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AGENDA 8TH COUNCIL MEETING OF THE COUNCIL 2017-04-26 
 OF STELLENBOSCH MUNICIPALITY 
 
 

 

 

8. CONSIDERATION OF REPORTS, COMMUNICATIONS, PETITIONS AND 
APPLICATIONS SUBMITTED BY THE MUNICIPAL MANAGER 

 

8.1 RATIFICATION OF DECISIONS EXERCISED BY ACTING DIRECTOR 
ENGINEERING SERVICES AND ACTING DIRECTOR STRATEGIC AND 
CORPORATE SERVICES– MR WILLEM PRETORIUS  AND MR VERNON 
BOWERS 

 
1. PURPOSE OF REPORT  

 To provide Council with a summary of the Acting Director: Engineering 
Service and Acting Director Strategic Services’ acting tenure for the period  
1 January 2017 – 14 February 2017 and 1 December 2016 –  
23 December 2016 respectively. 

2.      BACKGROUND  
 
 Upon the termination of the contract of the then Director Engineering 

Services, Mr Andre van Niekerk, relevant Managers in the Engineering 
Department have been acting as Director Engineering Services. 

  
 During this period, Mr Willem Pretorius acted as Director Engineering 

Services as instructed by the Acting Municipal Manager.  Mr Pretorius is 
appointed as acting Manager in the Engineering Department, and due to 
capacity constraints and the continued assurance of the delivery of services, 
he was requested to act as Director Engineering Services for periods of time.   

 
 The resignation of Mr Raymond Esau during August 2016 left the post of 

Director Strategic and Corporate Services vacant.  Mr Vernon Bowers was 
appointed to act in the position of Director Strategic and Corporate Services 
from September 2016 – December 2016. 

 
 Section 56 of the Municipal Systems Amendment Act 7 of 2011 the 

following is prescribed : 

 Section 56 (1) (a)(ii) - “A municipal council, after consultation with the 
municipal manager, must appoint an acting manager directly accountable to 
the municipal manager under circumstances and for a period as Prescribed”. 

 Section 56 (1)c) -  “A person appointed in terms of paragraph ( a)(ii) may not 
be appointed to act for a period that exceeds three months: Provided that a 
municipal council may, in special circumstances and on good cause shown, 
apply in writing to the MEC for local government to extend the period of 
appointment contemplated in paragraph (a}, for a further period that does not 
exceed three months”. 

 Due to a bona fide oversight and the fact that various Acting Municipal 
Managers were appointed during this period, application was not made to 
the MEC prior the extension of the acting periods of Mr Willem Pretorius and 
Mr Vernon Bowers.  The main focus of the Municipality was to ensure 
continued service delivery to the whole of Stellenbosch Municipal area.  Said 
approval by Council was received at the 6th meeting of Council held on  
22 February 2017 after which submission was made to the MEC, and the 
Municipality is still awaiting the relevant feedback. 
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 The vacancies of both Director Engineering Services and Director Strategic 

Services was advertised during the acting period; interviews were held and a 
successful candidate was recommended for appointment. 

 
 During these acting periods various delegations were exercised.  Attached 

as APPENDIX 1 find a summary of Mr Pretorius and Mr Bowers tenure as 
the Acting Director : Engineering Services and Acting Director Strategic and 
Corporate Services for the period 1 January 2017 – 14 February 2017 and  
1 December 2016 – 23 December 2016 respectively. 

 The Provincial Department of Local Government was consulted in this 
regard to give guidance in abovementioned instance.  The suggestion that 
Council should ratify the decisions taken by the incumbent during the period 
where no application was sought from the MEC is supported by the relevant 
Local Government Department. (APPENDIX 2) 

 
 
 
MAYORAL COMMITTEE MEETING: 2017-04-19: ITEM 6.1 
 
RECOMMENDED 
 
that the summary of all the decisions and/or actions taken by Mr Willem Pretorius 
and Mr Vernon Bowers as the Acting Director : Engineering Services and Acting 
Director Strategic and Corporate Services as reflected in APPENDIX 1, be hereby 
noted and ratified by the Council. 

