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ALL CHIEF DIRECTORS, DIRECTORS (HEAD OFFICE AND EMDCs), DEPUTY
DIRECTORS, HEADS OF SECTIONS AT HEAD OFFICE, HEADS OF
EDUCATIONAL INSTITUTIONS, ALL SUPERVISORY PERSONNEL AND
RECOGNISED STAFF ASSOCIATIONS AND TRADE UNIONS

BRIEF SUMMARY:Impiementation of job descriptions.

SUBJECT: IMPLEMENTATION OF JOB DESCRIPTIONS FOR PUBLIC SERVICE
STAFF
1. In accordance with Part Iil, 1.1 of the Public Service Regulations, 2001, departments

mus? establish job descriptions and job titles for each post and/or group of posts and
these must be regularly reviewed.

The WCED is aware that some line managers have already developed job
descriptions for public service staff under their contro!, but will now as an employer
department embark on the process of ensuring that by 1 December 2002, a job
description exists for each of its public service posts and employees.

The establishment of job descriptions is pivotal to the successful implementation of
other important processes such as job evaluation and the new staff performance
management system (SPMS). The latter will become fully effective as from the 1 April
2003. The WCED therefore relies on the full commitment and co-operation of all
concerned.
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The enclosed procedure manuai has been developed to assist line managers with
developing job descriptions for Public Service Staff under their control. Information

sessions will also be held during August and September 2002 to provide assistance
with this process.

It would be appreciated if the line-managers/supervisors could peruse the procedure
manual thoroughly in order to resoive any disclarities during the information sessions.

Furthermore, each Head of institution/Component are requested to submit the
attached certificate of completion {Appendix A) on or before 5 December 2002.

Please bring the contents of this circular to the attention of all staff under your control.
Enquiries about the content of this circular may be directed to the following:

Ms B Booysen Telephone no. 021-467- 2471
Mr E Gierdien Telephone no. 021 -467-2455
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(The Xhosa version of the circular and procedure manual will be available upon
request.)



APPENDIX A

HEAD: EDUCATION

FOR ATTENTION: MR E GIERDIEN
Private Bag X9114

Cape Town
8000

CERTIFICATE OF COMPLETION: JOB DESCRIPTIONS

PP , Head of the Institution/ *Component
(pay pointno............... ) hereby certify that a

job description exists for each public service post under my control.

--------------------------------------

HEAD OF INSTITUTION/COMPONENT
DATE: oviieiiiiiineennnn

*Component here refers to an EMDC Office or a Directorate.
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OMSENDBRIEF; 0082/2002

VERVALDATUM: Geen

AAN: ALLE HOOFDIREKTEURE, DIREKTEURE (HOOFKANTOOR EN OBQOS's),
ADJUNK-DIREKTEURE, HOOFDE VAN AFDELINGS TE HOOFKANTOOR,
HOOFDE VAN OPVOEDKUNDIGE INRIGTINGS, ALLE TOESIGHOUDENDE
PERSONEEL EN ERKENDE PERSONEELVERENIGINGS EN VAKUNIES

KORT OPSOMMING: Die implementering van posbeskrywings.

ONDERWERP: IMPLEMENTERING VAN POSBESKRYWINGS VIR STAATSDIENS-
PERSONEEL

1. Ingevolge Deel I, 1.1 van die Staaisdiensregulasies, 2001, moet departemente
posbeskrywings en pos litels vir glke pos of groep poste opstel en dit moet gereeld
hersien word.

2. Die WKOD is daarvan bewus dat party lynbestuurders alreeds posbeskrywings vir
staatsdienspersoneel onder hul beheer opgestel het, maar sal nou as werkgewer-
departement die proses onderneem om te verseker dat 'n posbeskrywing vir elke
staatsdienspos en -werknemer teen 1 Desember 2002 bestaan.

3. Die daarstelling van posbeskrywings is krities vir die suksesvolle implementering van
ander belangrike prosesse soos posevaluering en die nuwe personeelprestasie-
bestuurstelsel (PPBS), wat met ingang van 1 April 2003 ten volle in werking tree. Die
WKOD vertrou dus op die volle samewerking en toewyding van almal wat hierby
betrokke is.

MELD ASSEBLIEF VERWYSINGSNOMMERS IN ALLE KORRESPONDENSIE f PLEASE QUOTE REFERENCE NUMBERS 118 ALL CQORRESPONDENCE ¢
NCEBA UBHALE 1INOMBOIL.O ZESALATISO KUYD YONKE IMBALELWANO

GRAND CENTRAL TOWERS, LAER-PARLEMENTSTRAAT, PRIVAATSAK X9] 14, KAAPSTAD 8000
GRAND CENTRAL TOAWERS, LOWER PARLIAMENT STREET, PRIVATE BAG X561 14, CAPE TOWN 8000

WEB: hitp:/iwced.weape.gov.za



4. Die aangehegte prosedurehandieiding is ontwerp om lynbestuurders te help met die
opstel van individuele posbeskrywings vir Staatsdienspersoneel onder hulle toesig.
Inligtingsessies om hulp te verleen met die proses sal gedurende Augustus en
September 2002 gehou word.
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5. Dit sal waardeer word indien fynbestuurdersitoesighouers die handleiding sorgvuldig sal
deurwerk sodat enige onduidelikhede tydens die inligtingsessies sinvol uitgeklaar kan
word.

8. Verder, word etke Hoof van Inrigting/Komponent versoek om teen 5 Desember 2002 die
aangehegte sertifikaat van voltooiing {(Aanhangsel A) in te dien.

7. Die inhoud van hierdie omsendbrief moet asseblief onder die aandag van alle
personeeliede onder u toesig gebring word,

8. Navrae rakende die inhoud van hierdie omsendbrief kan gerig word aan die volgende:

Me. B Booysen Telefoonnr. 021-467 2471
Mnr. E Gierdien Telefoonnr. 021-467 2455

.DAT: %- o280,

(Die Xhosa-weergawe van die omsendbrief en prosedure handleiding sal op versoek
beskikbaar gestel word.)



AANHANGSEL A

HOOF: ONDERWYS

VIR AANDAG: MNR E GIERDIEN
Wes-Kaap Onderwysdepartement

Privaatsak X9114
Kaapstad
8000

SERTIFIKAAT VAN VOLTOOIING: POSBESKRYWINGS

B, oo , Hoof van die Inrigting/ *Komponent
(betaalpuntnr............. ) bevestig hiermee dat daar 'n

...........................................

' »wéosbeskrywing bestaan vir elke staatsdienspos onder my beheer.

................................

HOOF VAN INRIGTING/KOMPONENT
DATUM: .....ccovinienienns

*Komponent verwys hier na ‘n OBOS-kantoor of ‘n Direktoraat.



	82 of 2002_e1
	82 of 2002_e
	82of2002_a.pdf
	82 of 2002_a1
	82 of 2002_a




