
 

 

 
 
LEPHALALE TVET COLLEGE IS AN EQUAL OPPORTUNITY, AFFIRMATIVE ACTION EMPLOYER. APPLICATIONS ARE 
INVITED FROM SUITABLY QUALIFIED AND EXPERIENCED CANDIDATES FOR APPOINTMENT IN THE FOLLOWING 
POSITIONS. 
 

Post: Senior Marketing and Communication Officer SL8 - Ref: leptvet 01/2022, - Central Office 
R321 543 per annum plus benefits - Permanent (Persal Appointment), Re - Advertisement 

 
Requirements:  
 
*National Senior Certificate/Grade 12/Standard 10 or NCV Level 4 Certificate plus a recognised 

National Diploma/Degree in Marketing Management/ Public Relations/Communication. *A minimum of 

five (5) years working experience of which two (2) years should be at supervisory level in Marketing/ 

Communication or Public Relations environment.  *Knowledge of Branding and Culture development. 

*Knowledge of events management and coordination. *Knowledge of TVET Sector will be an added 

advantage *Strong interpersonal skills, Planning and organising skills, Good verbal and written 

communication skills, Analytical skills, Financial and budgetary skills and ability to work under pressure 

and be willing to travel and work irregular hours. *Computer Literacy *A valid driver’s licence is a 

requirement. 

 
Responsibilities:  
 

*Coordinate marketing, promotions and branding services for the college. *Develop and manage brand 

identity. *Implement college branding strategy. *Develop and produce college publication i.e. 

information brochures, annual reports and newsletter. *Manage public relations and media liaison 

services. *Coordinate college events including exhibitions participation, price giving, official functions 

and special marketing events. *Manage college campaigns on Social Media and Online 

Communication. *Regularly maintain the content design and layout of the college website. *Coordinate 

college events and provide communication administrative support. *Provide photographic services and 

write stories for the college *Draft articles for the college’s electronic and manual newsletter. *Marketing 

the college through branding during the events. *Verify and make recommendations on all articles. 

*Perform any other related duties attached to the post.   

 

Post: Personal Assistant to the Principal SL7 - Ref: leptvet 02/2022 - Central Office R261 372 
per annum plus benefits - Permanent (Persal Appointment) 

 
Requirements:  
 
*National Senior Certificate/Grade 12/Standard 10 or NCV Level 4 plus a recognised Degree/ National 

Diploma in Secretarial/Office Administration/Office Management and Technology/Public Management/ 

Administration or Management Assistant. *A minimum of three (3) experience as Personal Assistant/ 

Sercretary. *Knowledge of the relevant legislations/policies/prescripts and procedures. *Computer 

Literacy (Microsoft Package) is essential. *Good communication (both verbal and written), interpersonal 

skills, ability to identify and handle confidential matters, ability to work under pressure, ability to work 

independently and as a team. *A Valid Driver’s Licence will be an added advantage. 

 

Responsibilities:  

 

*Provide secretarial, administration support service to the College Principal. *Track deliverables and 

timelines where required, and report accordingly. *Receive and screen telephone calls and refer the 

calls to the relevant role players. *Provide clerical support service to the Principal, including setting up 

meetings, taking minutes, manage Principal’s diary, etc. *Operate office equipments like Photocopiers 

and Scanners. *Organise travelling and meeting arrangements, facilitate travel and subsistence claims 

for the office of the Principal, draft routine correspondences, develop and maintain an accessible and 

user-friendly filing system in the office of the Principal. *Handle procurement of standard items such as 

stationery for the Office of the Principal. *Liaise with other offices of the College and external 

stakeholders with regard to all matters pertaining to the administrative functions of office of the Principal.   

   



 

 

Post: State Accountant SL7 - Ref: leptvet 03/2022 - Central Office R261 372 per annum plus 
benefits - Permanent (Persal Appointment) 

 
Requirements: 
  
*National Senior Certificate/Grade 12/Standard 10 or NCV Level 4 plus a recognized Degree/ National 

Diploma in Accounting/ Financial Management at NQF Level 6/7. *A minimum of three (3) years relevant 

experience in Income and Budget. *Practical knowledge of the development of Annual Financial 

Statement. *Knowledge of basic Financial Operating Systems (Coltech, Sage Patel). *Knowledge of 

TVET Sector will serve as an added advantage. *Sound knowledge of relevant legislations which 

include CET Act, PFMA, Treasury Regulations, GRAP, etc. *Ability to work under pressure and meet 

deadlines, Good communication skill, analytical, critical thinking and problem solving. * Computer 

Literacy (Microsoft Word, Excel and PowerPoint). * Valid Driver’s License. 

 

Responsibilities: 

 

*Assist in preparation of various budgets; assist responsible managers in compiling their budgets and 

report on their expenditure. *Process payroll, prepare and submit tax returns (EMP 202, EMP 501 and 

IT12 EI). *Capture the budget onto Pastel System *Manage Divisions/ Sections’ budgets and advise 

responsible Managers on possible over/underspending and recommend solutions thereof. *Verify the 

supporting documents submitted by the relevant Sections/ Units for validity, accuracy, completeness 

and capture payments and/or receipts on the onto Pastel System. *Prepare payment transactions i.e. 