 
 

Meeting: 
Ref no: 

8TH COUNCIL: 2017-04-26 
 
 

Submitted by Directorate: 
Author 
Referred  from: 

Office of the MM 
Office of the MM 
Mayoral Committee: 2017-04-19 
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DELEGATIONS EXERCISED FOR PERIOD OCTOBER 2016 – FEBRUARY 2017: ENGINEERING SERVICES 

Delegation Category Report Subject and Recommendations Date Received Date Resolved Resolution and 
Comments (if any) 

To authorise, 
administer and 

manage temporary  
closing or temporary 

restriction or 
regulating the use of 
public (proclaimed) 

road for any purpose 
deemed necessary or 

desirable, and to 
temporarily divert 

vehicular and 
pedestrian traffic from 
a public (proclaimed) 
road which has been 
temporarily closed or 

restricted 

E (d) Transport, 
Roads & 

Stormwater 
 
S 19 (b), (c) of the 
Roads Ordinance 

(19/76) 
 

Application for road closures: 
 
Temporary Road Closure, Vensters, 27 January 2017 
 
Temporary Road Closure, Mendi Street , 26 January 
2017 
Construction purposes  
 
Partial Road Closure The Color Run, 18 February 2017 

 
 

 
 
 
 
 
 

 
 

19 January 2017 
 

25 January 2017 
 
 

07 February 2017 

 
 

Approved 
 

Approved 
 
 

Approved 
 

To enter into and/or 
sign and/or terminate 
contracts on behalf of 

Stellenbosch 
Municipality 

Various legal 
provisions and the 

Law of Contract 
 

AND 
 

Basic Common 
Law Principles 

 
AND  

 
S 59(1) of Systems 

Act 

Addendum to Termination Agreement: 
 
Contract No. B/SM 70/16 (STB Municipality and JVR 
Construction CC) 

 
 

24/01/2017 
 
 
 
 
 
 
 
 
 

 
 

29/01/2017 
 
 
 
 
 
 

 

 
 

Approved 
 

To enter into and/or 
sign and/or terminate 
contracts on behalf of 

Stellenbosch 
Municipality 

Various legal 
provisions and the 

Law of Contract 
 

AND 

Employment Contracts: 
 
ACT MANAGER ELECTRICAL SERVICES 
 
 

 
 
 
 
 

 
 
 
 
 

 
Approved till 
period ending 
2017/06/30 
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Basic Common 
Law Principles 

 
AND  

 
S 59(1) of Systems 

Act 
 

ACT MANAGER DEVELOPMENT SERVICES 
 
 
SUPERVISOR KLAPMUTS 
 
 
FOREMAN DISPOSAL 
 
 
FOREMAN DWARSRIVIER 
 
SUPPORT ASST SWM 
 
 
INTERN 
 
 
HEAD: TRANSPORT 
 
 
SNR CLERK FINANCE 
 
 
PROJECT MANAGER WATER 
 
 
LAB TECHNICIAN 
 
 
ACT SUPT: FILTERS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/02/28 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/06/30 

 
Approved till 
period ending 
2017/03/31 

 
Approved till 
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period ending 
2017/02/28 

To decide to:  
(a) Temporary 

restrict or 
discontinue 

supply of 
water 

(b) Prohibit use of 
water for 
specific 

purposes 
(c) Prohibit use of 

water during 
specified 

hours of day 
(d) Prohibit use of 

water in a 
specific 
manner 

Subject thereto 
that such decision 
will only have the 
force of law after 
the publication in 
the media 

S 184 of Municipal 
Ordinance and 

also ito the Water 
Services Act 

Water restrictions exemption: 
 
53 applications approved 
 
Water restrictions exemption  
 
19 applications not approved 
 
Water restrictions transgressions: 
 
66 notices served 

  Approved 
 
 
 

Approved 
 
 
 

Approved 
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 DELEGATIONS EXCERCISED BY ACTING DIRECTOR STRATEGIC AND COPROPATE SERVICES DECEMBER 2016 

 

DEL CATOGORY DETAILS RECOMMENDED SUBJECT AND 
RECOMMENDATIONS 

 DATE 
RECEIVED 

DATE 
RESOLVED 

RESOLUTION AND 
COMMENTS (IF ANY) 

211 
(d) 
INV 

1/12/2016 Financial 
Services 

1.Invoice: Hilton Mandela Andries – 
R11 100.00 
2. Invoice: Cape Subscription – 
R16 812.00 
3. Mason Complete office: R14 569.20 
 

