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The National Film and Video Foundation (NFVF) together with the Department of Sport, Arts and Culture (DSAC), in response to the Presidential stimulus programme, is looking to recruit South African graduates and unemployed youth (aged 35 and younger) to assist with the digitization project for the National Archives and Records Services of South Africa (NARSSA).
The project is expected to start on 1 August 2023 and continue until 31 March 2024. 
[image: ]The project will be based at the National Archives and Records Service of South Africa in Pretoria. 
Applications should be submitted via email to National Film and Video Foundation (NFVF), please include the job reference number in the subject of the email. 

All applications must include the following:  
· Copy of CV 
· Certified copy of ID  
· Certified copy of Driver’s Licence (Code 10 and PDP where applicable)
· Certified copies of qualifications and certificates 

All applications must be submitted to pesp4internship@nfvf.co.za Closing date for all applications is 17:00 pm on Monday 19 June 2023. 

	[image: ] 	 	   

Please see below the roles available and the minimum requirements for the role: 

	Job 
Reference 
Number
	Link for Job Spec
	Job Name  
	Minimum
Requirements
	Number of Positions

	NARSSA.01 – 
Archivist - Arrangement 
And 
Description 
	

	Archivist - 
Arrangement And 
Description 
	• 	Four year diploma or three year degree in archival studies 

	15

	NARSSA.02 – 
Assistant 
Archivist - Arrangement 
And 
Description 

	

	Assistant Archivist 
- Arrangement And 
Description 
	• 	Grade 12 
	10

	NARSSA.03 – Conservation Assistant 
	


	Conservation Assistant 
	• 	Grade 12 
	6

	NARSSA.04 – 
Principal 
Auxiliary Officer
	

 
	Principal 
Auxiliary officer
	· Grade 12 
· Valid code 10 and PDP 
	2

	NARSSA.05 – Archive Assistant – House Keeping

	


	Archive Assistant
Housekeeping
	•   Abet level 4 / Grade 10	
	10

	NARSSA.06 – Audio-visual 
Archives Assistant: Film and video Preservation  
	


	Audio-visual 
Archives Assistant: 
Film and video 
Preservation  
	· 
	A three year degree/diploma in film, video or engineering or archival studies with any film or video experience.

	20

	NARSSA.07 – Scanner 
Operator 
	


	Scanner Operator 
	• 
	Grade 12
	4

	NARSSA.08 – Systems administrator 
	

[bookmark: _MON_1746591482] 
	Systems 
Administrator 
	• 
	National Diploma or Degree in IT and an MCSE

	3

	NARSSA.09 – 
IT Support 
	

[bookmark: _MON_1746884543] 
	IT Support 
	• 
	National Diploma or Degree in IT
	3

	NARSSA.10 – Audio-visual Archives 
Assistant: Sound preservation 
	

 
	Audio-visual 
Archives Assistant: Sound preservation 
	• 
	Sound Engineer and/or three year degree in film, video and sound studies or with production or post production experience

	10

	NARSSA.11 – Audio-visual Archives 
Assistant: Legal Deposit
	

	Audio-visual 
Archives Assistant: Legal deposit
	
	Diploma/Degree in archives and library and information sciences coupled with experience in research

	10

	NARSSA.12
Assistant 
Archivist Cartographic Material –
	

	Assistant Archivist - Cartographic Material –
	
	Grade 12
	5

	NARSSA.13
Assistant 
Archivist – Strong Room Registers
	

	Assistant Archivist - Strong Room Registers
	
	Grade 12
	8

	NARSSA.14
Assistant 
Archivist –
Reading Room
	

	Assistant Archivist – Reading Room
	
	Grade 12
	5

	NARSSA.15
Sensitive Records - Admin Officer
	

	Sensitive Records - Admin Officer
	
	National Diploma or Degree in Office Administration/ Management
	1

	NARSSA.16
Sensitive Records – Assistant Archivists
	

	Sensitive Records – Assistant Archivist
	
	Grade 12
	2

	NARSSA .17
Archivist – Outreach and Publications
	

	Archivist – Outreach and Publications
	
	Four year diploma/degree in Archival Studies/Information Science
	2

	NARSSA.18
Archivist – Oral History
	

	Archivist – Oral History
	
	Four year diploma/degree in Archival Studies/Information Science
	2

	NARSSA.19
Maintenance Officer

	

	Maintenance Officer
	
	Qualification in build environment
	1

	NARSSA.20
Administration Officer
	

	Administration Officer
	
	Diploma in Public Administration
	1


 
image5.emf
ARCHIVIST -  ARRANGEMENT AND DESCRIPTION (003).doc


ARCHIVIST - ARRANGEMENT AND DESCRIPTION (003).doc
[image: image1.jpg]sport, arts & culture

Department:
Sport, Arts and Culture
REPUBLIC OF SOUTH AFRICA







		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Archivist Arrangement & Description 



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		7



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		 



		B:  JOB DETAILS



		1.
PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To preserve, maintain and arrange Public and Non-Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act (Act No. 43 of 1996 as amended).

To prepare records for Digitisation 





		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Arrangement and Sorting



		· Sorting and arranging of records

· Research administrative outline

· Boxing of records and labeling boxes

· Listing of records


· Removal of staples, changing of file covers 


· Stencilling the boxes 


· Creating structure for a collection

· Sorting, numbering, verification of the sequence




		



		2. Capturing, verification and checking up on AtoM

		· Add archival description on AtoM by capturing, verifying and checking of source documents;

· Add authority record in AtoM by capturing, verifying and checking of source documents;


· Verifying and check archival description already in AtoM for accuracy


· Publish archival descriptions to the National Database for use on the NARSSA website


· Tie digital object to archival description


· Publish authority records to the National Database for use on the NARSSA website




		



		3. Data clean-up on AtoM

		· Edit authority records on AtoM by capturing, verifying and checking of source documents

· Verify and check authority records edited as part of the data clean-up for correctness

		



		4 Assist in the Reading Room 



		· Research registers 


· Telephone registers


· Payment recording 


· Assist researchers 


· Shelving and retrieving 


· Attending to telephone and email enquiries.

