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Advert Summary
EPWP Participant x1 (Governance and Research Project: Worcester Museum)
Recruiter:  Worcester Museum, Department of Cultural Affairs and Sport, Western Cape Government
REF: EPWP 007/2017
Contract Period: From date of assumption of duty until 31 March 2018
Advert Details

Directorate: Museums and Heritage, Worcester
Offer: Stipend of between R140.00 and R181.00 per day
Closing date: 3 May 2017

Enquiries: Mr F Fouché or Mrs D Peters: 023 342 2225
Minimum requirements:
· Senior Certificate (Grade 12)

· Willingness to work after hours or on weekends when required
· Applicants must be between the ages of 18-35 years

Key Performance Areas:
The successful candidate will be responsible for:
· Assisting with financial and supply chain administration for the museum
· Personnel administration.

· Handling all office administration related tasks.

· Assisting with record keeping and filing.

· Assist with other museum related tasks as required by the Museum Manager
Competencies/skills:
· Experience in administration

· Computer Literate (especially MS Word, MS Excel, Internet and e-mail)
· Very good written and verbal communication skills.
· Ability to work accurately and consistently

· Knowledge of the PFMA, Finance Instructions, Provincial Treasury Instructions and National Treasury Regulations will be an advantage

Note: Only shortlisted applicants will receive further correspondence, if you have not yet received a response from the department within two weeks of the closing date, please regard your application as unsuccessful.

Applications are to be submitted on fully completed Z83 form, obtainable from any government department or www.westerncape.gov.za/jobs/ clearly indicating the position being applied for and reference number, CV and certified copies of qualifications.  Shortlisted candidates will be required to submit originally certified copies of their documentation for verification purposes.  These candidates will be required to attend interviews on a date and time as determined by the department and may also be required to undergo competency assessments/proficiency tests.  Deliver/post your applications to Mrs D Peters , Private Bag 557, Worcester, 6849 or deliver to 23 Traub Street, Worcester, 6850.  Applications not received on or before the  closing date as well as faxed or emailed applications will not be considered.  
PAGE  

