2017

Requirements: Grade 12 coupled with three years NCV Level
4/ Diploma or Degree in Information Technology coupled with
one-year relevant experience in local and wide area networks
administration including system configuration, setups, trouble
shooting, planning, designing, implementation, and user support
especially in server technologies, telecommunication equipment
including Microsoft office package. A valid driver’s licence.

Duties and responsibilities: Ensure day-to-day operation of
college computer network and applications including hardware/
software support, training, plans, design and implements data
connectivity for local area network (LAN) and wide area networks
(WAN) systems. Implement and maintenance of networking plans,
trouble shoots the network logs and tracks the nature and resolve
the problems.

Post: Secretary to the Campus
Manager (SL 5)

Salary Notch: R152 862 - R180 063

Centre: Tshisimani

Ref: VTVET 46/2017

Requirements: A recognised 3-years National Diploma or Bachelor’s
degree or equivalent qualification in Management Assistant /
Office Management / Public Management/ secretarial with two
(2) years' experience as Personal Assistant / Secretariat. TVET
College experience will be an added advantage. Proficiency in MS
Office (Ms Word, Ms Excel, Ms PowerPoint, and Internet and Email).
Excellent written and verbal communication skills, Ability to work
independently and under pressure and must be willing to work
extra hours. Good Minute taking and typing skills.

Duties: Provide administrative and secretariat support to the
campus manager, including drafting correspondence and making
travel arrangements. Organize meetings and take minutes during
meetings. Administrates internal and external correspondences.
Manage the campus managers'diary on a daily basis. Taking custody
of confidential and important documents.

Post: Administration Clerk (SL 5)
Salary notch: R152 862 - R180 063

Centre: Tshisimani

Ref: VTVET 47/2017

Requirements: A recognised 3-years Diploma or Bachelor’s
degree in public Administration/ Management/ Human Resource

Management/Financial Management or relevant qualification with
administration as major subject/s coupled with 1 year actual and
appropriate experience. Knowledge of either administration or
human resources or financial systems and procedures including
applicable regulations and skills applicable to administration,
human resources or financial systems, procedures and skills
applicable to administration. Knowledge of systems in the public
service together with administration experience will serve as an
added advantage. Computer literacy skills with specific reference
to MS Word, Excel and PowerPoint and an ability to work under
pressure.

Duties: administration of human resources, financial systems
and processes at the campus. Assist campus management in the
administration of stores, supply chain, logistics, photocopying, and
mail administration, Arrangement of market events and campus
functions, ensure compliance in the procurement of goods and
services. Execute all other tasks as may be delegated from time to
time.

Post: Administration Clerk (SL 5)
Supply Chain

Salary notch: R152 862 - R180 063

Centre: Central office

Ref: VTVET 48/2017

Requirements: A recognised 3-years Diploma or Bachelor’s
degree in Financial Management or relevant qualification with
an accounting as major subject/s coupled with 1 year actual and
appropriate experience. Knowledge of either administration or
financial systems and procedures including applicable regulations
and skills applicable to administration, financial systems, procedures
and skills applicable to administration. Knowledge of systems in the
public service together with administration experience will serve as
an added advantage. Computer literacy skills with specific reference
to MS Word, Excel and PowerPoint and an ability to work under
pressure. Valid driver’s licence.

Duties: Opening of the Quotation Box. Sending of the Specification
to service providers. Receiving of Quotations from the Service
Providers. Keeping records of Purchase Orders and received
Quotations. Capturing of Supplier's DATABASE and any work that
may be delegated by supervisor.

Post: Administration Clerk (SL 5)
Partnership

Salary notch: R152 862 - R180 063
Centre: Central office
Ref: VTVET 49/2017

Requirements: A recognised 3-years Diploma or Bachelor’s
degree in Financial Management or relevant qualification with
an accounting as major subject/s coupled with 1 year actual and
appropriate experience. Knowledge of Supply chain and financial
systems and procedures including applicable regulations and skills
applicable to Supply Chain, financial systems, procedures and skills
applicable to Supply chain. Knowledge of systems in the public
service together with supply chain experience will serve as an added
advantage. Computer literacy skills with specific reference to MS
Word, Excel and PowerPoint and an ability to work under pressure.
Duties: General Administration of office. Compilation of reports
and financial analysis, communicating with strategic stakeholders,
compilation and maintenance of invoices in sequential order,
photocopying, and mail administration, execute all other tasks
as may be delegated from time to time. Administration of human
resources, financial systems and processes at the campus. Assist
campus management in the administration of stores, supply chain,
logistics, photocopying, and mail administration, Arrangement of
market events and campus functions, ensure compliance in the
procurement of goods and services. Execute all other tasks as may
be delegated from time to time.

Post: General Workers x 10 (SL 3)

Salary notch: R100 545
Centre: Tshisimani
Ref: VTVET 50/2017

Requirements: must be able to read and write. Abet level 4 or
equivalent qualification, testimonial and cleaning certificate will
serve as an added advantage. 2 years’ experience working as a
cleaner.

Duties: cleaning of offices and campus buildings including toilets.
Cleaning campus premises and performing any other duties that
will be delegated by the supervisor.

Post: Grounds Man x 10 (SL 3)

Salary notch: R100 545
Centre: Tshisimani Campus
Ref:VTVET 51/2017

Requirements: must be able to read and write. Abet level 4 or
equivalent qualification, testimonial and cleaning certificate will
serve as an added advantage. 2 years' experience working as a
grounds man or gardener.

Duties: cleaning of surroundings. Cleaning campus premises,
planting, cutting, watering, digging, loading and offloading and
performing any other duties that will be delegated by the supervisor.

Applications must be submitted accompanied by (1) Z83 form obtainable from any public service Departments
(2) Comprehensive CV, including at least three contactable references. (3) Certified copies of qualifications,
ID document with original certification stamp. All shortlisted candidates will be subjected to background
screening checks. Forward applications, quoting the relevant reference number to the Chief Executive Officer,
Vhembe TVET College, Private bag X2136, SIBASA, 0970. Alternatively, applications may be hand delivered to
the HR Manager at central office, stand No 203. Unit A, SIBASA. Closing date for applications is 05 January
2018 at 12:00. Applications received after closing date will not be considered. If no contact is made within
three months after closing date of this advertisement, please accept that it was unsuccessful. Failure to submit
the requested documents will result in your application not being considered. The College reserves the right to
withdraw any position at any time. N.B All travel expenses shall be borne by applicant. All enquiries should be

directed to Ms Makungo F at 015 963 3156.
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