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JOB DESCRIPTION

1. JOB INFORMATION SUMMARY

	Name of jobholder
	:
	

	Job title
	:
	Community Outreach Programmes

	Core code
	:
	Administrative line functions and Support Personnel

	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 facilitate Member’s interface with Citizens on matters falling within portfolio
3. KEY PERFORMANCE AREAS

a) Engage communities on services of the Portfolio

b) Reach out to unblock service bottlenecks within the portfolio

c) Address citizens’ complaints on the work of the portfolio

d) Facilitate easy access to Public Services

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) 3-5 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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