 1/12/2016 1/12/2016 Approved Request 

211 
(d) 
INV 

1/12/2016 ICT. 
Department 

Invoice: Bytes systems – R40 501.92  1/12/2016 1/12/2016 Approved Request 

211 
(d) 
INV 

1/12/2016 Human 
Resources 

1. Roy Steele and Associates – 
order 329352: R38 988.00 

2. Roy Steele and Associated – 
order 329340: R38 988.00 

 1/12/2016 1/12/2016 Approved Request 

211 
(d) 
INV 

1/12/2016 Human 
Resources 

Invoice: Media 24: R18 240.00  1/12/2016 1/12/2016 Approved Request 

645 (l) 2/12/2016 IDP. 
Department 

Overtime pre-approval: Moses 
Michaels, Nikki du Plessis, Razeemah 
Abrahams, Albert Hensen, Annelie 
Rossouw, Ulrich Cupido 

 2/12/2016 2/12/2016  
Approved Request 

5. 2/12/2016 Human Fixed term contract for Nickey Ceasar  2/12/2016 2/12/2016 Approved Request 
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Resources 

211 
(d) 
INV 

5/12/2016 Financial 
Services 

ICAS – OHS – R1334 391.09  5/12/2016 5/12/2016 Approved Request 

211 
(d) 
INV 

5/12/2016 ICT. 
Department 

1. Invoice: Neotel – R121 028.44 
2.  Invoice: Ricoh – R111.88 

 5/12/2016 5/12/2016 Approved Request 

55. 5/12/2016 Document 
Management 

Stellenbosch Municipality : Destruction 
certificate number: D1/2017 

 5/12/2016 5/12/2016 Approved Request 

55. 5/12/2016 Document 
Management 

Stellenbosch Municipality : Number 
D6/2017 

 5/12/2016 5/12/2016 Approved Request 

211 
(d) 
INV 

7/12/2016 Financial 
Services 

1. Invoice: Media24 – order 
328865: R20 406.00 

2. Invoice: Media24 – order 
328865: R40 812.00 

 7/12/2016 7/12/2016 Approved Request 

211 
(d) 
INV 

7/12/2016 Financial 
Services 

Invoice: Auditor General – order 
330039: R119 134.10 

 7/12/2016 7/12/2017 Approved Request 

645 (I) 9/12/2016 Municipal 
Court 

Time and Attendance Register: Estelle 
Gerber, Neville Manuel, Ruby Tyatyeka, 
Cheryl Bailey, Alethea Nyman, 
Nompucuko Mbeje 

 9/12/2016 9/12/2016 Approved Request 

643. 9/12/2016 Human 
Resources 

Memo: Acting allowance – 
Appointment of MS Melloney Zimri as 
Acting Human Resources Manager 

 9/12/2016 9/12/2016 Approved Request 

645 (I) 9/12/2016 Mayor’s Office Time and Attendance Registers: 
Donovan Muller, Mart-Marie 
Haasbroek, Farida le Roux and Carmen 
Saville 

 9/12/2016 9/12/2016 Approved Request 
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5. 12/12/2016 Human 

Resources 
Fixed term contracts for: Chanel Olivier, 
Odile Williams, Carmen Anthony and 
Wesley Abrahams 

 12/12/2016 12/12/2016 Approved Request 

139. 12/12/2016 Financial 
Services 

Budget virmentation – from vote nr:  
1/7800/1335 to vote nr: 1/9910/1074 R16 
000 

 12/12/2016 12/12/2016 Approved Request 

645 (l) 12/12/2016 ICT. 
Department 

Overtime pre-approvals: Vernon Sims, 
Elvino Williams and Ashley Korkie 

 12/12/2016 12/12/2016 Approved Request 

211 
(d) 
INV 

12/12/2016 Financial 
Services 

1. Invoice: Media24 – R20 406.00 
2. Invoice  the Open kitchen – 

R815.00 

 12/12/2016 12/12/2016 Approved Request 

211 
(d) 
INV 

12/12/2016 Mayor’s Office 1. Invoice: Rennies Travel – order 
nr 326922: R102.60 

2. Invoice: Rennies Travel – order 
nr 326982: R107.16 

 12/12/2016 12/12/2016 Approved Request 

710 12/12/2016 ICT. 
Department 

ICT Request form for Colin Mcgilliwie  12/12/2016 12/12/2016 Approved Request 

211 
(d) 
INV 

14/12/2016 Financial 
Services 

Invoice: Virtualize (Pty) Ltd – R3 849.39  14/12/2016 14/12/2016 Approved Request 