		



		5.  




		· 

		





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· A recognised three-year Bachelor’s degree or equivalent qualification with an appropriate major subject, such as History or Archival Studies



		Additional Requirements

		· A relevant post-graduate qualification, such as Archival Studies, would be a recommendation



		Experience

		· 6-12 months experience in an archival institution 





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Professional Qualities


· Personal Qualities

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1

1
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Department:
Sport, Arts and Culture
REPUBLIC OF SOUTH AFRICA







		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Archivist



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		12/10/2020



		11. POST REPORT TO

		 



		B:  JOB DETAILS



		1.
PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To preserve, maintain and arrange Public and Non-Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act (Act No. 43 of 1996 as amended).





		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Arrangement and Sorting



		· Sorting and arranging of records

· Research administrative outline

· Boxing of records and labeling boxes

· Listing of records




		



		2. Capturing, verification and checking up on AtoM

		· Add archival description on AtoM by capturing, verifying and checking of source documents;

· Add authority record in AtoM by capturing, verifying and checking of source documents;


· Verifying and check archival description already in AtoM for accuracy


· Publish archival descriptions to the National Database for use on the NARSSA website


· Tie digital object to archival description


· Publish authority records to the National Database for use on the NARSSA website




		



		3. Data clean-up on AtoM

		· Edit authority records on AtoM by capturing, verifying and checking of source documents

· Verify and check authority records edited as part of the data clean-up for correctness

		



		

		· .

		



		5.  




		· 

		





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· A recognised three-year Bachelor’s degree or equivalent qualification with an appropriate major subject, such as History or Archival Studies



		Additional Requirements

		· A relevant post-graduate qualification, such as Archival Studies, would be a recommendation



		Experience

		· None





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Professional Qualities


· Personal Qualities

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1

1
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Conservation Assistant



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		5



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Libraries



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		Preservation Management Services/ Conservation Laboratory



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		21/01/2022



		11. POST REPORT TO

		Archivist: Book Conservation



		B:  JOB DETAILS



		1. PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To prepare archival records for digitisation by ensuring that they are repaired properly to allow them to be scanned without damaging them further.  









		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1. 

Condition Assessment of Archival Records

		· Assessing the physical condition of records

· Determine if the records are in a good or bad condition

· Recommend whether the records can be scanned without being repaired first or whether they need to be repaired.

· Make temporary protection such as Mylar Folder for records to enable proper handling during scanning. 

		30%



		2. 

Cleaning of Archival Records

		· Dry cleaning of records using soft brushed to remove loose surface dirt

· Flatten records in preparation for scanning

		30%



		3.

Mending Torn Archival Records

		· Perform minor repairs to archival records that may be in need of such intervention before scanning

· Unfold folded records and flatten creases

· Remove pins, paper clips, stapples etc.  



		30%



		4.

Collate records after digitisation 

		· Ensure records are in their correct order after digitisation

· Verify records to make sure nothing is missing before records are returned to storage

· Ensure records dispatched back to storage have been signed for

		10%









		3.	INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· Grade 12



		Additional Requirements

		· 



		Experience

		· 







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Computer literacy on Microsoft Word ,Microsoft outlook, Document Imaging



		· Interpersonal Sensitivity

· Flexibility

· Personal Motivation

· Ability to work as a team









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors







		

(Reporting Relationships) 

                              



This Job (Senior Archivist) will report directly to the Deputy Director: Preservation Management Services











		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date



















1
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JOB SPECIFICATION

PRINCIPAL AUXILIARY OFFICER 



The National Archives and Records Service of South Africa (NARSSA) is looking for unemployed youth to work as Auxiliary officers for a period of 8 Months. The incumbents will be required to perform the following duties: 

Admin and Support

Assist with filing of documents and registry services

Messenger 

To transport records from various stations to the other and to also transport colleague to various offices

Report on Progress to Supervisor

All progress should be made known to the supervisor and the reports should be sent via email upon discussion of the progress.
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Housekeeping



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		2



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Libraries



		7. DIRECTORATE

		Archives Service



		8. SUB-DIRECTORATE/  DIVISION

		Admin & Coordination



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		Assistant Director



		B:  JOB DETAILS



		1.	PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

Cleaning of the premises







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1.  Cleaning of offices 



		· Dusting of furniture daily

· Sweeping and mopping of the floors daily

· Emptying of the dustbins and disposing of domestic twice a day 

· Cleaning and dusting of window seals and door vents daily

· Cleaning of the windows inside once a month

· Scrubbing and sealing of the floor once a month

· Identify and economically use the correct cleaning material and wear protective clothing at all times.

· Sanitise and disinfect the office door handles, furniture and equipment daily

· Sanitise and disinfect furniture after the meetings.

		25%



		2. Cleaning of corridors/passages and stairs, 



		· Sweeping and mopping of the floors daily

· Scrubbing and sealing the floors once a month

· Cleaning and dusting of window seals and glass doors daily

· Cleaning of the windows inside once a month

· Cleaning of steps and rails daily.

· Identify and economically use the correct cleaning material and wear protective clothing at all times.

		25%



		3. Cleaning of toilets



		· Cleaning and disinfecting of the hand basin, Toilet cisterns and surrounding area

· Sweeping, Scrubbing/mopping of the floors daily

· Checking and replacing toilet papers three times a day and as and when required.

· Checking and refilling hand soap daily.

· Identify and economically use the correct cleaning material and wear protective clothing at all times.

· Report faulty toilets, sinks and drain to supervisor or to the relevant officials.

· Sanitise and disinfect the toilets, morrows, basins, taps and door handles daily

		25%



		4.  Cleaning of strong rooms















		· Sweeping and mopping with water only on the floors twice a month.

