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ANNEXURE A

JOB DESCRIPTION

1. JOB INFORMATION SUMMARY

	Name of jobholder
	:
	

	Job title
	:
	Chief of Staff

	Core code
	:
	

	Post level and salary code
	:
	

	Occupational class code
	:
	

	Name of component
	:
	Office of the Executing Authority

	Location
	:
	

	Post reports to
	:
	Minister/Premier

	Date of appointment
	:
	



Note:


For the purpose of this document executing authority refers to Ministers or Premiers.

2. JOB PURPOSE

Manage the office of, and render a support service to, the executing authority.

3. KEY PERFORMANCE AREAS

(a) Ensure that administrative support is rendered to the executing authority on Parliamentary/Legislature and Cabinet/Executive Council matters.  This would, inter alia, entail the following:

(i) Ensure that events in Parliament/the relevant legislature are monitored to identify matters that have a bearing on the portfolio of the executing authority and coordination of parliamentary questions.
(ii) Ensure that an efficient and effective parliamentary service is rendered.

(iii) Ensure that the movement between the Pretoria and Cape Town offices for parliamentary sessions are co-ordinated and controlled (where applicable).

(iv) Deal with Parliamentary/Legislature and Cabinet/Executive Council matters as the need arises.

(b) Ensure that the required administrative functions are performed within the office of the executing authority.  This would, inter alia, entail the following:

(i) Ensure that liaison with internal and external roleplayers with regard to matters relating to the portfolio of the executing authority is done.

(ii) Ensure that a Cabinet support service is rendered to the executing authority.

(iii) Personally liaise with internal and external roleplayers and render a Cabinet support service as the need arises.

(c) Assist the executing authority with his/her constituency work.  This would include, inter alia, the following:

(i) Liaise with relevant roleplayers in the constituency and other political structures.

(ii) Resolve constituency matters referred to the Chief of Staff.

(iii) Follow up and monitor requests received from the constituency.

(d) Assist the executing authority with matters emanating from his/her portfolio and official matters emanating from other activities, e.g. participation in national and international forums and structures.  This would include, inter alia, the following:

(i) Co-ordinate and follow-up on requests and instructions of the executing authority to institutions within his/her portfolio.

(ii) Serve as link between the executing authority and the institutions within the portfolio of the executing authority.

(iii) Compile documents and briefing notes as required for the executing authority.

(iv) Verbally brief and/or ensure that the executing authority receives documentation and briefing notes for meetings timeously.

(v) Manage the VIP security of the executing authority with the SAPS.

(vi) Conduct research as required by the executing authority.

(vii) Give strategic leadership on, and co-ordinate communication with, the media on the portfolio and other activities of the executing authority.

(viii) Manage special projects as required by the executing authority.

(ix) Oversee the management and maintenance of the official residence of the executing authority by Public Works.

(e) Manage the office of the executing authority.  This would include, inter alia, the following:

(i) Develop and manage the strategic and operational plans of the office of the executing authority.

(ii) Manage the budget of the office of the executing authority.

(iii) Manage the human resources in the office of the executing authority.

· Ensure the efficient and effective utilization of human resources.

· Ensure that the necessary personnel are recruited and retained within budgetary constraints.

· Ensure sound employment relations.

· Quality control of the work delivered by supervisees.

· Advise supervisees with regard to all aspects of the work.

· Serve as the formal disciplinary authority with regard to the employees in the office of the executing authority.

· Ensure that supervisees are trained and developed to be able to deliver work of the required standard efficiently and effectively.

· Establish, implement and maintain efficient and effective communication arrangements with employees in the office of the executing authority.
(f) Study the relevant Public Service and departmental prescripts/policies and other documents and 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 office of the executing authority.
4. INHERENT REQUIREMENTS OF THE JOB

Consult the Senior Management Service Competency Framework and Dictionary and determine the skills and competencies required for the specific job.  The respective competency framework is also available at 

http://www.dpsa.gov.za/documents/sms/publications/smshb2003.pdf 

5. APPOINTMENT REQUIREMENTS

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

(b) 3-5 years senior management experience.

(c) Proven management competencies.

(d) Working experience/knowledge of Ministry operations.

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

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

(g) Computer literacy.

(h) Good verbal and written communication skills.

6. CAREER PATHING

Compliance with the requirements of higher posts.

7. AMENDMENTS TO JOB DESCRIPTION

The Executing 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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