211 
(d) 
INV 

14/12/2016 Legal Services 1.Invoice: Webber Wentzel  - 
R 128 867.31 
2. Invoice: Webber Wentzel – R2164 
245.87 
3. Invoice: Webber Wentzel – 
R116 437.32 
4. Invoice: Webber Wentzel – 
R277 149.39 
5. Invoice: Webber Wentzel – 

 14/12/2016 14/12/2016 Approved Request 
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R490 440.84 
6. Invoice: Webber Wentzel – 
R244 255.83 
7. Invoice: Webber Wentzel – 
R388 692.12 
8. Invoice: Webber Wentzel – 
R529 333.84 
9. Invoice: Webber Wentzel – 
R351 888.93 
10. Invoice: Webber Wentzel – 
R521 207.84 

5. 14/12/2016 Human 
Resources 

Fixed term contract for Sharesa 
Carmmeleto Arendse 

 14/12/2016 14/12/2016 Approved Request 

211 
(d) 
INV 

14/12/2016 Financial 
Services 

Invoice: Khusela Solutions – R1 598.00  14/12/2016 14/12/2016 Approved Request 

211 
(d) 
INV 

14/12/2016 Financial 
Services 

1.Invoice: SHARP – 130846: R 1045.78 
2. Invoice: SHARP –130776; R 2060.29 
3. Invoice: SHARP –130777; R198.26 
4. Invoice: SHARP – 130768; R2561.65 
5. Invoice: SHARP – 130769; R546.25 
6. Invoice: SHARP –130754; R2060.29 
7. Invoice: SHARP –130755; R91.56 
8. Invoice: SHARP – 130696: R2561.66 
9. Invoice: SHARP –130697: R34.04 
10. Invoice: SHARP – 130694: R2561.66 
11. Invoice: SHARP – 130695: R 86.72 
12. Invoice: SHARP – 130688: R2561.66 
13. Invoice: SHARP – 130689: R33.78 

 14/12/2016 14/12/2016 Approved Request 
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14. Invoice: SHARP – 130686: R1645.77 
15. Invoice: SHARP – 130687: 903.15 
16. Invoice: SHARP – 130684: R13970.01 
17. Invoice: SHARP – 130685: R1806.90 
18. Invoice: SHARP – 130682: R13970.01 
19. Invoice: SHARP – 130683: R1251.17 
20. Invoice: SHARP – 130692: R2561.46 
21. Invoice: SHARP – 130693: R2087.18 
 
 
 

211 
(d) 
INV 

14/12/2016 Creditors Invoice: Swey Design – R30 000.00  14/12/2016 14/12/2016 Approved Request 

211 
(d) 
INV 

19/12/2016 Creditors 1.Kreatif code and design: invoice – 
3148 R15 390.00 
2. Kreatif code and design: invoice – 
3145 R6 270.00 

 19/12/2016 19/12/2016 Approved Request 

211 
(d) 
INV 

20/12/2016 Human 
Resources 

Invoice: Mohohlo Attorneys – 
R12 042.20 

 20/12/2016 20/12/2016 Approved Request 

5. 20/12/2016 Human 
Resources 

Fixed term contracts for: Rachel 
Pearce, Cerelmiel van Rooyen, 
Boikabetso Lesoana, Daphne 
Geldenhuys, Gregory Viljoen, Kelly 
November 

 20/12/2016 20/12/2016 Approved Request 

211 
(d) 
INV 

21/12/2016 ICT. 
Department 

Invoice: Bytes Technology – R3 591.00  21/12/2016 21/12/2016 Approved Request 
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5. 21/12/2016 Human 

Resources 
Fixed term contracts for: Neville Manuel 
and Nompucuko Mbeje 

 21/12/2016 21/12/2016 Approved Request 

5. 22/12/2016 Human 
Resources 

Fixed term contract for: Ruby Tyatyeka, 
Alethea Nyman, Cheryl Bailey, Estelle 
Gerber 

 22/12/2016 22/12/2016 Approved Request 

5. 22/12/2016 Human 
Resources 

Fixed term contracts for; M Carinus and 
M Rosslee 

 22/12/2016 22/12/2016 Approved Request 
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8.2 DRAFT REPORT ON MACRO AND MICRO STRUCTURE 

 
1. PURPOSE OF REPORT  

 To submit to Council the Draft Macro and Micro Organogram for approval to 
commence with the consultation process.  