· Dusting the shelves and documents twice a week

· Security to be advised when cleaning is done so that the strong room can be locked

· Wear hand gloves and mouth masks when cleaning strongrooms at all times

· Sanitise the strong room doors twice a day and on request

		10%



		6.	Cleaning of kitchen

		· Sweeping and mopping of the floors daily

· Emptying of the dustbins and disposing of domestic twice a day 

· Cleaning and dusting of window seals and door vents daily

· Cleaning of the windows inside once a month

· Scrubbing and sealing of the floor once a month

· Identify and economically use the correct cleaning material and wear protective clothing at all times.

· Sanitise and disinfect the kitchen appliances and taps daily

· Cleaning and disinfecting of cupboards and counters daily 

· Refilling of dishwashing liquid replacement of disposable handtowels

· Washing of dishcloths

		15







		3.	INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· Abet Level



		Additional Requirements

		· Knowledge of operating the cleaning equipment

· Knowledge of the procedures to ensure that the premises are cleaned.

· Knowledge and prescripts for the correct utilisation of the cleaning chemicals.

· Ability to read and write.

· Good communication and interpersonal relations.



		Experience

		· At least 2 years cleaning experience







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Job knowledge

· Action orientation

· Oral communication

· Quality of work

· Knowledge of operating cleaning equipment

· Knowledge of differentiating cleaning materials

		· Personal motivation 

· Interpersonal relationship

· Flexibility 

· Team work 

· Acceptance of responsibility









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues 

		Visitors at NARSSA



		Senior managers

		Researchers



		

		Service providers







		

(Reporting Relationships) e.g                    Assistant Director





                                                                  Senior Forman





                                                                 This Job (Cleaner)                                                         









		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 4 Part 1, 39 (2) of the Public Service Regulations 2016 as amended, at least once every 60 calendar months (5 years), an executing authority or his/her nominee shall review job descriptions and titles and, where necessary, redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the post holder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2020/___/____

Job Incumbent                          Date



		





______________________	     2020/___/___

Line Manager/Supervisor	     Date









1



4
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film and Video Job Spec.docx
JOB SPECIFICATION



AUDIO-VISUAL ASSISTSANT



The National Archives and Records Service of South Africa (NARSSA) is looking for youth with a qualification in Archival Studies for a period of 8 months. The incumbents will be required to perform the following duties: 



Preparing film and video material for digitization

When digitizing film and video material, a couple of preparatory steps need to be followed before the scanning happens. This preparation includes:

· Sorting and handling of material film and video material

· Revising and updating existing list against the material itself

· Rewinding of films that may have been stuck together

· Physical repair on film (re splicing, new perforations)

· Washing the films to remove any foreign particles that may damage material during the scanning process

Digitization of Audio- Visual Records

Once the preparation process is complete, we move to the actual digitization whereby the Archivist Assistant will be trained on scanning of films at two frames per second, and also in all various speeds, the analogue material will be scanned in either 4k or HD into digital files that may be saved in formats such asJPEG2000, DPX, ProRes

Film Comparison

Post the scanning, the Archivist Assistant will be expected to do comparison, this is when they will be establishing whether the sound and picture match each other or are in sync. They will determine the most appropriate restoration workflow

They will also be giving scanning reports, whether films were scan via the wet or dry gate, the speed of the scanner, etc.



Repacking of Archival Material

Post the entire work flow, the Archivist Assistant will pack back material in their original packaging and ensure they are safely stored back to their vaults.



Report on Progress to Supervisor

All progress should be made known to the supervisor and the reports should be sent via email upon discussion of the progress.




image11.emf
JOB DESCRIPTION -  SCANNER OPERATORS.doc


JOB DESCRIPTION - SCANNER OPERATORS.doc
		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Scanner Operator



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		2



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Library Promotion and Coordination



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		Preservation Management Services/ Conservation Laboratory



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		Assistant Archivist: Book Conservation



		B:  JOB DETAILS



		1. PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To manage the storage of all archival material in the National Archives Repository and to participate in the identification of their long term preservation, reduce risks to archival material and to ensure that they are accessible for use. 







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1. 

Preparing Archival Records for Scanning

		· Removing anything holding individual sheets together, like paper clips or staples, 

· Sorting archival records in the correct order. 

· Unfolding individual sheets so that content is visible. 

		30%



		2. 


Scanning Archival Records

		· Scanning process includes placing the physical records into a scanner in the right orientation and pressing the right buttons to initiate the scan.

· Setting the scanning parameters for scanning of records,


· Capturing the required information for the records to be scanned. 

		30%



		3.


Check Quality of Scanned Records

		· Checking quality of digital copies


· Ensuring the scanned image is in line with the scanning parameters


· If the image is not good, re-scan to make sure the correct image is acquired.

		20%



		4.


Compile Scanned Records

		· Compile the scanned records into a logical folder so that they can easily be linked to the original record.


· Capture statistical information for reporting 




		20%





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· Grade 12



		Additional Requirements

		· 



		Experience

		· 





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Computer literacy on Microsoft Word ,Microsoft outlook, Document Imaging




		· Interpersonal Sensitivity


· Flexibility


· Personal Motivation


· Ability to work as a team








		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors





		(Reporting Relationships) 

This Job (Senior Archivist) will report directly to the Deputy Director: Preservation Management Services







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1

3
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		IT Trainee System Administrator 



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Corporate Service Branch



		6. CHIEF DIRECTORATE

		National Archives and Libraries



		7. DIRECTORATE

		ICT 



		8. SUB-DIRECTORATE/  DIVISION

		IT Support



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		System Administrator 



		B:  JOB DETAILS



		1. PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To install and upgrade computer components and software, manage virtual servers, and integrate automation processes.  







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		2.1  Administer development, maintenance and support of systems



		 System support and enhancement of the following systems  


· AtoM

· NAAIRS Website


· Digitization systems 

		30%



		2.2 Backup and data Recovery

		· Perform regular backup operations and data recovery.


· Implement appropriate processes for data protection, disaster recovery, and failover procedures


· Responsible for the maintenance, configuration, and reliable operation of computer systems, network servers, and virtualization




		30%



		2.3 Quality Assurance and System Testing

		· Ensure and enforce quality assurance on business systems.

