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	Stand 3031 Heritage House, Cookes Lake, Mafikeng

P.O.Box 4488

MMABATHO

2735
	OFFICE OF THE CEO: NWPB
	Tel: +27(18) 397 1500

Fax: +27 (18) 397 1660


       VACANT POSITION: GENERAL MANAGER: BUSINESS PROCESS SUPPORT
           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R875.994.00 AT PEROMNES JOB GRADE 04.
KEY PERFORMANCE AREAS

· Lead the development of NWPB strategic goals and objectives, as well as the overall management of the organization.

· Ensure that NWPB adheres to the strategic plan and delivering status reports to the Board.

· Plan, coordinate, and execute the annual budget process. 

· Advise on financial planning, budgeting, cash flow, investment priorities, and policy matters.

· Represent the organization externally, where necessary, particularly in banking and lease negotiations.

· Oversee, direct, and organize the duties of the operations teams (Finance, Human Resources, Planning and Research, Internal audit and Risk as well as Wildlife and Ecotourism).
· Upgrade and implement an appropriate system of policies, internal controls, accounting standards, and procedures.

· Provide analytical support to NWPB management team including development of internal management reporting capabilities.

· Improve administrative and operational accounting services such as treasury management, payroll, accounts payable, and purchasing.

QUALIFICATIONS, EXPERIENCE AND SKILLS
·  Master’s Degree in Business Administration, Accounting or Public Administration.
· Minimum 5 years’ experience in a Senior Management.
· Strategic Capability and Leadership.
· Programme and project Management.
· Change Management.
· Financial Management.
· People Management and Empowerment.
· Knowledge Management.
· Client Orientation and Customer focus
· Proven track record of success facilitating progressive organizational change and development within a growing organization.
· Excellent judgment and creative problem solving skills, including negotiation and conflict resolution skills.
· Strong mentoring and coaching experience to a team with diverse levels of expertise.
· Entrepreneurial team player who can multitask.
· Superior management skills; ability to influence peers and engage with peers.
· Exceptional written, oral, interpersonal, presentation skills and the ability to effectively interface with senior management, NWPB Board of Directors, and staff.
       VACANT POSITION: GENERAL MANAGER: ECO-TOURISM AND WILDLIFE ECONOMY  

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R875,994.00 AT PEROMNES JOB GRADE 04.
KEY PERFORMANCE AREAS:

· Establish Game Ranching and Game Breeding Facilities.
· Liaise with Ecotourism and Wildlife stakeholders to provide financial support, registration of Hunting Outfitters and marketing of services (locally, nationally and internationally).
· Lead and direct Game meat processing.
· Support the establishment of new Game abattoirs.
· Develop and support Bio-trade (Bio-Prospecting, Product Development and Product Manufacturing).
· Deliver accredited Community Ecotourism and Wildlife training as required.
· Basic record keeping.
·  Financial management and monitoring and enterprise development. 
· Promotion of Tourism to protected areas, natural, cultural and Heritage sites.
· Promote Community based ecotourism products, services and promotional materials. 

· Establish and support Ecotourism and Wildlife SMME’s.

 QUALIFICATIONS, EXPERIENCE AND SKILLS
· Master’s Degree in Business Management and Ecotourism Development, Wildlife, Conservation or any related fields.
·  Qualifications in Project Management and implementation or its equivalent. 
· Knowledge of the tourism industry - especially small scale eco-tourism enterprises. 
· Knowledge of Eco-tourism local guiding and of tour operators. 
· Knowledge of showing genuine interest in helping local people develop skills, and in the conservation and protection of NWPB natural resources.
·  3 years’ experience in the similar role or in implementing eco-tourism projects with multiple partners.   
· Outstanding experience in community based training. Planning, organizing and intensive financial management inclusive of PFMA.  
· Negotiation and Project Management Skills with no exception.
· Change Management and People Management
· Financial Management.
· Knowledge Management.
· Client Orientation and Customer focus
       VACANT POSITION: COMPANY SECRETARY     

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R875, 994. 00 AT PEROMNES JOB GRADE 04.
KEY PERFORMANCE AREAS:

· Strategically advise, direct, manage and develop the Chairperson of the Board’s office and the Board’s office.
· Support the Board of Directors and oversee the various governance functions of the company.
· Develop and ensure implementation of secretariat policies and procedures.
· Direct and participate in all Board Committees of the NWPB and ensure Board Committees and Board Charters and terms of reference are kept up to date.
· Facilitate and participate in the drafting of the Strategic planning of the organization.
· Ensure that the organization complies with Corporate Governance best practices.
· Drive a culture of continuous improvement in terms of sound corporate governance and legislation.
· Develop compliance Framework to ensure that the organization complies with all relevant statutes and regulations.
· Oversee the internal and external audits of the organization of the organization and advise the chairperson and the Board with information related to internal and external audit.
· Organize general administration of the Board.
· Organize the Board Committee meetings and ensure Board proceedings and resolutions are properly recorded and circulated.
· Coordinate and participate in the budgeting process, identify and evaluate the risks in the organization.
· Improve Shareholder communications with all Subsidiaries and stakeholders.
· Ensures that Directors and Executive Management are properly orientated, inducted regarding fiduciary/governance responsibilities.

· Identify training requirements for Board members and ensure that members operate within their authority and responsibility.

· Takes responsibility for preparing all or parts of the annual report, ensuring that statutory deadlines are met and that the statutory & regulatory disclosures are validated.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· A four-year legal qualification preferably at post graduate level (LL.B or LL.M).
· Admitted Attorney.

· Chartered Company Secretary Qualification.

·  Knowledge of King III.

· Five years’ experience in working as a company secretary in a regulatory authority or public service/administration environment.
· Strategic thinker with strong analytical, communication and interpersonal skills
· Ability to exercise sound judgement, good organisational and project management skills with proven leadership.
· Business planning, policy development, administration, negotiation, financial, team working and report writing skills.
· Ability to work under pressure and meet deadlines.
· Understanding of board dynamics, respect in corporate community and knowledge of current issues. 
VACANT POSITION: GENERAL MANAGER: EMC (INTERNAL AUDIT, RISK AND COMPLIANCE 

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R875,994.00 AT PEROMNES JOB GRADE 04.
KEY PERFORMANCE AREAS:

· Lead the development and implementation of an Internal Audit, Risk and Compliance 
        Policies and Strategy.
· Develop, implement and monitor Annual Plan of Internal Audit, Risk and Compliance 

        strategy.

· Monitor and implement legislative issues, new audit, risk and compliance 

        regulations/trends and appropriate audit direction/methodology.
·  Provide an objective and evidence based annual opinion on the adequacy and      

         effectiveness of all aspects of governance, risk management and internal control 
         to facilitate the drafting of the annual governance report. 

· Review the adequacy of key corporate arrangements including such as risk strategy, risk 
         register, anti-fraud and corruption strategy, corporate plan. 

· Prepare and present accurate internal audit reports for consideration of the audit 
        committee and the Board. 
· Identify and communicate compliance risk and irregularities, assess the adequacy and 

        effectiveness of management’s proposed mitigation and prevention plans.
· Assist divisions to develop, implement and manage comprehensive compliance audit, 

        risk management plans.

· Report on internal control issues and the implementation of the internal audit, risk and  

        compliance plan to Senior Management and the Board.
· Manage budgets and costs of all the activities.

QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelor’s Degree in Business, Finance, Accounting or relevant field and a 
                   relevant professional qualification, such as ACCA, CPA or CFA.
·  At least 8 years of experience in Auditing in a large organisation or professional services   

            firm, 3 years of which should be at manager level. 
·             Negotiation and Project Management Skills with no exception.
·              Change Management and People Management
·               Financial Management.
·               Knowledge Management.
·               Client Orientation and Customer focus.
·                Ability to work under pressure.
       VACANT POSITION: OFFICE MANAGER: CEO’S OFFICE 

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 463,183.00 AT PEROMNES JOB GRADE 07.
KEY PERFORMANCE AREAS:
· Facilitate and participate in strategic planning of the organisation.

· Provide advice to CEO regarding strategic and financial implications.

· Advise the CEO on administrative /political and legislative functions.

·  Develop policies for the division.
·  Draft responses for all correspondences received by the Office of the CEO. 
· Plan and coordinate office of the CEO’s projects.
· Develop a monitoring tool and monitor projects progress on behalf of the CEO.
· Administer and manage service level agreements with the office of the CEO’s contractors 
· Coordinate management reports.
· Consolidation of risk management, monthly, quarterly and annual report.
· Attend meetings with CEO or on CEO’s behalf.