  2.  BACKGROUND 

 In terms of Section 66 (a) of the Municipal Systems Act, Act 32 of 2000, a 
Municipal Manager must develop a staff establishment for the municipality, 
and submit the staff establishment to the Municipal Council for approval.   

 Stellenbosch Municipality commissioned AGITO MINDS (PTY) LTD to 
review and re-design the municipality’s existing organisational structure. The 
re-designed structure must be compliant with the statutory mandate of the 
municipality, in line with statutory guidelines and the legislative 
competencies, powers and functions and aligned with the strategic mandate 
of the municipality, providing for unique local situations, operational 
requirements and service delivery demands. 

 This project improves the operational abilities of the Municipality to achieve 
its service delivery targets and strategic objectives.   

 The Scope of Work for this Project entails the following:  

‒ Phase 1:  Project Inception & Mobilization 
‒ Phase 2:  A Status quo analysis 
‒ Phase 3:  Organisational Design 
‒ Phase 4:  Conducting a Skills Audit  
‒ Phase 5:  Reviewing the HR Strategy, Policies & Delegations 
‒ Phase 6:  Project Deliverable Approvals 
‒ Phase 7:  Implementation Support 
‒ Phase 8:  Project Management 

Project Progress 

Phase 1 and Phase 2 of the project has been concluded. The outcomes of 
Phase 2: Review the Current Status was documented in a Key Findings 
Report (KFR), detailing the results of a diagnostic review of the current 
organisational structures. The final KFR was submitted on  
7 December 2016.   

 The KFR, however, had to be submitted without a comparative analysis of 
the current staff establishment due to a lack of staff establishment 
information.  After deliberation between the Municipal Manager and the 
Human Resource Department, AGITOMINDS was requested to execute 
additional work to complete and compile the current staff establishment. 

   The additional work activities enabled the following: 

1. A comprehensive staff establishment reflecting all approved positions 
of the municipality, per directorate/division/section/sub-section and 
containing details such as T levels, salary scales, budgeting, post 
numbers and personnel numbers; 
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2. A current staff establishment including all approved organisational 

structures and all ad-hoc amendments;  
3. A reconciled staff establishment between approved structures, payroll 

and all staff records; 
4. Corrected staff details on the staff establishment; 
5. Tallied all temporary positions, contract appointees and casuals; and 
6. A developed Staff Establishment Control System to ensure 

maintenance and monitoring of structures, and trained members of the 
Human Resource component in application of the System.  

The outputs of Phase 3 (a): Organisational comprise the proposed 
Macro and Micro that now needs to be considered by Council, in 
accordance with the Project Implementation Plan, for In-Principle 
approval to conclude Phase 3(a). 

3. DISCUSSION  

Due to service delivery challenges and the assurance of continued service 
delivery the following posts on the Current Draft Macro Organogram is 
required to be created and filled: 

 
3.1 SENIOR MANAGER: GOVERNANCE (OFFICE OF THE MUNICIPAL 

MANAGER) 

PURPOSE: To evaluate and contribute to the improvement of governance 
management processes. 

FUNCTIONS 

1.  Establish and maintain enterprise risk management (ERM) and compliance 
within the organisation;  

2.  Manage and coordinate the integrated development plan (IDP), institutional 
performance management (PM), and intergovernmental relations (IGR);  

3.  Render a public and media relations and comprehensive communication 
service to promote and build sound relationships between the municipality 
and all stakeholders and to promote and manage the corporate image; and 

4.  Render management and line function administrative support services. 

 
3.2 SENIOR MANAGER: WASTE MANAGEMENT (INFRASTRUCTURE 

SERVICES) 

 PURPOSE: To manage the rendering of waste management services in 
accordance with applicable legislation, by-laws and standards 

 FUNCTIONS 

1.  Provide waste minimization and disposal services in accordance with 
applicable legislation, by-laws and standards; 

2 Render cleansing and collection services in accordance with applicable 
legislation, by-laws and standards;  
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3. Provide solid waste management support services; 

4.  Render management and line function administrative support services; and 

5.  Liaise with law enforcement regarding by-law enforcement. 

 

3.3 DEPUTY DIRECTOR: PROTECTION SERVICES (COMMUNITY AND 
PROTECTION SERVICES) 

 PURPOSE: To manage the rendering of protection services to ensure the 
safety of the community. 