· Ensure that system testing conform to the user requirement specification

		20%



		2.4 System and Application Administration 

		· Install and upgrade computer components and software, manage virtual servers, and integrate automation processes

· Responsible for capacity, storage planning, and database performance

· Provide documentation and technical specifications to IT staff for planning and implementing new or upgrades of IT infrastructure

		20%





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· National Diploma/Degree in IT or related qualifications 



		Additional Requirements

		· None 



		Experience

		· None





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Computer literacy on Microsoft Word ,Microsoft outlook, Document Imaging




		· Interpersonal Sensitivity


· Flexibility


· Personal Motivation


· Ability to work as a team








		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors





		(Reporting Relationships) 







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2022/___/____

Job Incumbent                          Date




		______________________
     2022/___/___

Line Manager/Supervisor
     Date





1
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		IT Support



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Libraries



		7. DIRECTORATE

		Records Management and Information Systems 



		8. SUB-DIRECTORATE/  DIVISION

		Information Systems 



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		21/01/2022



		11. POST REPORT TO

		Assistant Director



		B:  JOB DETAILS



		1. PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To provide technical desktop, LAN/WAN and system administration support.  









		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1. Administer development, maintenance and support of systems



		 System support and enhancement of the following systems  

· AtoM

· NAAIRS in Atom

· NARSSA Website

· Digitization systems 

		30%



		2. 

Desktop Support for the digitization project

		· User creation and onboarding 

· Password resets

· Printer, Scanner and Telecommunication support.

· Troubleshooting hardware and software issues

· Installing and maintaining hardware and computer peripherals

· Installing and upgrading operating systems and computer software

		30%



		3. Network Support 

		· Identifying and solving any problems that arise with computer networks and systems.

· Providing network administration and support

· Troubleshooting networking and connection issues

		20%



		4. Maintenance of Shared Drives

		· Train users 

· Manage Share drives

· Ensure back-up of content on the share drive

		20%













		3.	INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· National Diploma/Degree in IT or related qualifications 



		Additional Requirements

		· None 



		Experience

		· None







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Computer literacy on Microsoft Word ,Microsoft outlook, Document Imaging



		· Interpersonal Sensitivity

· Flexibility

· Personal Motivation

· Ability to work as a team









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors







		

(Reporting Relationships) 

                              













		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date



















1
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JOB DESCRIPTION



 



A:  POST DETAILS



 



1. JOB TITLE



 



IT Support



 



2. INCUMBENT/EMPLOYEE



 



 



3. SALARY LEVEL



 



 



4. CORE 



(



for office use)



 



Communication and Information Related Personnel



 



5. BRANCH



 



Heritage Promotion and Preservation



 



6. CHIEF 



DIRECTORATE



 



National Archives and Libraries



 



7. DIRECTORATE



 



Records Management and Information Systems 



 



8. SUB



-



DIRECTORATE/  



DIVISION



 



Information Systems 



 



9.  LOCATION / CENTRE



 



Pretoria



 



10. DATE COMPILED/ REVIEWED



 



21/01/2022



 



11. POST REPORT TO



 



Assistant Director



 



B:  JOB DETAILS



 



1.



 



PURPOSE OF THE JOB 



(overall responsibility/why the job exists in a sentence or two)



 



To provide technical desktop, LAN/WAN and system administration support.  



 



 



 



2.



 



MAIN FUNCTIONS OF THE JOB 



(must be in priority order 



and not exceed six)



 



Percentage 



of time 



 



spent 



100%



 



Key Result Areas



 



Key Activities



 



1. 



Administer development, 



maintenance and support of systems



 



 



 



System support and enhancement of the following 



systems  



 



-



 



AtoM



 



-



 



NAAIRS in Atom



 



-



 



NARSSA Website



 



-



 



Digitization systems 



 



30%



 






                                 


JOB DESCRIPTION  


A:  POST DETAILS  


1. JOB TITLE  IT Support  


2. INCUMBENT/EMPLOYEE   3. SALARY LEVEL   


4. CORE  ( for office use)  Communication and Information Related Personnel  


5. BRANCH  Heritage Promotion and Preservation  


6. CHIEF  DIRECTORATE  National Archives and Libraries  


7. DIRECTORATE  Records Management and Information Systems   


8. SUB - DIRECTORATE/   DIVISION  Information Systems   


9.  LOCATION / CENTRE  Pretoria  10. DATE COMPILED/ REVIEWED  21/01/2022  


11. POST REPORT TO  Assistant Director  


B:  JOB DETAILS  


1.   PURPOSE OF THE JOB  (overall responsibility/why the job exists in a sentence or two)   To provide technical desktop, LAN/WAN and system administration support.      


 


2.   MAIN FUNCTIONS OF THE JOB  (must be in priority order  and not exceed six)  Percentage  of time    spent  100%  


Key Result Areas  Key Activities  


1.  Administer development,  maintenance and support of systems      System support and enhancement of the following  systems     -   AtoM   -   NAAIRS in Atom   -   NARSSA Website   -   Digitization systems   30%  
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		JOB DESCRIPTION



		A:  POST DETAILS



		1.  JOB TITLE

		Audio Visual Archives Assistant: Sound Preservation 

		2. 	CORE CODE

		



		3.  INCUMBENT

		Vacant



		4.  POST LEVEL

		

		5. 	SALARY LEVEL

		



		6.  BRANCH

		Heritage, National Archives and Libraries



		7.  CHIEF DIRECTORATE

		National Archives



		8. COMPONENT/ DIVISION

		Directorate: National Films, Video and Sound Archives



		9.  LOCATION / CENTRE

		Pretoria, National Archives



		B:  JOB DETAILS



		1.	PURPOSE

To ensure proper preservation of sound recordings through technical evaluation, appraisal of all sound formats, and intellectual control through inventories and the NAAIRS database including preparation for digitisation







		2.	KEY RESULTS

· Evaluation of all sound formats for production of technical records and preparation for digitisation

· Do appraisal and accessioning of all sound formats

· Care, repair and restoration of analogue and digital sound recordings

· Quality control of duplications and returned material

· Arrange for delivery and return of all sound material to the laboratories

· Operation of different types of equipment to access material 

· Maintenance of Vaults and Storerooms

· Select material from donations for preservation

· Sorting, marking off, written acknowledgement, attending and storing of sound recordings received.