EFTs, Conditional grants, payroll transactions, Travelling and Subsistence (S & T) claims etc. and 

ensure that they are correctly classified and supported by the appropriate source documentation. 

*Perform reconciliations i.e. Bank Reconciliation and Creditors Reconciliation on monthly basis. 

*Prepare Quarterly Financial Performance Statement for Council Structures. *Ensure the application of 

prescribed financial procedures and policies. 

 

Post: Provisioning Admin Officer: Assets SL7 - Ref: leptvet 04/2022 - Central Office R261 372 
per annum plus benefits - Permanent (Persal Appointment) 

 

Requirements: 

 

*National Senior Certificate/Grade 12/Standard 10 or NCV Level 4 plus a recognized Degree/ National 

Diploma in Supply Chain Management/ Logistics/ Public Management or equivalent. *Atleast three (3) 

years’ relevant experience in Supply Chain Management/ or Logistics Services. *Knowledge of  Pastel 

system will be an added advantage. *Knowledge of assets disposal procedure. *Knowledge of Supply 

Chain Management policies. *Planning and Organizing, Computer Literacy, Flexibility, Customer Care 

skill, Good communication skill (both verbal and written, Team work and Report writing skills. * Valid 

Driver’s Licence. 

 

Responsibilities: 

 

Monitor and review the capturing of all physical (moveable and immoveable) assets in the physical 

asset management registers (Hard Cat (IT and Furniture register). *Monitor and review the allocation 

of assets to assets holders. *Review the monitoring assets in accordance with the relevant policy and 

procedures. *Promote correct implementation of sound asset management practices. *Administer Asset 

Management services. *Undertake logistical support services. *Assist with managing all asset 

movement within the College. *Supervise human resource/ staff. *Perform any other related duties 

attached to the post. 

 

Post: General Assistant SL2 X 2 - Lephalale Campus, Ref: leptvet 05/2022 - R102 534 per 
annum plus benefits - Permanent (Persal Appointment) 

 
Requirements: 
 
*A minimum of Grade 10/ABET level 4 Certificate. *Experience in Maintenance and repair will be an 
added advantage. *Good communication skill (Ability to speak, read & write).  
 
 
 
 



 

 

Responsibilities: 
 
*Prune and trim flowers and trees. *Remove weeds and garden refuse. *Cultivate the soil for trees and 
flowers. *Grass cutting and weed control. *Cutting of verges. *Repair minor defects of gardening 
equipments and tools. *Ensure the overall cleanliness of Campus grounds. *Maintain existing grounds 
by caring for plants, trees, flowers etc. *Plant flowers, trees and lawns. *Landscaping of the whole 
Campus. *Perform any other related duties attached to the post. 
 

Post: Cleaner SL2 - Lephalale Campus, Ref: leptvet 06/2022 - R102 534 per annum plus benefits 
- Permanent (Persal Appointment) 

 
Requirements: 

 

*A minimum of Grade 10/ABET level 4 Certificate. *Experience in Cleaning will be an added advantage. 

*Good communication skill (Ability to speak, read & write).  

 

Responsibilities: 

 

*Provide cleaning services including but not limited to cleaning of windows and floors, offices, 

classrooms, kitchens, exam halls, toilets and replacement of toiletries. *Prepare tea and refreshments 

for visitors. * Prepare venues for meetings and gatherings. * Perform any other related duties attached 

to the post. 

 

N.B. Local residents will be given preference on the posts of General Assistants and Cleaner.  

 
NB: All applications must be forwarded to The Principal, Lephalale TVET College, Private Bag 

X210, Lephalale, 0555 or be hand delivered to Lephalale TVET College (Central Office),  

Corner Nelson Mandela and Ngoako Ramatlhodi Drive, Onverwacht, Lephalale, 0557. 

Applications must be submitted on a Z83 Form obtainable on the internet at 

www.gov.za/documents and must be accompanied by a comprehensive CV and certified copies 

(date stamp not older than six months) of qualifications (including matriculation & academic 

record(s), Identity Document and Driver’s Licence where applicable. It is the applicant’s 

responsibility to have foreign qualifications evaluated by South African Qualifications Authority 

(SAQA). Candidates whose appointments promote representativity will receive preference. If 

you do not receive any response within (3) three months after the closing date of this 

advertisement, kindly accept that your application was unsuccessful. Suitable candidates will 

be subjected to personnel suitability checks (criminal record check, citizenship verification, 

qualification/ study verification and previous employment verification). Applications received 

after the closing date will not be considered. 

 

Enquiries: Mr PM Mphethi / Ms MN Morena – 014 763 2252 Extension 220/221. 

 

Lephalale TVET College reserves the right to withdraw any of the above positions.    

 

CLOSING DATE: 31 MAY 2022 @16h00. 

 

 

 

 

 

 

 

 

 

 

 

http://www.gov.za/documents