·  Facilitate the implementation of meeting resolutions in conjunction with CEO. 

· Arrange meetings of the Executive and Management Committees.

· Coordinate meetings with stakeholders.

· Follow up on relevant legislation and Parliamentary questions.
·  Implements the approved budget for office of the CEO.
· Ensure compliance to budget expenditure.
· Adhere to risk management and fraud prevention policies and internal controls
· Monitor adherence to procurement policy/system
· Assess staff training needs
· Manage staff performance
· Manage leave
· Maintain filing, records and reference system
· Proof read documents drafted in the office of the CEO
· Manage logistical supplies in the office
· Prepare speeches and presentations for the CEO
 QUALIFICATIONS, EXPERIENCE AND SKILLS
· B Degree in Administration or Management related field. 
· Minimum of 5 years’ experience in management capacity. 
· Knowledge of strategy development and planning.
· Understanding of stakeholder relationship management.
· Knowledge of PFMA and Treasury Regulations. 
· Excellent communication skills.
· Strong writing skills particularly in Afrikaans and English.
· Presentation skills.
· Excellent planning and organisational skills.
· Excellent interpersonal skills.
· Ability to make sound decisions.
· Computer literacy.
       VACANT POSITION: RISK AND COMPLIANCE MANAGER

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 614,710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:
· Developing the board’s risk management framework incorporating amongst others: Risk Management Policy, Risk Management Strategy, Risk management implementation plan, Risk identification and assessment methodology, Risk appetite and tolerance, Risk classification, 
· Working with senior management to develop the entity’s vision for risk management

· Communicating the entity’s risk management framework to all stakeholders and monitoring its implementation.
· Training all stakeholders in their risk management functions.
· Continuously driving risk management to higher levels of maturity.
· Assisting management with risk identification, assessment and development of risk response strategies.

· Reporting risk intelligence to the Accounting Officer/Authority/Management and Audit Committee, and
· Participating with Internal Audit, Management, and External Audit in developing a combined assurance plan for the entity.

·  Ensure that managing risk becomes an integral part of the day to day operations and general culture of the company. 
· Ensure performance of regular programme review to ensure that an operation is always at desired level of performance.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Risk Management, Finance or Economics, Science, Statistics, Engineering, Law, Management or Business Studies

· Experience in internal audit consultations, business risk assessments and forensic audit.
· Ability in reviewing budgets, revenue, procurement and other accounting functions.

· Experience in analyzing financial data, as well as preparing financial reports and statements.
· Establishing, maintaining and coordinating the implementation of accounting control procedures.

· Knowledge of financial applications and accounting such as AccPac

· Extensive knowledge and adherence to PFMA, Treasury Regulations and Corporate Governance, King 111 code.

       VACANT POSITION: INTERNAL AUDITOR

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R264,692.00 AT PEROMNES JOB GRADE 10.
KEY PERFORMANCE AREAS
· Draft the Internal Audit Charter of the organisation in line with the international standards.
· Develop risk–based annual audit plans detailing the scope, nature and timing of audit activities. 
· Design internal audit procedures and work programs. 
· Advise management on the resourcing requirements for the Internal Audit function, including any potential outsourcing arrangements. 
· Conduct internal audits to assess the adequacy, effectiveness and efficiency of the established internal controls and procedures. 
· Identify key areas of risk within the organisation and propose appropriate controls to mitigate the risks. 
· Review the accuracy, timeliness and relevance of financial information and other disclosures provided to management. 
· Discuss audit findings and recommendations with line managers and report significant issues to senior management. 
· Prepare audit reports in line with the approved audit plan. 
· Monitor the timely implementation of the management actions recommended in the audit reports. 
· Provide Senior Management and the Board members with an opinion on the adequacy, effectiveness and efficiency of the internal controls in the organisation.  
· Assist the development of an internal control culture, including training to staff. 
· Monitor the trends and developments in the internal audit area. 
· Conduct ad-hoc investigations and reviews as requested by Senior Management or the Board of members.
· Liaise with the external auditor on internal control issues.
·  Report on internal control issues and the implementation of the internal audit plan to Senior Management and the Board members.
·  Maintain interactions with other functions/ external entities. 
· Frequent interaction with all personnel within the organization, senior management and the Board of Auditors.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelor’s Degree in Finance, Accounting or Business Administration. 
· At least 5 years’ relevant work experience in an Internal Audit or internal control function in Financial Institution, the Financial Services Sector or Professional Accounting Firm.
· Recognised accounting or auditing certification, such as CPA, CIA etc. (desirable). Internal audit, COSO, internal controls, compliance and risk management. Audit techniques: Work programs, tests, sampling. documentation, reports, IT MS Office (Word, PowerPoint, advanced Excel). 
       VACANT POSITION: MANAGER PLANNING AND RESEARCH

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614, 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:

· Supervises requirements planning for department, division, project, or organisation.
· Prepares proposals and site plans in conformance with codes and local and national regulations.
· Acts as intermediary between community, developers, government entities, and business.
· Handles rezoning, site plans, special-use permits, and related materials.
· Gathers relevant statistical data and drafts reports on issues such as demographic information, occupancy rates, and land use.
· Presents development proposals to government agencies.
· Arranges for public to review private and public development projects.
· Sets schedule for project or development and flow of requisite materials.
· Supervises other planning personnel, such as consultants and developers.
· Prepares budget and oversees expenditures.
· Sets goals, policies, and procedures for project.
· Interprets and evaluates legal documents and relevant legislation to assess impact on project.
· Offers employee training and development.
· Communicates with other managers, supervisors, and colleagues throughout projects.
· Performs surveys and field studies.
· Work with team members to identify project goals, research methods, variables, and other test parameters.

· Collect data and offer recommendations on evaluating the project.
· Make research schedules to monitor the activities of research teams.

· Review gathered research and analyse various sets of data. Interpret data and start writing reports. Verify that information on databases remains secure, as well as ensure that all team members complete their tasks and work cooperatively with the team.

QUALIFICATIONS, EXPERIENCE AND SKILLS
· Master Degree in Social Science, Statistical, Business, Economics or related Engineering.

·  Superior written and verbal communication, adaptability, responsiveness, sound judgement, active listening skills, research skills, analytical skills, cooperative.

· Leadership ability, detail-oriented, problem solver, creative, ability to work independently and as team, interpersonal skills, multi-tasking skills, innovative, supervisory skills, comfortable working under pressure, understanding of technical and Legal Matters.
       VACANT POSITION: CHIEF BUYER      

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R325,468.00 AT PEROMNES JOB GRADE 09.
KEY PERFORMANCE AREAS:
· Manage and continuously review the Purchase Order System, to ensure it is accurate, up to date and consistently meets the requirements of the business.

· Purchase materials in line with inventory targets.

· Timely and effective communication of forecasts and purchase orders to suppliers.

· Continually review the overall“value”offered by existing suppliers and ensure that the Company’s purchasing remains internationally competitive. 
· Assist with regular re-negotiations of terms of business/service agreements and performance evaluation with suppliers, taking corrective action as required. 
· Check and authorize designated invoices for stock, packaging and carriage items.

· Management of Key Performance Indicators (KPIs). 

QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelors Degree in Business Administration or related field of study.

· Minimum of 3 years’ experience of buying / procurement within an MRP environment. 

· Excellent understanding of efficient materials flow and best practice.

· Experience in dealing with local, national and international suppliers.

·  Strong track record of negotiating procurement / buying terms.

· High level of computer literacy, to include MS PowerPoint, Word, Excel and Outlook.
       VACANT POSITION: SENIOR RISK AND COMPLIANCE MANAGER
           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/AKEY PERFORMANCE AREAS: R614,710.00 AT PEROMNES JOB GRADE 05
KEY PERFORMANCE AREAS:

· Provide analytical and logistical support to the Risk Management Specialists in assessing the quality and risk profile of proposed transactions, specifically applications for debt, equity investments, and guarantees.

· Independently perform analysis of financial statements, financial projections/models, including downside analysis and stress testing.

· Review Concept Clearance Paper, Final Review Memorandum, Report and Recommendation of the CEO, Term Sheet, Closing Certificate and other forms of transaction documents and internally produced write-ups.

· Draft Credit Notes and other forms of risk assessment reports for both new and existing transactions. Assigns and evaluates risk ratings.

· Opine on waivers, changes in scope and other amendment requests.

