 SEQ CHAPTER \h \r 1
MOSSEL BAY MUNICIPALITY

 SEQ CHAPTER \h \r 1Mossel Bay Municipality invites persons to apply for the undermentioned                  vacancy and is an employer committed to equal employment
 SEQ CHAPTER \h \r 1SECRETARY  (WASTE MANAGEMENT & POLLUTION CONTROL/HORTICULTURE, SPORT & RECREATION)
Key Performance Areas
· Receive incoming calls for sections and transfer calls to internal personnel

· Receive complaints (telephonic or in person) from public

· Operate radio system of the department

· Responsible for electronic mail on collaborator system

· Assist with bookings of Parks & Recreation subdirectorate

· Responsible for electronic cemetery bookings
· Render a reception service for visitors to the department

· Organise and update diary of Head

· File documents and letters

· Organise departmental meetings

· Provide information on the issuing of garbage bags, refuse removal, dumping sites and population figures

Requirements

· Relevant tertiary Secretarial qualification
· Billingual (Afrikaans and English)
· 1 year experience in a similar environment
· Good secretarial and administrative skills

· Good communication, interpersonal and conflict management skills

SALARY SCALE:
R 73 560.00  (per annum)  

CLOSING DATE:             6 AUGUST 2010:    13H00 (No applications received after 13h00  

                                   
                                    will be accepted) 

GENERAL:
· Short listed and invited candidates will be subjected and required to undergo a theoretical and practical test.

S 
Applications in writing on the official application form and accompanied by a comprehensive CV, which will be regarded as confidential, must be directed to:  The Head Human Resources, P O Box 25, George Road, Mossel Bay, 6500. These conditions are compulsory and failing to comply will automatically lead to disqualification of the applicant. Application forms are available on the Municipal web-site (www.mosselbaymun.co.za) or electronically available from the contact person mentioned hereunder.
S  
Original Certified copies of proof of qualifications should accompany the CV.

S  
For equity purposes please indicate your race, gender and disability status.

S 
Further details are obtainable from Ms G Meiring at telephone number (044) - 6065000.

S 
If applicants are not contacted within 40 days of the closing date, it can be accepted that they were not successful.

S 
The Mossel Bay Municipality is committed to comply to the requirements of the Employment Equity Act, No. 55 of 1998, for the advancement of previously disadvantaged and disabled persons.
S          Application forms should be delivered as indicated before the closing hour and no late applications will be accepted.

DR M GRATZ

MUNICIPAL MANAGER