· Providing source codes to new material groups.

· Assist with compiling a list of the contents of each sound vault

· Checking accuracy of lists

· The describing and indexing of information regarding the selected records for digitisation

· Keeping and updating of a register of the movement of records

· Sorting, arrangement, description and storing of analogue and digital records

· Stocktaking , numbering, stamping, indexing and cataloguing of new and backlogged items

· Preservation measures  re collections

· Supply information on the collections for the website and digital asset management systems

· Compile reports weekly, monthly and annually on all aspects of the collection and preservation thereof

· Identify hiatuses in the collection

· Source and operate relevant equipment for the long term preservation of the material

· Select material for digitization programmes

· Do digital restoration of recordings for preservation in Mass Digital Asset Management Systems





		



		3.	FORMAL QUALIFICATIONS

Formal

· 3 year Degree/ National Diploma in Sound or Audio Engineering or ICT or equivalent qualification with a working knowledge of sound and related audio-visual formats 



Experience

· Relevant experience preferable in digital sound restoration, general historical events pertaining to South Africa and a working knowledge on South African Music and recording history.  










		4. 	COMPETENCIES                       (Please  8-10 most critical competencies)



		Area

		Competency

		

		Definition



		Managerial Qualities

		Leadership

		

		Motivates and empowers others to reach organisational goals.



		

		Planning & Organising 

		

		Organises and schedules events, activities and resources. Sets up and monitors time scales and plans.



		

		Quality Orientation

		

		Shows awareness of goals and standards.  Follows through to ensure that quality and productivity.



		

		Persuasiveness

		

		Influences, convinces or impresses others in a way that results in acceptance, agreement or behaviour change.



		Professional Qualities

		Specialist Knowledge

		

		Understands technical or professional aspects of work and continually maintains technical knowledge.



		

		Problem Solving & Analysis

		

		Analysis issues and breaks them down into their component parts.  Makes systematic and rational judgements based on relevant information.



		

		Oral Communication

		

		Speaks clearly, fluently and in a compelling manner to both individuals & groups.



		

		Written Communication

		

		Writes in clear and concise manner, using appropriate grammar, style and language for the reader.



		Entrepreneurial Qualities

		Commercial Awareness

		

		Understands and applies commercial and financial principles.  Views issues in terms of costs, profits, markets and added value.



		

		Creativity & Innovation

		

		Creates new and imaginative approaches to work-related issues.  Identifies fresh approaches and shows a willingness to question traditional assumptions.



		

		Action Orientation

		

		Demonstrates a readiness to make decisions, take the initiative and originate action. 



		

		Strategic

		

		Demonstrates a broad-based view of issues, events and activities and a perception of their longer-term impact or wider implications.



		Personal Qualities

		Interpersonal Sensitivity

		

		Interacts with others in a sensitive and effective way.  Respects and works well with others.  



		

		Flexibility

		

		Successfully adapts to changing demands and conditions.



		

		Resilience

		

		Maintains effective work behaviour in the face of setbacks or pressure.  Remains calm, stable and in control of themselves.



		

		Personal Motivation

		

		Commits self to work hard towards goals.  Shows enthusiasm and career commitment. 



		5.KNOWLEDGE OF THE FOLLOWING FUNCTIONAL FIELDS:

· Music industry

· Historical events and South African recording history

· Repair of sound recordings

· Basic preservation rules for sound recordings, etc

· Sound equipment (clean, operate, etc)

· Climatic conditions of storage and vaults

· Different types of formats of sound recordings and recognise them

· Digital restoration of sound recordings

· Databases and cataloguing of audio-visual material

· Digitisation of audio-visual material

· Digitisation workflow processes

· Understanding mass digital asset management systems





		6.	CAREER PATH (Requirements for promotion)

No automatic promotion. Apply for the advertised position.









		

(For example)                                                 Deputy Director



                                                                      

                                                                      Assistant Director



				       

                                                             

                                                         This Job (Senior Audio Visual Archivist)                                                          











		C:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		D:  ALTERATIONS



		The DG or his nominee reserves the right to make changes and alterations to this job description, as he may deem reasonable.







		E:  JOB DESCRIPTION AGREEMENT



		





_________________		_____________

Job Incumbent                          Date



		





___________________		____________

Line Manager			Date
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JOB SPECIFICATION



AUDIO-VISUAL ASSISTANT: LEGAL DEPOSIT 



The National Archives and Records Service of South Africa (NARSSA) is looking for youth with a qualification in Library and Information Studies with film and video for a period of 8 Months. The incumbents will be required to perform the following duties: 

Research and cataloguing of Audio visual Material 

Cataloguing of Audio-visual collection, creating inventory of received material and research of published audio-visual material. They will also be required to research on audio visual museum collection. This will require physical handling of all collection including moving collection to and from vaults/storage areas. 

Screaming of all Audio-visual collection. 

Cataloguing of collection 

Care and Control of Vaults

To ensure that all storage rooms (Vaults) are well managed and collections are correctly packaged. To ensure that all storage recommendations are met.

Report on Progress to Supervisor

All progress should be made known to the supervisor and the reports should be sent via email upon discussion of the progress.
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		ASSISTANT ARCHIVIST 



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		4



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		 



		B:  JOB DETAILS



		1.
PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To preserve, maintain and arrange Public and Non-Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act (Act No. 43 of 1996 as amended).