· Recommend risk mitigation measures including relevant covenant structures, security arrangements, risk defeasance arrangements as applicable with the objective of enhancing the risk profile of transactions. Comments and make suggestions on the appropriateness of the financing structure.
· Assist the Risk Management Specialist/s in the preparation for various committee meetings, particularly the Investment Committee.
· Assist the Risk Management Specialist/s in the price validation process by providing relevant benchmarks as well as analysis of risk premium through a risk differentiated methodology.
· Evaluates project implementation and operational problems, and proposes solutions.
·  Works on Quarterly Risk Reports and other reports and presentations as needed.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelor’s degree in Economics, Finance, Accounting or other relevant fields of study; a Certified Public Accountant (CPA), Chartered Financial Analyst (CFA) preferably with Master's Degree or equivalent.
· At least 8 years of experience in major commercial banks, consulting firms, or similar financial institutions; preferably in the areas of credit risk assessment and management.
· Compliance certifications, and/or securities licenses preferred.
       VACANT POSITION: RESEARCH OFFICER 

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R379,968.00 AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Writing research specifications.
· Agreeing project requirements, objectives and research reference terms.
· Searching for and retrieving information from paper-based sources, the internet and online. 

· Interviewing members of the public.
· Using a variety of qualitative and quantitative research methods.
· Analysing data.
· Making conference presentations.
· Liaising with policy customers and external researchers.
· Supervising, tutoring and acting as a mentor to junior/external researchers.
· Making sure that agreed project deadlines are met.
· Writing/editing draft questionnaires and reports.
· Keeping up-to-date with research/policy developments.
· Writing speeches, articles, policy papers and party briefs.
· Liaising with, advising and answering enquiries from MPs, related agencies, parliamentary  

        advisers, members of the public, academics and local council.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelor’s Degree that includes a substantial Social Research Component. preferred subjects include Sociology, Criminology, Geography, Political Science, Psychology, Politics, Human Geography, Statistics and Economics. 
· A Postgraduate qualification may be beneficial
· Computer skills, Communication skills, Good Interpersonal Relationship skill, Interviewing skills, Analytical Skill, Presentation as well as Report writing skill.
       VACANT POSITION: PROCUREMENT OFFICER    

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 379,968.00 AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

( Process purchase requisitions / orders within purchasing authority. 

( Invite, assess, and award/recommend supplier tenders, bids, quotations, and proposals. 

( Establish and negotiate contract terms and conditions, and maintain supplier relationships. 

( Prepare and maintain purchasing records, reports and price lists. 

( Work with internal and external stakeholders. 
( Assist in the development of specifications for equipment, materials, and services to be purchased. 
( Administer contract performance, including delivery, receipt, warranty, damages and insurance. 
( Reconcile or resolve value discrepancies.

( Comply with and maintain knowledge of applicable rules, legislation, regulations, standards, and 
    best practices. 
( Address staffing resource needs and supervise purchasing clerks. 
( Develop and maintain constructive and cooperative working relationships with colleagues and 
   Management.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelor's Degree or College Diploma in a Business field such as Economics, Logistics, Supply 
             Chain Management, Operations Management, Finance or Engineering, Mathematics, or  

             Statistical Analysis.
· Excellent verbal and written communication skill.

· Attention to detail is important.

· Superior time management skills and planning.

·  3 years’ work experience in Procurement, Supply Chain work-related skill.
       VACANT POSITION: RESOURCE SECURITY INVESTIGATORS    X 8  

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 379,968.00 AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:
· Plan and conduct efficient and effective counter poaching operations.

· Contribution to the overall crime information and intelligence picture of NWPB.

· Collection of crime intelligence information

· Participate in undercover investigative operations.

· Effective management of an information.

· Liaison as designated by the Senior Resource Security Manager on investigative matters.

· Maintenance of accurate, confidential, intimate and sensitive knowledge of potentially         
· dangerous and libelous information only to be revealed to supervisor.

· Adhere to investigative and administrative deadlines.

QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelors of Science degree in a related field (e.g. Insurance Studies, Criminal Justice, Risk Management).

· Crime Intelligence Course, Organised Crime Course

· Proven experience conducting complex private sector and/or law enforcement investigations, including extensive interviewing experience, is required.

· Ability to quickly and correctly identify key investigative issues, combined with the ability to develop and efficiently execute a comprehensive investigation plan, is essential.

· At least 5 years of investigative experience in criminal investigation, corporate, law enforcement, military, or government investigations.

· Experience in ethics and compliance investigations is preferred.
· Appointed as peace officer

· Appointed as Environmental Management Investigator level 2.

       VACANT POSITION: CONTRACTS/SLA OFFICER      

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 379,968.00 AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Reviews requisitions to ensure they are complete, accurate and suitable in meeting the business needs of NWPB.
· Confers with department representatives in writing product specifications.  Recommends alternate products, commodities or methods when appropriate.
·  Prepares and writes requests for proposals, requests for bids, requests for quotes, and requests for information, contracts, reports and correspondence.
· Researches, compiles and summarizes data and procurement-related information.
· Confers with vendors regarding suitability, availability, cost and delivery of materials and supplies.
· Evaluates bids and proposals to ensure cost effectiveness, legality and compliance with required specifications.
· Prepares purchase orders, purchase requisitions and awards bids.
· Groups items to facilitate bids on larger quantities.
· Investigates delayed or unsatisfactory product complaints and secures adjustments.
· Conducts purchasing through a computerized purchasing system.
· Assists program, project, or other departmental staff with development of requests for bids and proposals, evaluation of bids and proposals, and drafting and negotiation of contracts. 

· Assists departmental staff with contract interpretation and resolution of contract disputes and protests.
· May directly or indirectly supervise clerical or technical staff.

QUALIFICATIONS, EXPERIENCE AND SKILLS
· A Bachelor’s Degree or higher from an accredited college or university with major course work in Business Administration, Public Administration, or a closely related field.
· Two (2) years of full time professional experience in purchasing commodities, acquiring contracted services, or writing service or construction contracts.
· Basic purchasing principles and practices; laws of public contracting and purchasing.

· Methods of purchasing by specification and competitive bidding; 
· Brands and sources of supply; contract administration techniques.

· Procedures and requirements for developing professional, personal, and service contracts.

· Basic principles of insurance liability and safety rules and regulations; computer software Skill.
       VACANT POSITION: RISK AND COMPLIANCE OFFICER   

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 264,692.00 AT PEROMNES JOB GRADE 10.
KEY PERFORMANCE AREAS:

· Develops, initiates, maintains, and revises policies and procedures for the general operation of the Compliance Program and its related activities to prevent illegal, unethical, or improper conduct. Manages day-to-day operation of the Program.

· Develops and periodically reviews and updates Standards of Conduct to ensure continuing currency and relevance in providing guidance to management and employees.

· Collaborates with other divisions to direct compliance and risk issues to appropriate existing channels for investigation and resolution. Consults with the Corporate attorney as needed to resolve difficult legal risk and compliance issues.

· Responds to alleged violations of rules, regulations, policies, procedures, and Standards of Conduct by evaluating or recommending the initiation of investigative procedures. Develops and oversees a system for uniform handling of such violations.
· Acts as an independent review and evaluation body to ensure that risk and compliance Issues/concerns within the organization are being appropriately evaluated, investigated and resolved.
· Monitors, and as necessary, coordinates risk and compliance activities of other departments to remain abreast of the status of all compliance activities and to identify trends.

· Identifies potential areas of compliance vulnerability and risk; develops/implements corrective action plans for resolution of problematic issues, and provides general guidance on how to avoid or deal with similar situations in the future.
· Works with the Human Resources Department and others as appropriate to develop an effective compliance training program, including appropriate introductory training for new employees as well as ongoing training for all employees and managers.

· Monitors the performance of the Risk and Compliance Program and relates activities on a continuing basis, taking appropriate steps to improve its effectiveness.

QUALIFICATIONS, EXPERIENCE AND SKILLS
· A Bachelor’s Degree required; Master’s desired. 
· A minimum of 10 years’ experience. 
· Familiarity with Operational, Financial, Quality Assurance, and Human Resource Procedures and Regulations is a must.
       VACANT POSITION: INTERNAL AUDITOR IT     

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 264,692.00 AT PEROMNES JOB GRADE 10.
KEY PERFORMANCE AREAS:
· Performing complex projects independently or as a member of a team that plans and conducts standard audits/evaluations or portions of audits/evaluations of programs as related to information technology. 
· Designs the methodology, scope and approach of the audit of routine and complex assignments; Modifies guidance for conduct of the audit program to improve audit program efficiency of information systems.

· Examining and testing information systems controls, agency records, and management controls.

· Determines that financial or program performance records have been maintained in accordance with applicable requirements and regulations.

