
Enquiries: Ms. Seltsang Lesomo 

Tel: 0145551429 
Fax: 014 555 6368 

E-mail:SLesomo@moseskotane.gov,za 
IJI MOSES KOTANE 

LOCAL MUNICIPALITY 

•,:;;, 

The Moses Kotane Local Municipality hereby invites suitable qualified candidates to apply for the 

following vacancy to render development administration and planning services 

INTERNAL/EXTERNAL 

MOSES KOTANE RESIDENTS ONLY 
CIRCULAR 01/2020 

DEPARTMENT: BUDGET AND TREASURY 

ADMIN CLERK: ASSETS X7 
REF:08/07/2020 
SALARY LEVEL: 12-14 
ENTRY SALARY NOTCH: R246 188.01 pa 

Duties 

► Tagging of assets;
► Capture assets that are written off and the

relevant depreciation in the asset register.
► Capture disposed assets in the asset register.
► Capture depreciation in the asset register.
► Assist with the immovable assets verification

process.
► Monthly verification of assets in administrative

offices.
► update asset transfers on the system.
► Fill out insurance claim forms.
► Sort assets in preparation of auctions.

Requirements 

► Grade 12 plus Diploma in Public
Administration

► 2 years working experience in Finance field.
► Computer literacy.

ADMIN CLERK: BUDGET AND REPORTING 
REF:09/07/2020 
SALARY LEVEL: 12-14 
ENTRY SALARY NOTCH: R246 188.0lpa 

Duties 

► Collecting of information for completing of
reports.

► Capture of information on budget templates.
► Capturing of information on spreadsheets for

completing of monthly reports.
► Extracting information from ledgers and

populate into prescribed form from National
Treasury.

Requirements 

► Grade 12 plus Diploma in Public
Administration.

► 2 years working experience in Finance Field
► Computer literacy.

DEPARTMENT: LOCAL ECONOMIC 

DEVELOPMENT 

SECRETARY TO HEAD OF DEPARTMENT: 
LOCAL ECONOMIC DEVELOMENT 
REF: 10/07/2020 
SALARY LEVEL: 14-15 
ENTRY SALARY NOTCH: R299 595.50pa 

Duties 
► Answering all telephone calls and screen to be

directed to the Head of department(HOD).
► Ensure that all calls are returned by HOD and

that ongoing feedback been given to the HOD
with regard to the problems and/ or enquiries
received from public or officials.

► Handling all confidential matters of the HOD.
;, Distribution of incoming and outgoing

correspondence, as well as faxes. 
► Responsible for travel and accommodation

arrangements and ensure payments of these
bills.

► Plan and organise diary of the HOD and
schedule appointments.

,, Responsible for buying/ ordering of 
refreshments for official meetings and ensure 
that payments proceeds. 

► Responsible to see that agendas are prepared
and distributed timeously.

► Compilation of minutes of meetings.

Requirements 

► Grade 12 plus Diploma in Office
Administration.

► 3 years' experience as a secretary.
► Proficiency in Microsoft Office
► Excellent written and verbal communication

skills
► Valid driver's license
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