SENIOR CLERK (COMMITTEES)
(DEPARTMENT: CORPORATE SERVICES)

(CONTRACTUAL FOR NOT MORE THAN ONE YEAR)

The Umtshezi Municipality is an equal opportunity employment organisation; hence preference will be given to previously disadvantaged group, women and people living with disabilities are also encouraged to tender their applications. Applications are awaited for the above position in Office of the Municipal Manager. A comprehensive Curriculum Vitae may be hand delivered to Registry Office (Room 71) or posted to The Municipal Manager. Umtshezi Municipality, P .O .Box 15 Estcourt , 3310 Civic Buildings, Victoria Street.  Tel. 036-3427800

Salary
As applicable to Post Level T6 of a Grade 3 Municipality R7 573.08 per month (R 90 876.96 per annum)

Requirements:

Matric

Computer Literacy- MS Office Applications

Relevant Secretarial experience (1-2 years)

Valid Drivers License

Good communication in English and IsiZulu
Responsibilities:

The Committee Clerk’s responsibilities will include, amongst others:

Providing secretarial support to various Sub-Committee sittings, by:

· Referring to Council’s schedule of meetings and, arranging and confirming the venue with due consideration given to the number of delegates attending and facilities required to the Senior Committee Clerk

· Communicating with Officials and Office Bearers to establish items for inclusion on the agenda and the submission of investigational/general reports and proposals supporting agenda items

· Circulating notification, agenda and minutes of previous meetings to members

· Performing specific secretarial sequences at meetings with regards to circulation and completion of attendance registers, recording details of proceedings/discussions and decisions, and making available of copies of correspondence referred to in discussions to members

In order to ensure laid down guidelines are applied and all secretarial and support requirements associated with the Committee functions is efficiently undertaken and completed.

Fringe Benefits:

Normal fringe benefits – 13th cheque, Annual Leave, Housing Subsidy, Medical Aid, Pension.

Note To Applicants
1. Due to a number of applications envisaged to be received, applicants who don’t receive response from us within 3 months please consider your application as unsuccessful. 
2. A comprehensive CV must be accompanied by certified copies of qualification, drivers license and ID.
3. Canvassing to councillors or officials is not permitted and proof thereof will result in disqualification.
4. No subsistence and travelling allowance will be paid to applicants called for interviews.

5. The Municipality reserves the right not to make an appointment.

Enquiries to be directed to Director: Corporate Services: H.B. Chotoo on Tel: 036 342 7800
NOTICE NO: 13/15 
CLOSING DATE: 06 May 2015 

        at 12 Noon



                                                         DATED: 16 April 2015
P.N. NJOKO
MUNICIPAL MANAGER