·  Assures that reported information is in accordance with Generally Accepted Auditing Standards, Generally Accepted Government Auditing Standards, OIG policies and procedures, and other applicable auditing standards.

· Formulating written reports that are objective, factual and in conformance with audit standards that may be incorporated into larger program evaluations or audits.

· Participating in meetings with program personnel and managers to present findings, explains the significance of conclusions, justify recommendations and answers questions on audit planning and methodologies.
QUALIFICATIONS, EXPERIENCE AND SKILLS
Bachelors' Degree, preferably in Information Technology, Accounting, Business Management and/or Finance course work.  Finance, Business Management.

IT experience. 

Excellent oral and written communication and interpersonal skills; strong analytical and research skills.

Ability to assemble and assimilate large quantities of data, discern key issues and draw reliable conclusions.
       VACANT POSITION: INTERNAL AUDITOR PERFORMANCE      

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R264,692.00 AT PEROMNES JOB GRADE 10.
KEY PERFORMANCE AREAS:

· Conducts performance audits of NWPB and programs, and compliance audits of contractors to identify risk, recommend corrective actions to prevent or mitigate issues, recoup improper payments, and assess compliance with laws, regulations, and standards. 
· Identifying factors inhibiting performance.
· Evaluating the effectiveness of programs, activities and functions; determining whether measures of program effectiveness are valid and reliable; and assessing whether management has considered alternatives that might increase the likelihood of achieving desired results, or improve the efficiency or effectiveness of strategies and solutions. 

· Reviewing processes and controls pertaining to the adherence to law, policy, and best practice.
· Assists in planning of performance audits, executing of performance audit programs, and reporting of performance audit results. Submits work papers for review directly to the Performance Audit Supervisor. 

· Ensures audit conclusions are well-supported with sufficient and appropriate audit evidence in keeping with auditing standards and division policies; produces high quality written draft reports, presenting complex technical matters clearly and concisely; and carries out assigned ad-hoc tasks as directed by the Performance Audit Supervisor.
QUALIFIATIONS, EXPERIENCE AND SKILLS
· B Com (Hons) Internal Auditing essential. 
· 3 years’ experience in GAO’s Generally Accepted Government Auditing Standards, and the IIA’s International Standards for the Professional Practise of Internal Auditing and risk management as it relates to the audit field (including COSO’s Enterprise Risk Management. 
· Experience in Integrated Framework and the International Organisation for Standardization’s ISO 31000 Risk Management. 

       VACANT POSITION: MANAGER: ECO TOURISM INVESTMENT PROMOTION    

           



LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS
· Strengthen institutional arrangements for planning and managing eco-tourism growth.
· Support training, capacity building and the promotion of good practice.
·  Support environmental protection and nature conservation.
·  Provide socio-economic development and cultural heritage protection for develop eco-tourism research and information.
· Coordinating with Project Manager to identify potential investors within targeted sectors and subsectors.
· Contacting investors and making individual and group presentations on investment opportunities within targeted sectors and subsectors.
· Continue follow-up with investors to facilitate their investment while identifying and resolving any outstanding issues for the investors, with the assistance of the Project Manager.
· Build environmental awareness.
· Provide direct financial benefits for conservation.
· Provide financial benefits and empowerment for local people.
· Respect local culture.
· Conservation of biological diversity and cultural diversity through eco-system protection.
· Promotion of sustainable use of biodiversity, by providing jobs to local populations.
· Sharing of all socio-economic benefits with local communities and indigenous peoples by having their informed consent and participation in the management of ecotourism enterprises.
· Ensure that local culture, flora and fauna being the main attractions and local people benefit from this form of tourism economy.
QUALIFICATIONS AND EXPERIENCE
· Master’s Degree in Business Management/Administration, Eco-tourism Development or related fields 
· Professional designation such as Chartered Financial Analyst (CFA); Accredited Investment Fiduciary (AIF); Chartered Alternative Investment Analyst (CAIA);
· Qualification in Project Management and implementation or its equivalent.
· Change Management.
· Financial Management.

·  People Management and Empowerment.

·  Knowledge Management, Client-orientation and Customer Focus.

· Knowledge of the Tourism Industry - especially small scale Eco-Tourism Enterprises.
· Knowledge of Eco-tourism local guiding and of tour operators. 
· Knowledge of showing genuine interest in helping local people develop skills, and in the conservation and protection of NWPB natural resources. 
· 3 years’ experience in the similar role or in implementing eco-tourism projects with multiple partners. 
· Outstanding experience in community based training.
       VACANT POSITION: MANAGER: WILDLIFE AND BIOPROSPECTING BUSINESS DEVELOPMENT    

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 614 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:
· Direct and coordinate activities of businesses or division concerned with the production, pricing, sales, and/or distribution of products

· Review financial statements, sales and activity reports, and other performance data to measure productivity and goal achievement and to determine areas needing cost reduction and program improvement.

· Establish and implement NWPB divisional policies, goals, objectives, and procedures, conferring with board members, organization officials, and staff members as necessary.

· Monitor businesses and agencies to ensure that they efficiently and effectively provide needed services while staying within budgetary limits.

· Oversee activities directly related to providing services.

· Direct and coordinate organization's financial and budget activities to fund operations, maximize investments, and increase efficiency.

· Determine goods and services to be sold, and set prices and credit terms, based on forecasts of customer demand.

· Manage the movement of goods into and out of production facilities.

· Locate, select, and procure merchandise for resale, representing management in purchase negotiations.

· Develop and implement product marketing strategies including advertising campaigns and sales promotions.

· Plan and direct activities such as sales promotions, coordinating with other department heads as required.
· Develop, implement and monitor Game donation and Game loan policies.
· Direct non-merchandising departments of business, such as advertising and purchasing

· Recommend locations for new facilities or oversee the remodelling of current facilities. 
· Systematic search, collection or gathering of such resources or making extractions from such resources for purpose of such research, development or application
· Utilisation of purpose of such research or development of any information regarding any traditional uses of indigenous biological resources by indigenous communities
· Research on or the application, development or modification of any such traditional uses, for commercial or industrial exploitation
· Trading in and exporting of indigenous biological resources in order to develop and produce products such as drugs, industrial enzyme, food flavours, fragrances, cosmetics, emulsifiers, oleoresins, extract and essential oils
· Buying and selling of indigenous biological resources for the purpose of bioprospecting, product development or product manufacturing
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Degree in Business Management/Administration and Ecotourism Development or any related fields. Master’s Degree in Business Administration will be an advantage. 
· Professional designation such as Chartered Financial Analyst (CFA), Accredited Investment. 
· Fiduciary (AIF); Chartered Alternative Investment Analyst (CAIA).

· Qualification in Project Management and implementation or its equivalent.
·  Change Management.
· Financial Management.
· People Management and Empowerment.
·  Knowledge Management., Client-Orientation and Customer Focus.
· 3 years’ experience in the similar role or in implementing Wildlife and Bioprospecting projects with multiple partners.
· Knowledge of the Tourism Industry - especially small and large scale eco-tourism enterprises
· Knowledge of showing genuine interest in helping local people develop skills, and in the conservation and protection of NWPB natural resources. 
       VACANT POSITION: MANAGER: PARK BRANDING AND MARKETING     

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:

· Provides conception, contribution, and execution to all aspects of the creative process to include branding and strategy.
· Oversees development of graphic design solutions for all traditional media marketing materials: brochures, ads, ROPs, letters, both internal and external.
· Acts as liaison for the stores for all Advertising and Marketing related issues.
· Ensures extension, coordination and management of brand standards across all marketing platforms including, but not limited to print, broadcast and digital channels.
· Coordinates and communicates with department and cross-functional team members to execute assignments and work requests.
· Ensures all concepts and executions comply with brand guidelines.
· Works closely with a diverse team of merchandisers, partnerships and promotions, operations, production contractors, including agencies, designers, freelancers and printers.
· Works directly with Banner teams and Customer Solutions Merchants to create and innovate new promotions and ways to market those promotions.

· Proofs all advertising products to include but not limited to: ROP, Circular, Radio, Social posts, Online ads, TV spots.

QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree preferably in Journalism, Communications, Business Administration, Marketing, Public Policy, or Public Relations (or equivalent knowledge gained through formal education, specialized training, or additional job experience).

· Must possess general knowledge of various types of media including, but not limited to TV, Radio, Online, Print media, and social media.
· Project Management.

·  Change Management.

· Financial Management.

· People Management and Empowerment.

· Knowledge Management.

· Client-orientation and Customer Focus.