 FUNCTIONS 

1. Manage the rendering of efficient and sustainable traffic, licensing and law 
enforcement services to all road users and public and administer by-laws 
enforcement to ensure compliance with regard to municipal legislation; 

2. Manage the rendering of disaster management and fire services to prevent/ 
manage potential losses/threats to property and lives;  

3.  Provide municipal court agency services; and 

4.  Render management and line function administrative support services. 

 

MAYORAL COMMITTEE MEETING: 2017-04-19: ITEM 6.2 

The Executive Mayor afforded the team of AGITO MINDS (PTY) LTD, Messrs 
Wessel Rabbets and Johan van Baalen, an opportunity to do a presentation on the 
proposed Macro and Micro structure (see APPENDICES 1-3). 

RECOMMENDED 

(a) the proposed Macro and Micro structure be considered by Council, in 
accordance with the Project Implementation Plan, for In-Principle approval to 
commence with the consultation process; and 
 

(b) that the following posts be created and approved:  
 

Senior Manager: Governance (Office of the Municipal Manager);  
Senior Manager: Waste Management (Infrastructure Services);   
Deputy- Director: Protection Services (Community and Protection Services);  
3 Area Based Managers (Planning Development) 
 
 

Meeting: 
Ref no: 

8TH COUNCIL: 2017-04-26 
 

Submitted by Directorate: 
Author 
Referred  from: 

Office of the MM 
Office of the MM 
Mayoral Committee: 2017-04-19 
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ID WBS Task Name % 
Complete

Duration Start Finish

1 1 SBM OR&D Project 2016-17 56% 222 days Thu 29/09/16 Thu 31/08/17

2 1.1 Phase 1: Project Inception & Mobilisation 100% 6 days Thu 29/09/16 Thu 06/10/16

3 1.1.1 Start-Up: Municipality Representatives 100% 0 days Thu 29/09/16 Thu 29/09/16

4 1.1.1.1 Contracting Engagement 100% 0 days Thu 29/09/16 Thu 29/09/16

5 1.1.2 Complile Project Governance documentation 100% 6 days Thu 29/09/16 Thu 06/10/16

6 1.1.2.1 Draft proposed PIP & SLA 100% 6 days Thu 29/09/16 Thu 06/10/16

7 1.1.2.2 Submit SLA to Director Corporate Services 100% 0 days Thu 06/10/16 Thu 06/10/16

8 1.1.2.3 SLA Sign-Off: MM 100% 0 days Thu 06/10/16 Thu 06/10/16

9

10 1.2 Phase 2: Review Current Status 100% 101 days Thu 06/10/16 Tue 14/03/17

11 1.2.1 Functionality & Responsibility Review 100% 11 days Thu 06/10/16 Fri 21/10/16

12 1.2.1.1 Start Functionality & Responsibility Review 100% 0 days Thu 06/10/16 Thu 06/10/16

13 1.2.1.2 Collect & collate background documentation 100% 2 days Wed 12/10/16 Thu 13/10/16

14 1.2.1.3 Confirm validity of municipal information 100% 2 days Wed 12/10/16 Thu 13/10/16

15 1.2.1.4 Assess current powers and functions dispensation 100% 8 days Wed 12/10/16 Fri 21/10/16

16 1.2.1.5 Review current status & functionality of Org Structure 100% 8 days Wed 12/10/16 Fri 21/10/16

17 1.2.1.6 Review roles and responsibilities in the organisation 100% 8 days Wed 12/10/16 Fri 21/10/16

18 1.2.1.7 Functionality & Responsibility Review completed 100% 0 days Fri 21/10/16 Fri 21/10/16

19 1.2.2 Analyse & integrate various sets of information 100% 20 days Wed 12/10/16 Tue 08/11/16

20 1.2.2.1 IDP & SDBIP 100% 8 days Wed 12/10/16 Fri 21/10/16

21 1.2.2.2 Budgets 100% 8 days Wed 12/10/16 Fri 21/10/16

22 1.2.2.3 Annual and AG Reports 100% 8 days Wed 12/10/16 Fri 21/10/16

23 1.2.2.4 Excisting/Approved Org Structures 100% 20 days Wed 12/10/16 Tue 08/11/16