To prepare records for Digitisation 





		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Management of cartographic and pictorial collections



		· Receiving, sorting, describing, listing and storing of items

· Assist with written and telephonic enquiries

· Assist with exhibition of cartographic items

· Assist in official and non-official 

· Applying basic preservation measures

· Remove/list damage material for preservation section to restore them

· Add archival description and AtoM by capturing, verifying and checking source documents



		



		2. Capturing, verification and checking of source documents

		· Add archival description on AtoM by capturing, verifying and checking of source documents

· Add authority record in AtoM by capturing, verifying and checking of source documents;


· Verifying and check archival description already in AtoM for accuracy


· Publish archival descriptions to the National Database for use on the NARSSA website


· Tie digital object to archival description


· Publish authority records to the National Database for use on the NARSSA website




		



		3. Reading Room

		· Assist researchers using reading room and handling of telephonic and written enquiries

· Monitoring payments of photocopies of records


· Monitoring that all researchers have recorded their names on the daily register, no one is making noise either by cellphones or talking to other researchers loudly.

· Assist researchers on how to use NAAIRS system.

· Supervision of reading room staff

		



		4 Assist in Library



		· Assist in the library when necessary.

· Retrieve and shelve books.

· Attending to telephone and email enquiries.


· Compile new list of books and government gazettes

		



		5.  




		· 

		





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· A recognised three-year Bachelor’s degree or equivalent qualification with an appropriate major subject, such as History or Archival Studies



		Additional Requirements

		· A relevant post-graduate qualification, such as Archival Studies, would be a recommendation



		Experience

		· 6-12 months experience in an archival institution 





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Knowledge of cartographic and pictorial materials

· Collection management

· Legislation frame work of heritage


· Professional qualities


· Projects management


· Research

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1
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		A:  POST DETAILS



		1. JOB TITLE

		Assistant Archivist strong room register 



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		4



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Library Promotion and Coordination



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository 



		9.  LOCATION / CENTRE

		PRETORIA 

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		



		B:  JOB DETAILS



		1. PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To preserve, maintain and arrange Public and Non-Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act (Act No. 43 of 1996 as amended).

       To Prepare and manage the strong room registers for clear and easy retrieval 



       







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1.  Retrieving the right archival record, from the correct strongroom



		· Shelving of records back in the correct Strongroom after use

· Retrieving the right archival record, from the correct strongroom

		10%



		2. Updating indexes in the Reading room 





		· Arranging indexes according to the strong rooms 

· Writing accurate source code and file description 

		30%



		3. Creating and updating of the Strong room register 

		· To organize records keeping, ensuring easy retrieval and accessibility of records. 

		30%



		4.  Update/Create inventories for cartographic records





		· Clean up the strong room 

· Move material around to create space for new records. 

		30%



		5.  





		· 

		







		3.	INHERENT JOB REQUIREMENTS (List of educational qualifications and experience required for the job)



		Minimum Qualification

		· Grade 12 



		Additional Requirements

		· 



		Experience

		· 







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Computer literacy on Microsoft Word ,Microsoft outlook, 

· Customer care skills 

		· Interpersonal Sensitivity

· Flexibility

· Basic records management skills 

· Ability to work as a team

· Good communication skills 







		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors



		

		







		



This incumbent ( Assistant Archivist)  will report to a Senior Archivist







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 4 Part 1, 39 (2) of the Public Service Regulations 2016 as amended, at least once every 60 calendar months (5 years), an executing authority or his/her nominee shall review job descriptions and titles and, where necessary, redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the post holder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date
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		A:  POST DETAILS



		1. JOB TITLE

		Assistant Archivist reading room



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		4



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Library Promotion and Coordination



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository 



		9.  LOCATION / CENTRE

		PRETORIA 

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		



		B:  JOB DETAILS



		1. PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)

To preserve, maintain and arrange Public and Non-Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act (Act No. 43 of 1996 as amended).

       To Prepare and manage the strong room registers for clear and easy retrieval 



       







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1.  Retrieving the right archival record, from the correct strongroom



		· Shelving of records back in the correct Strongroom after use

· Retrieving the right archival record, from the correct strongroom

		10%



		2. Updating indexes in the Reading room 





		· Arranging indexes according to the strong rooms 

· Writing accurate source code and file description 

		30%



		3. Creating and updating of the Strong room register 

		· To organize records keeping, ensuring easy retrieval and accessibility of records. 

		30%



		4.  Update/Create inventories for cartographic records





		· Clean up the strong room 

· Move material around to create space for new records. 

		30%



		5.  





		· 

		







		3.	INHERENT JOB REQUIREMENTS (List of educational qualifications and experience required for the job)



		Minimum Qualification

		· Grade 12 



		Additional Requirements

		· 



		Experience

		· 







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Computer literacy on Microsoft Word ,Microsoft outlook, 

· Customer care skills 

		· Interpersonal Sensitivity

· Flexibility

· Basic records management skills 

· Ability to work as a team

· Good communication skills 







		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors



		

		







		



This incumbent ( Assistant Archivist)  will report to a Senior Archivist







		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 4 Part 1, 39 (2) of the Public Service Regulations 2016 as amended, at least once every 60 calendar months (5 years), an executing authority or his/her nominee shall review job descriptions and titles and, where necessary, redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the post holder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date
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		A:  POST DETAILS



		1. JOB TITLE

		Admin Officer : Sensitive Records



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage, Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Library Promotion and Coordination



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository (Sensitive Records)



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		May 2023



		11. POST REPORT TO

		Assistant Director: Sensitive Records



		B:  JOB DETAILS



		1.	PURPOSE OF THE JOB: To coordinate, preserve, maintain and arrange sensitive Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act.









		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1.  General Administrative Support



		· Printing and updating PAIA register file.

· Drafting correspondences to organisations 

· Typing registers according to the MISS of all sensitive records which leaves the premises. 

· Assist in setting up arranging visits. 

· Generating of Invoices

		30 % 



		2. Assist in the Sensitive Reading Room

		· Assist Researchers 

· Assist with photocopies. 

· Shredding 

		20 %



		3. Capturing verification and checking of source documents  





		· Add archival description in AtoM by capturing, verifying, and checking of source documents.

· Add authority records in AtoM by capturing, verifying, and checking source documents. 

· Verify and check accuracy of archival descriptions already in AtoM.

· Sorting, numbering, verification of the records

		25 % 



		4. Arrangement and Sorting

		· Labelling and boxing of records 

· Compiling electronic inventory list. 