· Knowledge of Insertion Orders, Run Lists, Creative Briefs, and Requests for Proposal (RFPs)

· Ability to create and communicate new ideas through influential communication and competence.
· Strong team leader with energized actions and ability to motivate self and others.
· Excel in collaborative environment, showing strong business partnership to other disciplines within organization Proficient in the use of Microsoft business programs including word, excel, explorer, In Design, Aptaris and other types of graphic art and graphic design products
· Minimum five (6) years relevant Marketing job experience and working in the capacity of Branding Communications Lead or Graphic Design leader.
       VACANT POSITION: MANAGER: REVENUE    

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 614 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:

· Prepare or oversee the preparation of financial reports, such as income statements, balance sheets, and analyses of future earnings or expenses.

· Find and implement ways to increase revenue.

· Summarize and forecast on the state of the company's financial affairs.

· Preside over budgets to set and meet goals.

· Oversee the investment of funds, manage associated risks, supervise cash management activities, and execute capital-raising strategies to support the NWPB expansion.

· Establish procedures for custody and control of assets, records, loan collateral, and securities, in order to ensure safekeeping.

· Coordinate risk and insurance programs of establishments to control risks and losses.

· Prepare risk reports for management conferral.

· Generate revenue reports.

· Communicate risks and profits with stockholders and other investors.

· Evaluate financial reporting systems, accounting and collection procedures, and investment activities, and make recommendations for changes to procedures, operating systems, budgets, and other financial control functions.

· Monitor and control the flow of cash receipts and disbursements. Solicit business and direct the investment of funds, always adhering to Federal and State laws and regulations.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Bachelors or Master’s Degree in Finance, BCom or Economic Studies

· 2 - 4 years of hands-on Revenue Management experience.

· A strong command of both written and spoken English is required; additional languages an asset.

· Highly computer literate with a high level command of Excel.
· Project Management.

·  Change Management.

· Financial Management.

·  People Management and Empowerment.

·  Knowledge Management.

· Client-orientation and Customer Focus.
       VACANT POSITION: MANAGER: ADMINISTRATION  

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 614 710.00 AT PEROMNES JOB GRADE 5.
KEY PERFORMANCE AREAS:

· Plan and coordinate administrative procedures and systems and devise ways to streamline    

                Processes.
· Recruit and train personnel and allocate responsibilities and office space.
· Assess staff performance and provide coaching and guidance to ensure maximum efficiency.
· Ensure the smooth and adequate flow of information within the company to facilitate other 
                business operations.
· Manage schedules and deadlines.
· Monitor inventory of office supplies and the purchasing of new material with attention to budgetary     constraints.
· Monitor costs and expenses to assist in budget preparation.
· Oversee facilities services, maintenance activities and tradespersons.
· Organize and supervise other office activities (recycling, renovations, event planning etc.).
· Ensure operations adhere to policies and regulations.
· Keep abreast with all organizational changes and business developments.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· BSc/BA in business administration or relative field.
· Proven experience as administration manager.
· In-depth understanding of office management procedures and NWPB and legal policies.
· Familiarity with financial and facilities management principles.
· Proficient in MS Office.
· An analytical mind with problem-solving skills.
· Excellent organizational and multitasking abilities.
· A team player with leadership skills.
· BSc/BA in business administration or relative field.
   VACANT POSITION: MANAGER: SUPPLY CHAIN      

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:
· Oversee organization wide management of the strategic sourcing, procurement, contracting, and evaluation of services.

·   Manage / coordinate the sales and operations planning process including supply / demand   

  forecasting, inventory management, and on time delivery.

·   Develop annual plans with prioritization and resourcing. 

·  Develop and / or participate in the development of the supply chain strategy for NWPB.

· Manage and / or execute procurement related functions (develop and implement contract management and procurement frameworks, sourcing strategies, negotiate agreements, draft and manage contracts). 

· Direct and manage corporate governance and regulatory compliance.

·  Identify and manage risk within the supply chain. 

· Address tactical and strategic supply chain issues.

· Stay informed of advances in supply chain technology and approaches, and apply within the NWPB to improve supply chain processes. 

· Establish key performance indicators, monitor ongoing performance, and improve performance against set goals.

· Develop and implement new systems, best practices, inventory control, demand planning, and other optimizations in order to grow.

· Review or update supply chain practices in accordance with policies, standards, regulations and all relevant legislative framework.

· Register potential suppliers to the Supplier Database and update the Database from time to time.

· Request quotations from suppliers.

· Facilitate tenders’ processes in line with policies, regulations and legislative framework. 
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelors’ degree or Honours in Economics, Business Administration, Statistics, Commerce.

· 5-7 years’ experience in supply chain management, e-business, purchasing, logistics, project management, or enterprise resource planning. 

· Skills in Project Management, Cost Accounting, e-Business/e-Procurement.

· Good business ethics, and an understanding of legal contracts.

· Communication skills, effective presentation, and multicultural understanding.

· Negotiation skill.

       VACANT POSITION: SENIOR CLERK CREDITORS    

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R325,468.00 AT PEROMNES JOB GRADE 09.
KEY PERFORMANCE AREAS:

· To manage the credit control function – which includes liaising with suppliers, staff, management.

· To ensure that all recons are reconciled correctly by the creditor’s clerk and all requests for credit are claimed before payments are made to the supplier.

· To ensure the correct posting and allocation of payments and journals to the correct accounts payable account.

· To ensure that the monthly payment schedule is complete once all recons are checked and authorised.

· To ensure creditors provisions are raised to provide for cost of sales purchases on a monthly basis.

· To ensure that cash on delivery accounts are reconciled on a monthly basis to avoid fraud.

· Reviewing all payments requests received to ensure adherence to NWPB rules and procedures.

· To ensure that all documentation is checked and monthly schedules completed according to the NWPB Policies and Procedures.

· General filing of all relevant documentation and

· Daily, weekly and monthly reporting to management.

EXPERIENCE, QUALIFICATIONS AND SKILLS

· Accounting/Bookkeeping Diploma.
· 3+ years’ experience full function Creditors and Bookkeeping experience.
· Computer literate to at least intermediate level (Windows, MS Word and Excel).
·  Pastel Accounting, Accounting Knowledge or any other Accounting software package experience.
· Understand age analysis of accounts and understand general ledger structures.
· Excellent professional work standard. 
· Ability to work under pressure, multitask and prioritize.
·  Problem solving skills, excellent time management, organisational and communication skills.
       VACANT POSITION: CREDITORS CLERK     

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R264,692.00 AT PEROMNES JOB GRADE 10.
KEY PERFORMANCE AREAS:

· To accurately capture invoices in the accounting systems in order to effect payment on time and accurately to Creditors.

· Check figures against commission schedules for accuracy within specified deadlines.

· Ensure invoices are properly authorized in accordance with levels of authority and allocate it to correct Supplier & General Ledger accounts on a daily basis.

· Check & match invoices against orders database.

· Accurately process invoices in accounts payable and post batches daily.

·  Payment of invoices.

· Sending remittance advices to supplier after completion of the payment run.

· Filing of invoices after payment run.

· Accurately prepare monthly reconciliations of Creditors Accounts Statements against the A/P Age Analysis.

· Accurately reconcile G/L and Creditors Accounts on a monthly basis to make sure that accounts are correctly balanced.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· Matric (Grade 12) is essential.

· 3 years’ experience in Finance / credit control departments.

· Excellent interpersonal and communication skills.

· In-depth knowledge of accounting in creditors, billing and collection of accounts as well as complex creditors recons.

· Ability to work without supervision and capable of working in a highly stressed environment.

· Able to meet targets and deadlines.

· Strong administration, organizational skills and multi-tasking skills are required.

· Accuracy and consistency.

· Ability to cope under pressure within a complex and challenging environment.

· Computer literacy in all recognized MS Office packages is essential.

· To perform in a team based culture. 

       VACANT POSITION: GENERAL LEDGER ACCOUNTANT     

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R379,968.00 AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Analyze and maintain the general ledger.

· Prepare monthly journal entries and adjustments, including supporting documentation and appropriate descriptions.

· Prepare monthly cost allocations, financial statement, bank reconciliations and monthly expense analysis.

· Close financial statements on a monthly basis.

· Assist with compliance reporting for federal, state, and local agencies.

· Prepare and analyse income statement and balance sheet fluctuation schedules for annual audit.

· Responsible for assisting the manager finance on special projects.
· Provide support to external and internal audits.
· Provide accounting information to stakeholders.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· A Bachelor's Degree in Accounting, Business Administration, or a related field.

· 2-5 years’ experience maintaining financial records and General Ledger Accountant.

· Good knowledge of standard accounting practices. 

