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LOCAL MUNICIPALITY

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

EXTERNAL ADVERTISEMENT: VACANT POSITION

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

BUDGET and TREASURY OFFICE

POSITION : CONTRACT OFFICER

POST LEVEL : TASK GRADE 11

DURATION : PERMANENT

REMUNERATION : (R469 940.49 — R531 935.30) PER ANNUM

MINIMUM REQUIREMENTS:

.

¢ Grade 12
> Bcom in Supply Chain Management or Logistics/Cost and Management Accounting/ Bcom Law

-

W2
0.0

02 years’ experience

®,
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Driver’'s Licence

KEY PERFORMANCE AREAS:

% Liaising with service providers in relation with their contracts.

% Create and maintain contracts register electronically in an alphabetical manner.

< Facilitating the signing of contracts by both parties.

% Liaising with contracted service provider relating to expiry, cancelation or termination of the
agreements.

% Reconcile expenditure in line with contracts.

% Verify compliance of documents submitted for bid by service providers.

% Compiling verification report for service providers.

% Assessing and advising on regular or irregular contracts.

% Compile and update irregular register.




INSTRUCTIONS TO APPLICANTS
Interested candidates must please fill the application form obtainable from www.mngquma.gov.za and

at Recruitment office — Office no 3 Mnquma Local Municipality, CV, certified ID copies and
qualifications, copies not older than six (06) months for the attention of Ms V. Mviko Director Corporate
Services: Mnquma Local Municipality, P.O. Box 36, Butterworth, 4960 or hand deliver at Office No. 3
Corner King and Mthatha Street. faxed and emailed applications will not be considered.

For enquiries you can call the HR Office @ 047 050 1120/1136 during office hours.

Candidates will be required to undergo screening test where applicable.

The closing date for applications is 14 '\‘\O\’meeb’ FOAS at 13:30.

DISCLAIMER: T

< Mnguma Local Municipality is an equal opportunity employer and is committed to the
provisions of the Employment Equity Act No 55 of 1998 for the advancement of previously
disadvantaged groups, people from designated groups are encouraged to apply.

By submitting your application for a position at the Mnquma 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.

< The Municipality reserves the right no to make an appointment.

< Any misrepresentation or failure to disclose material information on the application will

..
0'0

automatically disqualify your application.
< You also consent to the following risk checks should your application be shortlisted: Credit

Record, CV validation, Employment record verification, Criminal check, and Identity validation.

NB. Only short-listed candidates will be contacted and if you are not contacted within six (06)
weeks after the closing date you may regard your application as unsuccessful.
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