LOCAL MUNICIPALITY

Mnguma Local Municipality + Corner King and Mthatha Street * Butterworth < 4960
Postal Address: = POBox 36 + Butterworth * 4960
Tel: (047) 401 2400 - Fax: (047) 4910195 *+ www. mngquma.gov.za

EXTERNAL ADVERTISEMENT: VACANT POSITION

APPLICATIONS ARE INVITED FROM SUITABLY QUALIFIED CANDIDATES FOR THE
FOLLOWING POSITION:

CORPORATE SERVICES DIRECTORATE

POSITION : HUMAN RESOURCES OFFICER: BENEFITS
TASK GRADE : 10

SALARY : (R379 925.00 — R430 101.00) PER ANNUM
DURATION : PERMANENT

Minimum Requirements:
<% Grade 12.
< National Diploma in Human Resources Management.
% 2-3 years' experience in the HR administration.
% Proven experience in administration of Councillor & employee benefits.
< Knowledge and experience of applicable HR legislation in local government.
< Knowledge and experience in implementation of the benefits of employees and Councillors
on the system.
% Valid driver’s license.

PHYSICAL ATTRIBUTES:
< Physically fit
< Excellent communication and interpretation skills.

Key Performance Areas:
% Participation in the development, review and implementation of all HR policies and procedures.

% Coordinating the administration of Council employee benefits schemes (pension funds,
allowance, long service etc) in according with specific policies and legislation.
< Advising employees and Councillors about changes on the accredited pension funds and

medical aid schemes.
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Assisting employees and Councillors on withdrawals, terminations, resignation, death, funeral or

any amendments by members.

< Ensuring submission of registration forms, claim forms to the funds and medical aid schemes.

< Notifying Councillors and staff members about presentations to be done by accredited medical
aid schemes during the window period.

< Implementing all benefits for newly employed municipal employees and Councillors.

< Advice on the processes of application to access these allowances.

< Annually conduct awareness campaigns on benefits and medical aids to all Municipal employee

and Councillors.

INSTRUCTIONS TO CANDIDATES:

% Interested candidates must please fill the application form (available on www.mnquma.gov.za)
CV, certified copies ID, driver’s license and qualifications not older than three (03) months for
the attention of Ms. V. Mviko Director Corporate Services; P O Box 36, Butterworth, 4960 or
hand deliver at office No 03 Comer King and Mthatha Street.

The closing date is =1 ‘ i g 2024.

For enquiries you can call the HR Office @ 047 050 1121/1120 during office hours.
Candidates will be required to undergo driving or physical/practical test where applicable
Short-listed candidates may be required to submit their pay slips to limit the delays in
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appointment.

Disclaimer:

< Mnguma Municipality is committed to the provisions of the Employment Equity Act No 55 1998
for the advancement of previously disadvantaged groups and people from designated are

encouraged to apply.
< By submitting your application for a position at the Mngquma Local Municipality, you are
consenting that the personal information submitted as part of your application may be used

for the purposes of the Recruitment and Selection and related processes.
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The Municipality reserves the right no to make an appointment.
% Any misrepresentation or failure to disclose material information on the application will
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automatically disqualify your application.
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NB. Only short-listed candidates will be contacted and if you are not contacted within 30 days
after the closing date you may regard your application as unsuccessful. -

S. MAH ELA
MUNICIPAL MANAGER
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