
ANNEXURE 
 
GOVERNMENT TECHNICAL ADVISORY CENTRE (GTAC) 
 
NOTE: Only South African Citizens, and Permanent Residents need apply as per PSR 2016.  Applications should 
be accompanied by a duly completed and signed Z83 form (obtainable from any Public Service department). The 
post title and reference number must be clearly indicated on the Z83 form.  Applicants are not required to submit 
copies of qualifications and other relevant documents on application but must submit the Z83 and a detailed 
Curriculum Vitae clearly stating current residential address for purposes of relocation planning. Certified copies of 
qualifications and other relevant documents will only be limited to shortlisted candidates which will be submitted to 
HR on or before the day of the interview. Short listed candidates must make themselves available for a panel 
interview on the date determined by the GTAC. This panel interview may be physical or virtual. All short-listed 
candidates will be subjected to personnel suitability checks and the successful candidate, for SMS posts, will 
complete the pre-interview assignment and undergo the compulsory SMS Competency Assessment.  All successful 
candidates will undergo security vetting in order to confirm employment.  Late applications, and those not meeting 
the requirements, will not be considered. If you have not received feedback from the GTAC within 2 months of the 
closing date, please regard your application as unsuccessful. Note: The GTAC reserves the right to fill or not fill 
the advertised posts. The DPSA Directive on Compulsory Capacity Development, Mandatory Training Days and 
Minimum requirements was amended with effective date of 01 April 2020.  According to the directive requirement 
for appointment at SMS level will be the completion of the Senior Management Pre-entry programme as endorsed 
by the National School of Government.  The applicant should therefore have a proof that they have registered the 
for the Pre-entry certificate and have completed the course before the appointment. The cost of the pre-entry 
certificate is for the candidate’s expense. To access the pre-certificate course, please visit: 
https://www.thensg.gov.za/training-course/sms-pre-entry-programme/  
 
APPLICATIONS: Potential candidates may apply at https://www.gtac.gov.za/careers/. NB only online 
applications will be accepted.  
 
The GTAC is an equal opportunity employer and encourages applications from women and people with disabilities. 
Our buildings are accessible for people with disabilities. 
 
 
CLOSING DATE:  19 December 2022 at 12pm. 
 
 
POST: PROJECT ADMINISTRATOR 
 
REF G30/2022 
 
TERM: Permanent 
 
SALARY: R 393 711.00 per annum all-inclusive package (Level 09) 
PSR 44 will apply for applicants already earning in the salary level 
 
CENTRE: Pretoria 
 
REQUIREMENTS: A relevant bachelor’s degree/advanced diploma (NQF Level 7) in business 
administration/and/or project administration. A minimum of 3-4 years’ experience in project administration / 
business/office administration preferably in the public service. Supervisory experience is an added advantage.  
 
Competencies required: Organisational Awareness: Refers to the ability to understand and learn the power 
relationships in one’s own organisation or in other organisations. This includes the ability to identify the real decision 
makers; the individuals who can influence them; and to predict how new events or situations will affect individuals 
and groups within the Department. Client Service Orientation: Client-service orientation implies helping or serving 
others, to meet their needs. It means focussing on discovering those needs, figuring out how to best meet them as 
well as putting into practice the Batho Pele spirit. The term "clients" refers to both internal and external dents. 
Problem Solving and Analysis: Understanding a situation, issue, problem, etc., by breaking it into smaller pieces, 
or tracing the implications of a situation in a step-by-step way. It includes organizing the parts of a problem, 
situation, etc., in a systematic way; making systematic comparisons of different features or aspects; setting 
priorities on a rational basis; and identifying time sequences, causal relationships, or if-then relationships. Create 
timely and well-developed solutions by examining alternatives, risks and consequences. Effective 
Communication: Ability to transmit and receive information clearly and communicate effectively to others by 
considering their points of view in order to respond appropriately. This may involve listening, interpreting, 
formulating and delivering: verbal, non-verbal, written, and/or electronic messages. It includes the ability to convey 
ideas and information in a way that brings understanding to the target audience. Concern for Quality and Order: 
Desire to see things done logically, clearly and well. It takes various forms: monitoring and checking work and 
information, insisting on the clarity of roles and duties, setting up and maintaining information system. Emotional 

https://www.thensg.gov.za/training-course/sms-pre-entry-programme/
https://www.gtac.gov.za/careers/