· Knowledge of Quick books or other Accounting Software, Microsoft Word and Excel.

· Organized and detail oriented.

· Strong communication (both verbal and written) skills.

· Ability to maintain strict confidentiality and communicate in a professional manner.

· Must be computer literate and have experience working with databases, word processing; and programs, spreadsheets, Internet.

       VACANT POSITION: MANAGER REMUNERATION AND BENEFITS  

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 614, 710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:

· Managing NWPB’s payroll.

· Policy development, strategic management and coordinating the remuneration and benefits activities. 

· Define a fair, equitable and competitive total compensation package that fits and is aligned to NWPB strategy and goals.

· Assess employees needs by conducting organisational psychology surveys to find out what motivates and engages employees.

· Prepare job descriptions, job analysis, job evaluations and job classifications.

· Participate in salary and labour market surveys to determine prevailing pay rates and benefits.

· Deploy effective communication strategies and success metrics.

· Conduct ongoing research into emerging trends, issues and best practices.

· Conduct periodic audits and prepare reports.

· Design, develop, implement and manage salary, bonus and benefits packages for the employees of NWPB.

· Manage the endowment of pensions, health insurance, annual bonuses, commission payments, company cars, cycle-to-work schemes and other lifestyle benefits.

· Collect market data on the gross and net remuneration packages which are offered for employees across the Board.

· Conduct research to find out what your company’s direct competitors are offering their employees.

· Ensure that NWPB’s compensation and benefits packages comply with statutory and regulatory requirements, such as minimum salaries, pay equity, human rights, tax liabilities. 

QUALIFICATIONS REGUIREMENTS AND SKILLS
· Bachelor’s Degree in Human Resources, Business Administration or Finance.

· Proven working experience as a Remuneration and Benefits Manager.

· Prior experience in HR practices and Remuneration Cycle Management.

· Working knowledge of Job Evaluation and Job Analysis Systems.

· Previous experience with organisational psychology and labour market surveys.

· Adequate knowledge of current labour rules and regulations.

· Familiarity with various types of incentives and benefits. 

· Extensive knowledge of HRIS and MS Office.

· Strong quantitative and analytical skills.

VACANT POSITION: SKILL DEVELOPMENT FACILITATOR

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R463,183.00 AT PEROMNES JOB GRADE 07.
KEY PERFORMANCE AREAS:

· Responsible Human Capital Development.

· Evaluating the skills development needs and conducting skills audits.

· Implementation and upholding of Human Resources policies and practices.

· Implementation of identified needs.

· Coordinate planned skills development interventions.

· Complete the Mandatory Skills Plan and Annual Training Report.

· Comply with quality assurance requirements of CATHSETTA.

· Facilitate quarterly Training Committee meetings.

· Conduct training administration.

· Coordinate employee and community members training and development.
· Develop and coordinates administration of training and intervention programs.
· Evaluate training outcomes and conduct research to gather and provide information. 
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Business with a focus on Human Resources Management, Training and Development or Business Administration.
· Codes of Good Practice on Skills Development.

· Assessor and Moderators qualification.

· 5 years ‘experience with regard to training, facilitation and CATHSETTA would be an advantage.

· Full MS Office Package (MS Word, Advanced MS Excel, MS PowerPoint).

· VIP SAGE HR and Learner Management System knowledge and experience

· Good Planning, Analytical and Organisational skills

VACANT POSITION: MANAGER: OCCUPATIONAL HEALTH AND SAFETY

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 614,710.00 AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:

· Preparing strategies, developing internal policies and operational procedures, and leading in-house training with managers and employees for health and safety issues and environmental risks.

· Conducting regular site inspections to check that policies and procedures are being properly implemented, documenting findings and making recommendations and/or changes to working practices to increase safety and compliance with legislation.

· Carrying out risk assessments and considering how risks could be reduced.

· Keeping records of incidents and accidents and producing statistics for management.

· Monitoring the reporting of Injury on duty cases and facilitate IOD compensations

· Keeping up to date with new legislation and any other developments that may affect the industry.

· Managing and organising the safe disposal of hazardous substances.

· Assisting in ensuring the safe installation of equipment.

· Advising on a range of specialist areas, e.g. fire regulations, hazardous substances, noise, safeguarding machinery and occupational diseases.

QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree Occupational health and Safety or other Safety related field.

· 3 - 5 years’ experience preferably in a SHE-environment

· OHSAS 14000, 18000 and 9001 - detailed knowledge

· Valid driver’s license

· Understanding of health information system

· Extensive Knowledge of OHS legislation.

· Knowledge of SHE risk assessment process.

· Detailed  knowledge of South African Health and Safety legislation  as well as Occupational Safety concepts 

· Experience in Project management

· Computer literacy

· Auditing knowledge and skills

· Computer literacy

· Extremely accurate and professional.

VACANT POSITION: TRAINING AND DEVELOPMENT OFFICER

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R379,968.00 AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Identifying training and development needs within NWPB through job analysis, appraisal schemes and regular consultation with all NWPB divisions.

· Designing and expanding training and development programmes based on the needs of NWPB and the individual.

· Working in a team to produce programmes that are satisfactory to all team leaders, such as line managers and senior managers. 

· Considering the costs of planned programmes and keeping within budgets as assessing the Return On Investment of any training or development programme is becoming increasingly important.

· Developing effective induction programmes.

· Devising individual learning plans.

· Producing training materials for in-house courses.

· Monitoring and reviewing the progress of trainees through questionnaires and discussions with managers.

· Ensuring that statutory training requirements are met.

· Evaluating and reviewing training and development programmes.

· Helping line managers and trainers solve specific training problems, either on a one-to-one basis or in groups.

· Keeping up to date with developments in training by reading relevant journals, going to meetings and attending relevant courses.

· Having an understanding of e-learning techniques, and where relevant, being involved in the creation and/or delivery of e-learning packages.

· Researching new technologies and methodologies in workplace learning and presenting this research.

· Implementing AET training Programme.

QUALIFICATIONS, EXPERIENCE AND SKILLS

· Diploma or Bachelor’s Degree Business Management/Administration, Psychology, Human Resources.

· 3 years ‘experience in training. 

· Facilitation, Assessment and Moderation qualification and experience.

· Specialisation in Training and Development and excellent interpersonal.

· Written and spoken communication skills and presentation skills.

· Problem-solving and negotiation skills;

· Initiative and the ability to implement new ideas;

· Good organisational and planning skills.

VACANT POSITION: MANAGER: EE AND PMS 

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R574,495.00. AT PEROMNES JOB GRADE 05.
KEY PERFORMANCE AREAS:

· Manage all NWPB performance and EE matters.

· Devise and implement policies and strategies for the development of NWPB performance matters.

·  Manage, influence and motivate staff associated with performance and EE issues.

· Manage development and implementation of monitoring systems for NWPB performance and EE indicators and standards, including ensuring data quality and compliance with internal and external audit requirements.

· Coordinate and facilitate the communication to all staff of performance and EE issues including the preparation of reports for managers and committees and giving presentations.

· Responsible for managing and controlling budgets and expenditure within the approved allocations of the unit.

· Provide training and guidance to NWPB staff, senior managers, and members performance management and EE committee.

· Ensure compliance with relevant legislated frame work.
· Identify areas of poor performance and establish plans for improving performance.

· Support staff in achieving their work and career goals by identifying training needs and development opportunities.

· Support administrative decision-making about promotions, terminations, compensation and rewards.

·  Participate in the recruitment and selection process from its initial stages to completion.
· Complete the Employment Equity reports.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Human Resources, Business Administration, Public Administration or MBA will be an advantage. 

· 5 -10 or more years of experience in Public Management, Planning or Policy development. Experience in Performance Improvement Management and Quality is desired.

· Strategic Capability and Leadership.

· Programme and Project Management.

· Change Management.

· Financial Management.

· People Management and Empowerment

· Knowledge Management.

· Client-orientation and Customer Focus.

VACANT POSITION: WILDLIFE MONITORING OFFICER

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 329,468.00. AT PEROMNES JOB GRADE 09 

KEY PERFORMANCE AREAS:

· Promote and implement local and national biodiversity action plans in partnership with local/national statutory and voluntary organisations.

· Contribute to planning and policy development for sustainable management, including input into environmental impact assessments.

· Provide advice to clients, employers, community groups, landowners, planners and developers.

· Prepare and implement annual management plans based on ecological surveys and scientific observation.

· Contribute to the selection of, and assist with casework for, Sites of Special Scientific Interest (SSSIs) and National Nature Reserves (NNRs).

· Evaluate and monitor features of nature conservation interest in habitats and sites.

