DEPARTMENT OF HIGHER EDUCATION AND TRAINING: VHEMBE TVET COLLEGE

VHEMBE TVET COLLEGE IS AN EQUAL OPPORTUNITY, AFFIRMATIVE ACTION EMPLOYER. APPLICATIONS ARE INVITED
FROM SUITABLY QUALIFIED AND KNOWLEDGEABLE CANDIDATES FOR APPOINTMENT FOR THE FOLLOWING POSITIONS.

POST
REFERENCE NO

SALARY NOTCH
CENTRE
REQUIREMENTS

DUTIES

ASD- HUMAN RESOURCE MANAGEMENT/DEVELOPMENT
(SL9) X 1 (PERMANENT).
VTVET04/2026

R468 459 per annum

Vhembe TVET College

National Senior Certificateflevel 4 or equivalent, Degree or Diploma (NQF Level 6), in
Management/Administration of Human Resource / Human Resource
Management/Development or relevant gualification

in HRM/D. Valid driver's license. PERSAL Cerfificate, Skills and Knowledge:
Knowledge of relevant Public Service

Acts, regulations and frameworks. Knowledge and understanding of

policy analysis, development and interpretation. Knowledge and experience of
PERSAL on HRM and for HRD might serve as an added advantage.

Implement and Manage Administration of Human Resource Management and
development activities at college level ensure adherence and compliance to Human
Resource Management, development and Administration Policies,

managing conditions of services (Leave, Housing, Medical Aid, Injury on duty, long
sefvice recognition, overtime, relocation, retirement, pensions, fransfers, allowances
etc.). :

manage the recruitment and selection processes as per departmental delegation
(advertisement, shortlisting, interviews, security vetting, reference check, verification
of .

qualifications) are coordinated within the stipulated timelines. Manage HR personnel
records. Manage Human Resocurce Development services by rendering bursary
administration, internship and Work Integrated (administration of staff Bursary
services) Leaming (WIL). Conduct Induction for the newly appointed staff. Coordinate
and facilitate the training interventions. Develop and

implement Workplace Skills Plan (WSP). Administer Performance Management and
Development System (PMDS) and Integrated Quality Management System (IQMS).
Coordinate and facilitate organizational development services by designing,
reviewing, and implementing the College’s organizational Structure. facilitate the
development of Job Descriptions. Coordinate Job Evaluation of posts and submit to
the department. Conduct work-study and business process re-engineering and
facilitate change management and organizational iransformation services. Coordinate
and facilitate Human Resource Planning (HRP) and Employment Equity (EE) services
by developing, coordinating, implementing, manitoring and reviewing the college HR
Plan. Develop, coordinate, implement, monitor and review the coliege EE Plan.
Provide reports on HR and EE plan management and relevant structures. Provide
Employee Health and Wellness (EHW) services through implementation of wellness
programs for the college. coordinate and manage HIV, AIDS, ST! and TB services.
Coordinate and manage health productivity programs. Develop and implement
Human Resource related policies and manuals. Manage human, financial and other
resources in the section.

VHEMBE TVET COLLEGE

HUMAN RESOURCE MANAGEMENT

13 773 2026

9896 7000
Unit A, STand Mo 204 ¢ aasA

LIMPOPO PROVINCE
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WEB DEVELOPER (SL8) X1 POST (PERMANENT)

VTVET05/2026

R397 116. per annum
Vhembe TVET College

National Senior Certificateflevel 4 or equivalent, Degree or Diploma (NQF Level 8}, in
information technology or any related qualification, preferably majoring in Web
Development, Three years’ relevant experience. Understanding of website design and
administration. Strong analytical and problem-solving skills. Good verbal and written
communication skills. Proficient in markup and other programming languages
including JAVA, PHP, HTML, Understanding of MS Office Suite, Photoshop and other
related Software.

Designing user interfaces and navigation menus. Manages internet
and/or infranet infrastructure. Reviews web content, links, and
design, provides necessary updates and enhancemenis in a timely
manner. Integrating multimedia content onte a site. Testing web
applications. Troubleshooting problems with performance or user
experience. Performs other related duties as assigned.