· Keeping strong room register up to date.

· Moving of boxes 



		25 %







		3.	INHERENT JOB REQUIREMENTS (List of educational qualifications and experience required for the job)



		Minimum Qualification

		· Grade 12 with added advantage of computer literacy 



		Additional Requirements

		· 



		Experience

		· 







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Planning; Monitoring; Reporting Principles and Practices skills

·  Computer skills



		· Personal Motivation

· Ability to Plan Properly 

· Ability to work as a team.

· Responsibility









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Other Departments



		Other Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors



		

		Researchers







		

(Reporting Relationships) e.g.                        



This Job (Admin Officer will report directly to Assistant Director)











		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 4 Part 1, 39 (2) of the Public Service Regulations 2016 as amended, at least once every 60 calendar months (5 years), an executing authority or his/her nominee shall review job descriptions and titles and, where necessary, redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the post holder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date
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		A:  POST DETAILS



		1. JOB TITLE

		Assistant Archivist: Sensitive Records



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage, Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Library Promotion and Coordination



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository (Sensitive Records)



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		May 2023



		11. POST REPORT TO

		Assistant Director: Sensitive Records



		B:  JOB DETAILS



		1.	PURPOSE OF THE JOB: To organise, arrange, preserve, and maintain sensitive Public Records and to make them accessible for research according to the requirements of the National Archives and Records Service of SA Act.









		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1. Assist in the Sensitive Reading Room

		· Assist Researchers 

· Assist with photocopies. 

· Shredding 

		25 %



		2. Capturing verification and checking of source documents  





		· Add archival description in AtoM by capturing, verifying, and checking of source documents.

· Add authority records in AtoM by capturing, verifying, and checking source documents. 

· Verify and check accuracy of archival descriptions already in AtoM.

· Sorting, numbering, verification of the records

		20 % 



		3. Arrangement and Sorting

		· Labeling and boxing of records 

· Compiling electronic inventory list. 

· Keeping strong room register up to date.

· Moving of boxes 



		30 %



		4. Reporting 

		· Weekly reports 

· Monthly reports 

		25 %







		3.	INHERENT JOB REQUIREMENTS (List of educational qualifications and experience required for the job)



		Minimum Qualification

		· Three-year Bachelor’s degree in Information Science/ Archives and records management 



		Additional Requirements

		· A relevant post-graduate qualification, such as Archival Studies



		Experience

		· 







		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		· Planning; Monitoring; Reporting Principles and Practices skills

·  Computer skills



		· Personal Motivation

· Ability to Plan Properly 

· Ability to work as a team.

· Responsibility









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		Colleagues

		Other Departments



		Other Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors



		

		Researchers







		

(Reporting Relationships) e.g.                        



This Job (Admin Officer will report directly to Assistant Director)











		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description







		E:  ALTERATIONS



		In terms of the provisions of Chapter 4 Part 1, 39 (2) of the Public Service Regulations 2016 as amended, at least once every 60 calendar months (5 years), an executing authority or his/her nominee shall review job descriptions and titles and, where necessary, redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the post holder, the job description may be reviewed.







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Senior Archivist 



		2. INCUMBENT/EMPLOYEE

		Vacant 

		3. SALARY LEVEL

		7



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Preservation and Promotion



		6. CHIEF DIRECTORATE

		NARSSA



		7. DIRECTORATE

		NARSSA



		8. SUB-DIRECTORATE/ DIVISION

		Outreach and Publications



		9.  LOCATION / CENTRE

		24 Hamilton Street Arcadia Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		ASD/OP 



		B:  JOB DETAILS



		1.
PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		· Implement and coordinate public programming projects.



		· Organize and implement educational programmes on archives. 

· Planning and organizing archives awareness week. 


 

		



		· Assist in the research for exhibitions

		· Research and archival information

· Research archival information for exhibition 

· Presentations and exhibit in various institutions 

· Mann exhibitions stands and associated presentations internally and externally

		



		· Collating of information for publications and internal journals

		· Understanding of trends in marketing and marketing to be able to produce internally publications and journals 

		



		· Guided tours within the institutions



		· Tours through the archival building and related presentations 

 

		





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· Bachelor’s degree/National Diploma in Information Management, Communication or Marketing.



		Additional Requirements

		· Bachelor’s degree/National Diploma Archival Studies



		Experience

		· 3years





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		

		





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		

		



		

		



		

		



		

		



		

		





		

(Reporting Relationships) e.g.                       DIRECTOR/DD    

                                                                       (SA/DD) 

                                                                         (ASD/0P)





		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________
            2023/___/____

Job Incumbent                          Date




		______________________
     2023/___/___

Line Manager/Supervisor
     Date





1
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Senior Archivist 



		2. INCUMBENT/EMPLOYEE

		Vacant 

		3. SALARY LEVEL

		7



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Preservation and Promotion



		6. CHIEF DIRECTORATE

		NARSSA



		7. DIRECTORATE

		NARSSA



		8. SUB-DIRECTORATE/ DIVISION

		Oral History 



		9.  LOCATION / CENTRE

		24 Hamilton Street Arcadia Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		ASD/OP 



		B:  JOB DETAILS



		1.
PURPOSE OF THE JOB (overall responsibility/why the job exists in a sentence or two)







		2. MAIN FUNCTIONS OF THE JOB (must be in priority order and not exceed six)

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		· Assist in conducting oral history projects.



		· Organize and implement oral history projects with various stakeholders. 



		



		· Promote the use of oral history as a research methodology in terms of the National Oral History program of South Africa

		

		



		· Collect and collate information for brochures relating to oral history

		

		



		· Respond to enquiries about oral history.