· Maintain and develop own knowledge and skills, especially with regard to knowledge of developments in policy, legislation and national regulations.

· Prepare applications to get funding and grants.

· Assess applications for funding from other organisations.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Environmental, Life and Urban and Land studies.

· These particular subjects (Earth Science (physical), Ecology, Botany/Plant Science, Biology/Bioscience, Surveying, Geography, Marine Sciences/Oceanography, Planning, Land/Estate Management, Sustainable Development).

· Three years’ experience in wildlife

· Good administrative and IT skills.

· Communicate effectively through talks and presentations.

· Produce literature such as leaflets.

· Confident in leading walks.

· Knowledge of Geographical Information Systems (GIS).

VACANT POSITION: MANAGER: EDUCATION FOR SUSTAINABLE DEVELOPMENT 

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 379, 968.00. AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Lead the development and execution of a broad-based, NWPB wide strategic sustainability initiative, integrating sustainability throughout the Board.

· Ensure that the NWPB’s sustainability effort enhances business performance and supports the long-term interests of the Board. 

· Lead the effort to create a sustainability vision for the company encompassing people, profit and planet.

· Develop the business case to address sustainability issues. 

· Secure and leverage senior level commitment and support for integrating sustainable development into core processes and decision-making.

· Collaborate with the all NWPB divisions to develop a coordinated sustainability plan.

· Build sustainability principles into short and long-range business planning, capital planning and operations planning.

· Form and lead an internal Sustainability Steering Committee.

· Build effective partnerships with external organizations to support sustainability efforts.

· Controls and measurement systems are in place to support sustainability efforts.  

· Measure and monitor progress against sustainability strategies, objectives and performance targets. 
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Business Administration, Environmental Science, Environmental Management, Sustainability or another related field. 

· Excellent organizational, communication and planning skills.

· Written, verbal and presentation skills.

· Strong problem solving and analytical skills

· Solving and analysis skills.

· Strong teamwork and interpersonal skills.

· Computer skills to include Microsoft Office (Excel, Access, Word and PowerPoint)

· 5 -10 years ‘experience in Sustainability or Environmental Science. 

VACANT POSITION: PARK MANAGER (HIGHVELD) 

LOCATION: HIGHVELD

TOTAL REMUNERATION PACKAGE P/A: R379,968.00. AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Maintaining territorial integrity that includes law enforcement, collection, collation, interpretation and evaluation of information, natural processes and phenomena in the park and adjacent areas and communities.
· Oversee biodiversity conservation and wilderness protection in compliance with relevant national legislation. This includes conservation matters such as veld fires, wildlife populations, damage causing and problem animals, rivers and water provision, Biodiversity Social Projects (including alien biota, ecosystem restoration and bush clearing) and record keeping/reporting. 
·  Formulating strategies to limit the impact of man-made structures and those activities that impinge on the natural phenomena in the park.
·  Build and maintain good communication and relationships with internal and external stakeholders.
·  Lead, develop and manage the Human Capital of the Park. 
· Implementation and administration of approved Conversation Policy according to agreed management and operational plans as well as stipulations of relevant legislation. 
·  Natural resources management including the management and eradication of invasive alien plants, alien animals, unnatural soil erosion. 
· Management of the Technical infrastructure within the Nature conservation division.
· Financial management that includes the preparation of budgets and daily financial administration for the Park.
· Human Resources management and administration within Park
· Negotiate and co-management of the contractual conservation environment agreements.
· Co-ordination of Honorary Rangers activities in the Park 
· Co-ordination, management and supervision of Conservation activities in the Park including management of EMP’s 
· Participating in activities and providing inputs on environmental matters in the control Area of the national park, including Environmental Impact Assessments and any other issues that might affect the park.
· Ensure 100% compliance to PFMA Act, Supply Chain Management and all necessary legislative.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Nature Conservation or Environmental Sciences.
· At least 5 years’ practical experience as a Section Ranger.
· Knowledge of the Public Financial Management Act and Financial management experience.
· To have a working knowledge of relevant Environmental legislation such as Protected Areas Act, Biodiversity Act, Conservation of Agricultural Resources
VACANT POSITION: REGIONAL ECOLOGIST

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R 463,183.00. AT PEROMNES JOB GRADE 07  
KEY PERFORMANCE AREAS:

· Collect and manage biological information for national databases, e.g. the National Biodiversity Network (NBN), or produce comprehensive lists of species that need to be monitored and protected.

· Conduct field surveys to collect information about the numbers and distribution of organisms.

· Taxonomy - classifying organisms.

· Applying sampling strategies and employing a range of habitat survey techniques, such as Geographic Information Systems (GIS), Global Positioning Systems (GPS), aerial photography, records and maps.

·  Conduct Environmental impact assessments. 

· Carrying out environmental impact assessments.

· Analysing and interpreting data, using specialist software programs.

· Habitat management and creation.

· Writing reports and issuing recommendations.

· Liaising with and advising site managers, engineers, planners and others associated with a survey.

· Building relationships with stakeholders, including members of the public.

· Carrying out research.

· Undertaking teaching in schools or in field centers.

· Keeping up to date with new environmental policies and legislation and

· Contributing ideas about changes to policy and legislation, based on ecological findings.

QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in a Biological Science or Environmental and another related field. 

· In particular, the following degree subjects may increase your chances: Applied Life Sciences, Biology (specialising in Ecology), Botany/Plant Science, Conservation Biology, Ecology, Environmental Biology, Environmental Management, Geography, Marine Biology, Zoology.

· Enthusiasm about, and fascination for, animals and plants. 

· Expertise in one or more groups of living organisms.

· Capacity to identify different species as appropriate to the role. 

· Enthusiasm for undertaking fieldwork in sometimes harsh conditions.

· Competence in understanding and using statistics and other ecological data;

· Ability to use computer software for recording, analysing and presenting data and reports.

· Excellent written communication, research and presentation skills. 

· Confidence in using survey techniques and identification keys. 

· Team work and project-management skills.

VACANT POSITION: RESERVE MANAGER: BOTSALANO GAME RESERVE 

LOCATION: BOTSALANO GAME RESERVE
TOTAL REMUNERATION PACKAGE P/A: R379,968.00. AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Maintaining territorial integrity that includes law enforcement, collection, collation, interpretation and evaluation of information, natural processes and phenomena in the park and adjacent areas and communities.
· Oversee biodiversity conservation and wilderness protection in compliance with relevant national legislation. This includes conservation matters such as veld fires, wildlife populations, damage causing and problem animals, rivers and water provision, Biodiversity Social Projects (including alien biota, ecosystem restoration and bush clearing) and record keeping/reporting. 
·  Formulating strategies to limit the impact of man-made structures and those activities that impinge on the natural phenomena in the park.
·  Build and maintain good communication and relationships with internal and external stakeholders.
·  Lead, develop and manage the Human Capital of the Park. 
· Implementation and administration of approved Conversation Policy according to agreed management and operational plans as well as stipulations of relevant legislation. 
·  Natural Resources Management including the management and eradication of invasive alien plants, alien animals, unnatural soil erosion. 
· Management of the technical infrastructure within the Nature Conservation division.
· Financial management that includes the preparation of budgets and daily financial administration for the Park.
·  Manage Human Resources management and administration within Park
· Negotiate and co-management of the contractual conservation environment agreements.
·  Co-ordination of Honorary Rangers activities in the Park 
·  Co-ordination, management and supervision of Conservation activities in the Park including management of EMP’s 
·  Participating in activities and providing inputs on environmental matters in the control Area of the national park, including Environmental Impact Assessments and any other issues that might affect the park.
·  Ensure 100% compliance to PFMA Act, Supply Chain Management and all necessary legislative.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Nature Conservation or Environmental Sciences.
· At least 5 years’ practical experience as a Section Ranger.
· Knowledge of the Public Financial Management Act and Financial management experience.
· To have a working knowledge of relevant Environmental legislation such as Protected Areas Act, Biodiversity Act, Conservation of Agricultural Resources.
VACANT POSITION: RESERVE MANAGER (MADIKWE GAME RESERVE) 

LOCATION: MADIKWE GAME RESERVE

TOTAL REMUNERATION PACKAGE P/A: R505 386.00. AT PEROMNES JOB GRADE 06.
KEY PERFORMANCE AREAS:

· Maintaining territorial integrity that includes law enforcement, collection, collation, interpretation and evaluation of information, natural processes and phenomena in the park and adjacent areas and communities.
· Oversee biodiversity conservation and wilderness protection in compliance with relevant national legislation. This includes conservation matters such as veld fires, wildlife populations, damage causing and problem animals, rivers and water provision, Biodiversity Social Projects (including alien biota, ecosystem restoration and bush clearing) and record keeping/reporting. 
·  Formulating strategies to limit the impact of man-made structures and those activities that impinge on the natural phenomena in the park.
·  Build and maintain good communication and relationships with internal and external stakeholders.
·  Lead, develop and manage the Human Capital of the Park. 
· Implementation and administration of approved Conversation Policy according to agreed management and operational plans as well as stipulations of relevant legislation. 
·  Natural Resources Management including the management and eradication of invasive alien plants, alien animals, unnatural soil erosion. 
· Management of the technical infrastructure within the Nature Conservation division.
· Financial management that includes the preparation of budgets and daily financial administration for the Park.
·  Human Resources management and administration within Park.
· Negotiate and co-management of the contractual conservation environment agreements.
·  Co-ordination of Honorary Rangers activities in the Park 
·  Co-ordination, management and supervision of Conservation activities in the Park including management of EMP’s 
·  Participating in activities and providing inputs on environmental matters in the control Area of the national park, including Environmental Impact Assessments and any other issues that might affect the park.
·  Ensure 100% compliance to PFMA Act, Supply Chain Management and all necessary legislative.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· Bachelor’s Degree in Nature Conservation or Environmental Sciences.
· At least 5 years’ practical experience as a Section Ranger.
· Knowledge of the Public Financial Management Act and Financial management experience.
· To have a working knowledge of relevant Environmental Legislation such as Protected Areas Act, Biodiversity Act, Conservation of Agricultural Resources
VACANT POSITION: SENIOR ECOLOGIST 

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R505 386.00. AT PEROMNES JOB GRADE 06.
KEY PERFORMANCE AREAS:

· Develop, implement and monitor strategic plan and internal policies for the unit.
· Manage the Finances of the Unit
· Undertake and manage ecological impact assessment work in a range of sectors
· Conduct field surveys.
· Liaising with clients.

· Utilise habitat surveying techniques.

· Write reports.
· Collaborate latest ecological findings.

 QUALIFICATIONS, EXPERIENCE AND SKILLS

· Master’s Degree in a Science, Biological Science, Ecology or Environmental Sciences or other related fields.

· A background in Environmental Management, Conservation and Statistics are beneficial.

· Five years’ experience of ecological impact assessment. 

· Project Management skills.

· Communication skills.

· A keen analytical mind.

· Good field and surveying skills.

· Up-to-date knowledge of environmental legislation.

· Good understanding of statistics, with the ability to present, analyse and record them.

· Ability to use GIS and other niche software for recording, analysing and presenting data and reports.
VACANT POSITION: COMMUNITY DEVELOPMENT OFFICER 

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R379.968.00. AT PEROMNES JOB GRADE 08.
KEY PERFORMANCE AREAS:

· Apply Asset Based Community Development (ABCD) strategies to implement community initiatives.
· Manage and coordinate community events and activities.
· Work in partnership with the local community to support neighbourhood and family networks, to facilitate local participation and access to facilities and services.
· Encourage local creativity, vibrancy and diversity. 
· Work with community services and other Council staff to achieve community development outcomes as adopted by Council.
· Develop and maintain effective communication and foster partnerships with a variety of non-government organisations providing services.
· Develop and maintain effective communication links with communities. 
· Provide policy advice to NWPB on appropriate initiatives, issues and legislation relevant to community development.
QUALIFICATIONS, EXPERIENCE AND SKILLS

· National Diploma or Bachelor’s degree in Community Development, Social Science, Development studies.

· 3 years’ experience in Community development.

· Good written and communication skills. 

· Computer Literacy

· Good interpersonal relationship

· Demonstrated experience in establishing strong and effective partnership with community groups, service provider and other key stakeholder.

· Experience in project management 

VACANT POSITION: MISS MANAGER

LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614 710.00 AT PEROMNES JOB GRADE05
KEY PERFORMANCE AREAS:

· Physical Security Operations (Access control)

· Personnel Security (Screening and vetting)

· Documentation and Information Security

· ICT Security

· Relation with enforcement agencies

· Security Investigation

REQUIREMENTS

· A four to six years’ experience in security environment plus Security related qualification equivalent to NQF level 5 or 6.

· PRISA accreditation or registration within two (2) years of employment. 

· Knowledge of Security Operations such as Control Room Operations/CCTV Camera monitoring and recordings. 

· Knowledge of relevant legislation and policies e.g. MISS, Protection of State Information Bill, MPSS, etc. Basic photography skills. 

· Skills in conducting basic investigation and basic research.

· Knowledge of the Treasury, Regulations and financial management. 

· Computer literacy, MS Word, Powerpoint, Excel, Outlook.

· Contract Management and Facilities Management.
· Ability to work under pressure and meet deadlines.
· Problem solving ability, Planning and organizing skills, Communication.

· Strategic Capability and Leadership, Programme and Project Management.

· Change Management.

· Financial Management.

· People Management and Empowerment.

· Knowledge Management.

· Client-orientation and Customer Focus.
VACANT POSITION: MANAGER: INTERNAL AUDIT
LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614 710.00 AT PEROMNES JOB GRADE05
KEY PERFORMANCE AREAS:
· Perform and control the full audit cycle including risk management and control management over operations’ effectiveness, financial reliability and compliance with all applicable directives and regulations.

· Determine internal audit scope and develop annual plans.

· Obtain, analyse and evaluate accounting documentation, previous reports, data, flowcharts etc.

· Prepare and present reports that reflect audit’s results and document process.

· Act as an objective source of independent advice to ensure validity, legality and goal achievement.

· Identify loopholes and recommend risk aversion measures and cost savings.

· Maintain open communication with management and audit committee.

· Document process and prepare audit findings memorandum.

· Conduct follow up audits to monitor management’s interventions.

· Engage to continuous knowledge development regarding sector’s rules, regulations, best practices, tools, techniques and performance standards.
QUALIFICATIONS, EXPERIENCE AND SKILLS
· BS Degree in Accounting or Finance
· Four years auditing experience.
· Strategic Capability and Leadership.

· Programme and Project Management.
· Change Management.

· Financial Management.
· People Management and Empowerment.

· Knowledge Management.
· Client-orientation and Customer Focus.
· Proven working experience as Internal Auditor.
· Advanced computer skills on MS Office, accounting software and databases.
· Ability to manipulate large amounts of data and to compile detailed reports.
· Proven knowledge of auditing standards, procedures, laws, rules and regulations.
· High attention to detail and excellent analytical skills.
· Sound independent judgement.
VACANT POSITION: MANAGER: ASSET 
LOCATION: HERITAGE HOUSE

TOTAL REMUNERATION PACKAGE P/A: R614,710.00 AT PEROMNES JOB GRADE 05
KEY PERFORMANCE AREAS

· Ensure effective Asset Management. 

· Manage the Asset Register for NWPB.

· Ensure effective Procurement Management.

· Manage the administration.
· Develop, implement and monitor strategic plan of the unit.
· Manage the development of policies, procedures and internal control. 

· Overall management of the unit. 

· Provide advice on procurement matters.

QUALIFICATIONS
· Bachelor’s Degree in Business or Finance

· 3 to 5 years’ relevant experience.

· Good communication (verbal & written) and interpersonal skills.

· Good planning and organizing skills. 

· Ability to work under pressure. 

· Report writing.

· Strategic leadership and managerial skills. 

· Knowledge and understanding of applicable Legislative framework and processes.

· Sound understanding of PFMA and Treasury Regulations.

· Good Project Management skills. Computer literate.

· Valid South African driver’s license is essential.
· Strategic Capability and Leadership.
· Programme and project Management.
· Change Management.
· Financial Management.
· People Management and Empowerment.
· Knowledge Management.
· Client Orientation and Customer focus
Interested Applicants should forward their detailed CV’s with certified copies of qualifications, ID, driver’s license and an application letter addressed to CEO - North West Parks Board. Attention HR Executive Manager, North West Parks Board, P.O Box 4488, Mmabatho, 2735. For enquiries, contact HR Executive at 018 397 1500.

CLOSING DATE: 12 SEPTEMBER  2016
THE NORTH WEST PARKS BOARD IS AN EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION EMPLOYER

Please note that correspondence will be limited to short-listed candidates only. If you have not heard from us within 40 working days after the date of closure, please accept your application as unsuccessful. All recommended applicants will undergo Competency Assessment Test and Screening.[image: image1][image: image2]
.

[image: image3.png]

[image: image4.png]North West Parks Board
North West Province
Republic of South Africa