=

SENIOR LABOUR RELATIONS OFFICER (SL8) X1 Pof'ﬁu TVET COLLEGE

MAN RESCU
(PERMANENT). RCE MANAGEMENT
VTVET06/2026

s

13 Fe8 2078

R397 116. per annum
Vhembe TVET College

L

National Senior Gertificate/level 4 or equivalent, Degree or Dipl

Labour Relations, Employment Relations/Human Resource Management or
equivalent qualification. At least 3 years in Labour Relations or Human
Resource Management environment

or related field. Must be computer literate and a valid driver's license. Good verbal
and written  communication skills, including presentation and report writing skills.
Ability to work under pressure, meet deadlines and maintain confidentiality. Ability to
work independently and in a team with good report writing skills. Added advantages:
PERSAL Certificate, Knowledge of Labour Relations Act, Public Services
legislations, Knowledge of implementing PSCBC and GPSSBC resolutions
Knowledge and understanding of bargaining process, grievance and dispute
resolutions process Sound knowledge of Labour Relation Statutes Sound knowledge
of International Labour Organization (ILO) Knowledge and understanding of the
TVET/ CET Administration Knowledge and understanding of the Higher Education
sector.

The incumbent will be responsible for: Ensuring overall supervision and
proper implementation of labour relations guidelines and processes.
Ensure overall supervision and proper implementation on resolution of
disciplinary cases, grievances and dispute processes Ensure overall
supervision and proper implementation of misconduct case processes.
Ensure overall supervision and proper implementation of collective
bargaining and dispute resolutions. Ensure overall supervision and
represent the employer and monitor the implementation of litigation
outcomes. Ensure overall supervision and sound employment
relationships. Ensure overall supervision and monitor PERSAL and
database on grievance, disputes, misconduct and collective bargaining.
Facilitation of training for all staff with regards to labour relations issues.
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VHEMBE TVET COLLEGE ]

HUMA Ny RESOURCE MANAGEMENT

CHIEF PERSONNEL OFFICER (SL8) X1 (PERMANENT) 1
VTVET07/2026 ':%E_T 3 FEB 7076

TELDIS 96 7000

R387 116 per annum Unit i’f\?{gr@é ?\3%?2%5\',5? BASA
Vhembe TVET College UMPOPO PROVINCE

National Senior Certificate/level 4 or equivaient, Degree or Diploma (NQF Level 6},

Human Resource Management. At least 3 years’

Experience in Human Resource Management. Competencies:
Knowledge and experience of PERSAL. Knowledge of relevant Public
Service Legislation {e.q., Public Service Act, Regulations), and Human
Resource Management policies and directives. Ability to interpret and
apply policies.

Implementation of Recruitment and Selection policy and procedure.
Provide Human Resource technical support during shortlisting and
interview process. facilitate the verification process, Draft submissions
and compile post files. capture appointments / transfers / promotions/
terminations. Ensure that employees’ files are properly secured and safely
stored at all times. Implementation and monitor compliance in relation to
appointment and personnel processes within the department. Verify and
approve transactions on the PERSAL System. Ensuring correct
implementation and capturing of appointments, promotions and transfers
on the PERSAL System. Preparing for periodic management and statistical
reports as required. Supervise and manage. Administering all conditions
of Service pertaining to service terminations, pension administration,
housing, Leave Administration and recognition of long service. iImplement
and ensure quality in relation to the standard of the HR Adminisiration
waork before submission to DHET. Approve transaction on PERSAL.
Attend to internal and external transfers, Attend to routine Enquiries and
queries. Update personnel information on the system. File persornel data,
policies, regulations and circulars. Providing monthly and quarterly

report. Perform leave Audits, retrieve and submit documents for audit
requests. Handle all personnel enquiries and correspondence.

CHIEF ADMINISTRATIVE CLERK (SL7) x 1 (Permanent),
VTVET08/2026

R325 101 per annum
Vhembe TVET College

National Senior Certificate/level 4 or equivalent, Degree or Diploma {NQF Level 8), in
Human Resource Management. At least 2 years ‘experience in Human Resource
Management. Must have PERSAL Certificate/Introduction to PERSAL. Must have
knowledge of computer literacy in MS Word and Exce); Good planning and organizing
skills.

Communication Skills, Interpersonal skills; Ability to work under

pressure and meet deadlines.