		

		



		· Update the database of all active oral history practitioners

		

		



		· Report on all projects concluded

		

		





		3.
INHERENT JOB REQUIREMENTS (List of educational  qualifications and experience required for the job)



		Minimum Qualification

		· Bachelor’s degree/National Diploma with major in History, Information Management, and Archival Studies 



		Additional Requirements

		· Bachelor’s degree/National Diploma in Information Management, Communication or Marketing



		Experience

		· 3years





		4. COMPETENCY REQUIREMENTS (Knowledge and proficiencies required in the execution of the key responsibilities of the job)



		Competencies/Skills/Knowledge

		Personal Attributes (e.g. ability to work as a team)



		

		





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



		Internal (e.g. Colleagues, Senior Managers, etc.)

		External (e.g. other Departments, Service Providers, etc.)



		

		



		

		



		

		



		

		



		

		





		

(Reporting Relationships) e.g.                       DIRECTOR/DD    

                                                                       (SA/DD) 

                                                                         (ASD/0P)





		D:  PERFORMANCE AGREEMENT



		The performance agreement of the incumbent, which contains a workplan and specific targets, should be read as an extention of this job description





		E:  ALTERATIONS



		In terms of the provisions of Chapter 1 Part III. I of the Public Service Regulations 2001 as amended, at least once every three years, an executing authority or his/her nominee shall review job descriptions and titles and where necessary. Redefine them to ensure that they remain appropriate and accurate. However, as soon as significant changes (i.e. where new or additional responsibilities are added to the job, shed off etc, this does not relate to the volume of work in anyway) to the job content have been effected and after due consultation with the relevant HR component and the postholder, the job description may be reviewed.





		F:  JOB DESCRIPTION AGREEMENT



		_________________
            2023/___/____

Job Incumbent                          Date




		______________________
     2023/___/___

Line Manager/Supervisor
     Date





1
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INTERNSHIP PLACEMENT FORM





		1. BRANCH

		HERITAGE PROMOTION AND PRESERVATION



		2. CHIEF DIRECTORATE / DIRECTORATE 

		NATIONAL ARCHIVES AND LIBRARIES: ADMIN AND COORDINATION



		3.  MENTOR’S NAME

		THOBEKA MTHETHWA



		4. COORDINATOR’S NAME

		THOBEKA MTHETHWA



		



		



		Recommended qualifications and area of specialisation: e.g. Bachelor of Arts: History

		QUALIFICATION IN THE BUILT ENVIRONMENT

EXPERIENCE IN THE HANDYMAN RESPONSIBILITIES



		

The purpose of this form is to ensure that there are clearly identified Key Results Areas and activities for Interns to be placed in different Chief Directorates / Directorates. 







		TARGETED DEVELOPMENTAL AREAS AND ACTIVITIES 



		Key Result Areas

		Key Activities



		1.  LIAISON WITH DPWI 













		Complaints within DPWI threshold

· Ensure that the complaints received via email and reports is coordinated

· site visits conducted to assess the nature of complaints 

· Drafting of specifications for the appointment of service provider if complaint is below the DPWI threshold 

· Ensure that the site visits by prospective bidders is conducted

· Ensure that appointed contractors are supervised and escorted for the three premises/four buildings

· Checking of work done as required before invoice is signed off 

Complaints above the threshold for DPWI with all the details as per the site visit

· Calls logged with DPW telephonically and via email 

· Follow ups done until the ref no is issued and contractor is appointed

· Contractor escorted and supervised from DPW on the site where complaint is addressed

· Checking of work done by the contractor as required

· Signing-off of job cards



		Attending of maintenance complaints.

		· Attend to the complaints first before reporting the DPWI or submit requests to appoint a service provider (e.g., plumbing, minor handyman work)

· Keep the maintenance/servicing record,

· Drafting of memos and specifications



		3. ADMINISTRATIVE DUTIES

		· assist with drafting reports related to maintenance.

· Assist with drafting of memos for appoint service provider for maintenance.

· Organising log 1 as soon as cheapest quote is received 

· Follow up with SCM until service provider is approved.



















Senior Managers Signature: -----------------------------------------

Date: --------------------------------------------------
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		1. BRANCH

		HERITAGE PROMOTION AND PRESERVATION



		2. CHIEF DIRECTORATE / DIRECTORATE 

		NATIONAL ARCHIVES AND LIBRARIES



		3.  MENTOR’S NAME

		THOBEKA MTHETHWA



		4. COORDINATOR’S NAME

		THOBEKA MTHETHWA



		

		



		

		



		



		



		Recommended qualifications and area of specialisation: e.g. Bachelor of Arts: History

		PUBLIC ADMINISTRATION 



		

The purpose of this form is to ensure that there are clearly identified Key Results Areas and activities for Interns to be placed in different Chief Directorates / Directorates. 







		TARGETED DEVELOPMENTAL AREAS AND ACTIVITIES 



		Key Result Areas

		Key Activities



		1. Collating of inputs for the reports

		· Sending out of emails requesting inputs

· Following up on inputs

· Consolidating inputs received

· Compare targets with actual achievements and evidence submitted

· Submit to supervisor to check for correctness

· 



		3. Performance of Secretarial and administrative and related duties Councils and Forums 

		· Sending out of  meetings notices and invitations for workshops 

· Drafting and circulation of agenda

· Doing cost estimates and drafting of requests for hosting meetings. 

· prepare and circulate any reports before the meeting

· Minute taking in each meeting and 

· keeping and updating the resolution register

· Distribution of minutes

· Follow up on decisions/resolutions

· Engage Council members about their travel preference and completing the transport requests for the Council members

· Source quotations form the travel agent

· Submit to transport services approval, quote and budget

· Processing of honoraria and any other claims



		2. Coordination/ preparation and finalization of inputs for various reports

		· Coordinating inputs for the annual, performance, risk etc. reports.

· Assist in checking evidence with performance information 

· Assist project managers to uploading on Barnowl 



		3. General Administrative duties

		· Doing research and drafting of submissions and presentations and other documents.

· Relieve at Registry staff when not in or attending training or on leave

· Processing of NARSSA staff claims

· Drafting of tariff increase yearly

· Drafting memos for procuring cleaning materials,

· Coordinate the re requirements of NARSSA staff qualifying PPE 



		.

		



















Senior Managers Signature: -----------------------------------------

Date: --------------------------------------------------
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