Intelligence: Capacity for recognising their own feelings and those of others, for motivating themselves and others 
as a result of this awareness, and for managing emotions within themselves and in others. Integrity/ Honesty: 
Contributes to maintaining the integrity of the organisation; displays high standards of ethical conduct and 
understands the impact of violating these standards on an organisation, self, and others; is trustworthy: Resilience: 
Ability to cap one’s emotions to avoid negative reactions when provoked, when faced with opposition or hostility, 
or when working under stress. It also includes the ability to maintain stamina under continuing stress. Team 
Participation: Works co-operatively with others, working together as opposed to working separately or 
competitively. Administrative Operations: Knowledge, capabilities and practices associated with the support of 
administrative and management activities to facilitate organisational and mission goals and objectives. This 
competency requires knowledge of the appropriate rules, regulations, processes and associated systems within 
various enabling functions which may include human resources management, resource management, employee 
support services, documentation, procurement and financial management. Project Management: Knowledge of 
project management principles, methods, or tools for appraising, conceptualising, structuring, scheduling, 
coordinating, and managing projects and resources, including monitoring, evaluating and reporting on project 
impact, costs, work, and contractor performance. Computer Literacy: Knowledge and ability to use computers 
and technology efficiently. Refers to the comfort level someone has with using computer programs and other 
applications associated with computers (MSOffice, Internet, email). Supply Chain: The design, planning, 
execution, control and monitoring of all activities involved in sourcing and procurement, conversion and logistics 
management to provide products, services, and information that add value to the organisation. Also includes 
coordination and collaboration with channel partners, which can be suppliers, intermediaries, third party service 
providers, and customers. It integrates supply and demand management within and across the organisation. The 
design, planning, execution, control and monitoring of all activities involved in sourcing and procurement, 
conversion and logistics management to provide products, services, and information that add value to the 
organisation. Also includes coordination and collaboration with channel partners, which can be suppliers, 
intermediaries, third party service providers, and customers. It integrates supply and demand management within 
and across the organisation 
 
DUTIES: To assist the Chief Directorate:  Strategy Management and Communications and its project managers in 
their pursuit of providing the necessary project and business administrative co-ordination and support.  
 
Administration and Support: Relevant project cost trackers to be maintained with timesheet. Information and 
invoice details to track performance for each project. Relevant project data sheets compiled and saved for future 
reference. Assistance with the compilation of invoices, including tracking of all disbursements for the relevant 
projects and unit budget. Assist Project Managers with the preparation of presentations and any research of 
relevant documentation. Organise travel arrangements and related accommodation for management and project 
staff and any other project related arrangements that are required. Management of all Unit project’s administration 
and electronic records keeping and documents. Preparation of project reports including development of unit project 
dashboard. Provision of project financial and other related statistics. Quality control of all documentation. Implement 
and maintain version control procedures on all reports and documentation. Drafting agendas, taking minutes, 
preparing action lists distributing and collecting of documents for the Unit and project meetings. Dissemination of 
information, performance tracking and collation of performance reports. Ensure /co-ordinate fast and efficient 
handlings of all correspondence, meeting of deadlines for documents (determine priority and follow up). Client 
Liaison: includes query tracking, follow-up, preparation of responses and dissemination. Coordination: Provide 
Administrative support to the unit in support of: Travel arrangements, manage all logistics associated with 
workshops, conferences, and knowledge events, setting up of meetings through the timely distribution and 
confirmation of invitations and documents, bookings of suitable venues and, organizing of the necessary equipment 
& other event logistics. Provide assistance with regards to the compilation of programme documents, work plans, 
slide presentations, spread sheets. Attend all relevant project meetings. Minute taking, preparation of action logs 
and distribution thereof using the templates of the CD; SMC. Provide a coordinating role for the Unit during key 
annual activities such as the annual budgeting process, strategy development and capacity building events. 
Development of annual work plans, input for strategy sessions and preparation of documentation. Quality 
Assurance of documents prior to submission and sign off. Obtain necessary signatures on documents. Contracts 
administration and process support: Facilitate receipt of contract and service providers’ time sheets and 
invoices, and administer the checking, verification, and submission thereof for payment. Assist with the preparation 
of statistics from time sheets and monthly reports for relevant forums and meetings. Assist with the resolution of 
LTA contractual issues. Financial Administration: Collecting and verifying financial source documents received, 
prepare request for invoices. Project Financial reconciliation and unit budget IYM reporting, registration of work 
authorization, liaise with stakeholders/partners, tracking of review and approval process of project documents, 
maintenance of project master record. Confirm project resources and project infrastructure. Client Liaison: 
Interface with client and project stakeholders as first level support, ensure clients’ needs are addressed, document 
client information for tracking purposes. Project Information: Updating project plans, updating risks and issue logs 
and updating project status reports.  
 
 
ENQUIRIES: Kaizer Malakoane at 066 2507072 
Email: Kaizer.malakoane@gtac.gov.za 
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