Responsible for Supervisory work of Human Resource Managerment activities that
includes Recruitment and Selection. Provide Human Resource

technical support during Recruitment process. facilitate the verification process,
provide administration of submissions and compilation post files. capture
appointments / transfers / promotions/ terminations. Ensure safe record keeping of
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VHEMBE TVET COLLECE ™
HOMAN RESCURCE MANA BEEr

13 FFa 2008
R325 101 per annum TELOTS .
Vhembe TVET College (to be placed at Campus) Uit RAé:?'.gr; g%‘%f:?;g'g @BASA

LIMPOPO PROVINGE

National Senijor Certificate/ievel 4 or equivalent, Degree or Diploma (NQF Level 6}
qualification in Education, Assessment, ora related field is required. At least 2 years’
experience in educational assessment, examination administration, or a similar role
working in & TVET college

is an advantage. Strong understanding of assessment methodologies, examination

regulations, ang educational policies is essential. Familiarity with TVET

EXAM OFFICER (SL7)X 2 (PERMANENT).
VTVET09/2026

to ethical guidelines and

Integrity in conducting assessment activities is essential o maintain credibility and
fairness in the evaluation process. Capacity to address challenges related to
examination logistics, student accommodations, or assessment irregularities

effectively and efficiently.

Organizing and coordinating internal and external examination schedules,
venues, and invigilators for various courses and programs within the
Campus. Impiementing examinations, assessment policies and procedures
to ensure faimess, accuracy, and compiiance with regulations. Manage
the adminisiration of internal and external examination and assessments,
including preparing examination ang assessment timetables,

procedures, and technology usage.
Ensuring compliance with relevant policies, regulations, and guidelines set by
Department




VHEMBE TVET COLLERE ™

HUM AN RESOURCE MA“N.AGEMENT
POST : IT TECHNICIAN (sL7) X 1 (PERMANENT).
REFERENCE NO: : VIVET10/2026 13 Frg 2076
SALARY NOTCH : R325 101 per annum T Fﬁ,&{%lg%g%gopg_%
CENTRE : Vhembe TVET Coliege L2 20nd Noth aasa

LIMPOPO PROVINCE

REQUIREMENTS : National Senior Certificate/level 4 or equivalent, Degree or Diploma (NQF Levej 6),
in

Information Technology or bachelor's degree in [T preferably majored in Networking
or Support Services, Two years’ relevant experience

DUTIES : Operate ang maintain computer systems and networks, Instaliing,
configuring and Maintaining software and hardwarg components of
Computer and network systems. Diagnosing ang troubleshooting
software and hardware issues. Ensuring the Security of clients and
Server computers by installing ang Upgrading antivirus ang firewall
software, Supporting people whenever they encounter challenges
with computers and network devices, Maintaining ang updating
technical documentation reguiarly, Testing new hardware ang

software
POST : DRIVERIMESSENGER (SL4) x 2 (Permanent).
REFERENCE NO: : VTVET11/202¢
SALARY : R193 359 per annum
CENTRE : Vhembe TVET Coilege (to be placed on Campus).
REQUIREMENTS : National Senior Certificate/leve 4, Code EC1 Drivers license plus

Public Drivers p. Atleast 1 year driving experience. Ability to work long hours
when requireq and under pressure. (Higher code license will seive as an
advantage).

DUTIES : Provide driving services for Vhembe TVET College staff and students,
Transportation of goods for the college. Cleaning and upkeep of college
vehicles. Perform messenger duties for the college. Loading, transporting
and delivering items to clients or businesses in g safe timely manner.

Assisting with loading and uploading items from vehicles.

Deliver documents from Campus to campus.
CLOSING DATE: 02 March 2026 at 16:30.

consider your application unsuccessful. Al shortlisted Candidates, including the SMS, shall underfake ftwo Pre-entry
assessments. One wijj be a practical exercise to detefmine a candidate’s suitability baseq on the post's technical and generic




requirements and the other must be an integrity {ethical conduct) assessment. Successfui candidates will be subjected to a
vetting and financial disclosure process {criminal record, citizenship, qualification verification, and employment
verification)Applications must quote the relevant references number and be directed to: Human Resources Management,
Vhembe TVET College, Private Bag X213s, SIBASA, 0970.Alternatively, applications may be send to
Hr.applications vhembecolle e.edu.za or hand-delivered to: Human Resources Management, Central Office, Site 203, Unit A,
SIBASA Certified copies of qualifications and other Supporting documents wiil be required only for Shortlisted candidates and
to be submitted on or before the interview date.

Please note:
*  Qur offices are situated across four local Mmunicipalities,
* Vhembe TVET College is an equal opportunity employerand encourages applications from persons with disabilities,
* The college reserves the right to withdraw any post at any fime.
* Late applications will not be considered.

All enquiries should be directed to Ms Ramuzwila HN /Ms Mukhoro M/ Mr Muthige M at 015 963 7070 /706617095 respectively.

VHEMBE TVET COLLEGE
HUMAN RESOURCE MANAGEMENT

13 FEB 2026
TELOTS 943 7000
unit &S ShE Rl aasa

LIMPOPO PROVINCE
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