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External Advertisement: Ref No: HRM/04/02/2023

Ntinga O.R. Tambo Development Agency SOC Ltd, an Entity of O.R. Tambo District Municipality,
is looking for suitably qualified and experienced candidates to fill the following positions:

1. COMMUNICATION & PUBLIC RELATIONS OFFICER
PERMANENT
LOCATION: HEAD OFFICE - MTHATHA
SALARY: R324 918.00 (GRADE C2 PATERSON GRADING SYSTEM)

KEY PERFORMANCE AREAS

¢ Develop and implement internal and external communication plans and programmes
of Ntinga SOC, to provide effective communication of relevant information to staff,
internal stakeholders and external public (customers and external stakeholders);

e Serve as spokesperson for the Office of the CEO and convey the policies, interests,
values and messages of the entity to the public through various modes of media
instruments, and respond to public (existing customers, potential customers,
shareholders, media) queries or questions on behalf of the Office of the CEO,;

e Coordinate and successfully organize events and marketing campaigns, planned by
the Ntinga, thus contributing to the attainment of the goals planned for such events
and campaigns and provide a detailed communication plan for each event;

e Coordinate media releases and press interviews/ conferences by carefully screening
topics, identifying designated personnel for interviews and comments, and
conducting research on issues/ statements prior to release; and

¢ Prepare and develop complete, clear, well-written and edited material for the entity’'s
publications.

e Develop and Implement Communications and Public Relations policies, strategies
and procedures.

¢ Coordinate identification and production of branding and promotional material in line

with the communication policy for approval.

Create and manage social media platforms.

Ensure monitoring and evaluation of the unit activities and projects as per SDBIP.

Prepare and manage website content.

Coordinate publicity of the entity initiatives and events by determining appropriate

platforms relevant to target audience.

¢ Coordinate brand visibility throughout the district.

Ntinga O. R. Tambo Development Agency SOC Ltd: A Municipal entity of the O.R. Tambo District Municipality (Reg. 2016/272582/30)
Directors: Dr L. L Ndabeni (Chairperson), Dr N.T Ndudane, Mr T Yako, Mr. L Mbiko (CEQ), Adv. S Mancotywa, Z.W Xalisa
M.J Sikhosana, Mr. M.P Madikiza, Ms. S Ndlondlwana(Company Secretary).




Minimum Requirements:

Matric + Bachelor’s degree in Public Relations or Journalism or Corporate
Communication/ Equivalent.

Proficient in Microsoft Office, Content Management systems and social media
platforms.

A valid Code B driver’s license is essential.

Desired Experience

3 years’ working experience in a Communications of public relations environment or
both ideally in a Local Government Sphere.

2. ICT SYSTEMS ADMINISTRATOR

PERMANENT .

LOCATION: HEAD OFFICE - MTHATHA

SALARY: R355 277.00 (GRADE C3 PATERSON GRADING SYSTEM)
KEY PERFORMANCE AREAS

Implement policies for the use of computer systems and network.

Determine information technology needs of the entity to ensure acquisition of
proper systems and equipment.

Input to advertising and tender notice for supply and maintenance of information
and technology systems to attract a pool of quality service providers.

Monitor supply installation and maintenance of the information technology
system by contracted service provider to ensure compliance.

Co-ordinate information technology training to ensure effective utilization of
information system equipment within the entity.

Renew Software Licenses.

Responsible for backups.

Server Administration.

Server support.

Server maintenance.

Server security.

Minimum Redquirements:

Matric + Bachelor's degree or National Diploma in Information Communication
Technology/ Equivalent.

A valid Code B driver’s license is essential.

Administering Windows Server Hybrid Core Infrastructure will be an added
advantage

Desired Experience

2-3 years' experience in an ICT environment
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Please forward your application letter, CV, certified ID copy, valid driver's license and certified
copies of qualifications of not older than three months: The Human Capital Manager- Ntinga
0.R. Tambo Development Agency P.O. Box 1134 Mthatha, 5099

Or hand deliver to No 5 Textile Road, Ntinga OR Tambo Development Agency, Southernwood,
Mthatha 5099 popularly known as OR Tambo Hall)

Ntinga O.R. Tambo Development Agency, SOC Ltd is an equal opportunity employer,
people with disabilities and women are encouraged to apply. The Entity reserves the right
not to continue with the interviews and appointment if it feels no suitable candidate could be found.

If you do not hear from us within 90 days after the closing date, you may regard your application
as unsuccessful.

The successful candidate will be subjected to background checks/screening.
Enquiries can be directed to Ms O. Gangata at 047 495 0522

Closing date: 28 April 2023 at 16h00
Yours faithfully
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MR L. MBIKO
CHIEF EXECUTIVE OFFICER
Date:
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