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JOB DESCRIPTION

1. JOB INFORMATION SUMMARY

	Name of jobholder
	:
	

	Job title
	:
	Parliamentary Officer

	Core code
	:
	

	Post level and salary code
	:
	

	Occupational class code
	:
	

	Name of component
	:
	Office of the Executive Authority

	Location
	:
	

	Post reports to
	:
	

	Date of appointment
	:
	


2. JOB PURPOSE

To provide administrative support to the executive authority on matters relating to Parliament/the legislature and Cabinet/executive council.

3. KEY PERFORMANCE AREAS

(a) Monitor events in Parliament/the legislature to identify matters that have a bearing on the portfolio of the executive authority.  This would, inter alia, entail the following:

(i) Peruse documents like Hansard speeches, minutes of portfolio and standing committees, and monitor meetings of legislative structures to identify matters that have a bearing on the portfolio of the executive authority.

(ii) Liaise with structures like portfolio and standing committees on matters that have a bearing on the portfolio of the executive authority and brief departments on decisions taken.

(b) Monitor events in Cabinet/Executive Council to identify matters that have a bearing on the portfolio of the executive authority:

(i) Peruse documents like minutes of Cabinet and cluster committees and monitor meetings of the executive structures to identify matters that have a bearing on the portfolio of the executive authority.

(ii) Liaise with structures, by attending meetings, like cluster and cabinet committees.

(c) Render an efficient and effective parliamentary service.  This would, inter alia, entail the following:

(i) Facilitate timeous and appropriate responses to parliamentary questions in the format prescribed by Parliament/the legislature and ensure departmental representation in parliamentary events.

(ii) Compile cabinet memoranda, speeches, submissions, briefing notes and other documents as required.

(iii) Gazette and table draft bills emanating from the portfolio of the executive authority.

(iv) Provide advice and support in terms of policy and procedure to the department in respect of key parliamentary events, like the tabling of the budget vote of the executive authority.

(d) Co-ordinate and control movements between the Pretoria and Cape Town offices for Parliamentary sessions (where applicable).

(i) Manage and oversee the packing, dispatching and unpacking of official documents and equipment in Pretoria and Cape Town.

(ii) Manage the movement of households to and from Cape Town.

(e) Study the relevant Public Service and departmental prescripts/policies and other documents to ensure that the application thereof is understood properly.

(i) Remain up to date with regard to the applicable prescripts/policies and procedures that apply to his/her work terrain.

(ii) Remain abreast with the procedures and processes applicable to the executive authority.

4. INHERENT REQUIREMENTS OF THE JOB


Consult the Senior Management Service Competency Framework and Dictionary and/or the Competency Framework for Middle Managers and determine the skills and competencies required for the specific job.  The respective competency frameworks are also available at http://www.dpsa.gov.za/documents/sms/publications/smshb2003.pdf ,


Or


http://www.dpsa.gov.za/documents/ep/2006/MMCF.pdf 

5. APPOINTMENT REQUIREMENTS

(a) An appropriate three year degree or equivalent qualification.

(b) 6-10 years experience. Knowledge of Ministry operations.

(c) Proven management competencies.

(d) Broad knowledge and understanding of the functional areas covered by the executive authority’s portfolio.

(e) Working knowledge of the political and parliamentary processes in South Africa.

(f) Computer literacy.

(g) Communication skills (verbal and written).

6. CAREER PATHING

Compliance with the requirement of higher posts.

7. AMENDMENTS TO JOB DESCRIPTION

The Executive Authority or his/her nominee reserves the right to make changes and alterations to this job description, as he/she may deem reasonable, after due consultation with the post holder.

8. PERFORMANCE AGREEMENT

The performance agreement of the incumbent, which contains a workplan and specific target dates, should be read as an extension of this job description.  The performance agreement may also contain an annexure outlining any standard operating procedures that the incumbent should adhere to during the execution of his/her key performance areas.

9. JOB DESCRIPTION AGREEMENT
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