24 1.2.2.5 Policies 100% 5 days Wed 12/10/16 Tue 18/10/16

25 1.2.2.6 Information Analysis completed 100% 0 days Tue 08/11/16 Tue 08/11/16

26 1.2.3 Review current functional and organisational structure 100% 12 days Mon 24/10/16 Tue 08/11/16

27 1.2.3.1 Assess current structures: legislative imperatives 100% 12 days Mon 24/10/16 Tue 08/11/16

28 1.2.3.2 Assess current structures: governance imperatives 100% 12 days Mon 24/10/16 Tue 08/11/16

29 1.2.3.3 Current Structures Review Completed 100% 0 days Tue 08/11/16 Tue 08/11/16

30 1.2.4 Conduct interviews with focus groups 100% 7 days Mon 31/10/16 Tue 08/11/16

31 1.2.4.1 MM Office 100% 1 day Mon 31/10/16Mon 31/10/16

32 1.2.4.2 Offices of the Mayor & Speaker 100% 1 day Mon 31/10/16Mon 31/10/16

33 1.2.4.3 Directorate Financial Services 100% 1 day Tue 01/11/16 Tue 01/11/16

34 1.2.4.4 Directorate Strategic & Corporate Services 100% 1 day Wed 02/11/16Wed 02/11/16

35 1.2.4.5 Information Session with Unions 100% 1 day Thu 03/11/16 Thu 03/11/16

36 1.2.4.6 Directorate Engineering Services 100% 1 day Thu 03/11/16 Thu 03/11/16

37 1.2.4.7 Directorate Community & Protection Services 100% 1 day Fri 04/11/16 Fri 04/11/16

38 1.2.4.8 Directorate Planning & Economic Development 100% 1 day Mon 07/11/16Mon 07/11/16

39 1.2.4.9 Directorate Human Settlements & Prop Man 100% 1 day Tue 08/11/16 Tue 08/11/16

40 1.2.4.10 Interviews completed 100% 0 days Tue 08/11/16 Tue 08/11/16

41 1.2.5 Current Status: Key Findings Report (KFR) 100% 78 days Wed 09/11/16 Tue 14/03/17

42 1.2.5.1 Recon & verify current Staff Establishment 100% 4 days Mon 14/11/16 Thu 17/11/16

43 1.2.5.2 Prepare KFR 100% 10 days Wed 09/11/16 Tue 22/11/16

44 1.2.5.3 Submit KFR 100% 0 days Tue 22/11/16 Tue 22/11/16

45 1.2.5.4 Workshop KFR (Special PSC) 100% 1 day Wed 07/12/16Wed 07/12/16

46 1.2.5.5 Review & Submit Final KFR 100% 0 days Wed 07/12/16Wed 07/12/16

47 1.2.5.6 SBM HR Finalise Staff Establishment Recon 100% 53 days Thu 08/12/16 Wed 08/03/17

48 1.2.5.7 SP Process Staff Establishment data 100% 23 days Mon 06/02/17Wed 08/03/17

49 1.2.5.8 SP compile As-Is Staff Establishment 100% 3 days Thu 09/03/17 Mon 13/03/17

50 1.2.5.9 Submit As-Is Staff Establishment to MM 100% 0 days Mon 13/03/17Mon 13/03/17

51 1.2.5.10 STBM Sign-off As-Is Staff Establishment 100% 0 days Tue 14/03/17 Tue 14/03/17

52

29 Sep '16
29 Sep '16

06 Oct '16
06 Oct '16

06 Oct '16

21 Oct '16

08 Nov '16

08 Nov '16

08 Nov '16

22 Nov '16

07 Dec '16

13 Mar '17
14 Mar '17
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ID WBS Task Name % 
Complete

Duration Start Finish

53 1.3 Phase 3 (a): Organisational Design 99% 47 days Thu 09/02/17 Wed 19/04/17

54 1.3.1 Design & Develop Functional (Macro) Structures 100% 8 days Thu 09/02/17 Mon 20/02/17

55 1.3.1.1 Design & develop macro organisation structure 100% 2 days Thu 09/02/17 Fri 10/02/17

56 1.3.1.2 Submit Macro Structure 100% 1 day Fri 10/02/17 Fri 10/02/17

57 1.3.1.3 Present Macro Structure to MAYCO 100% 0 days Tue 14/02/17 Tue 14/02/17

58 1.3.1.4 Special Meeting: Mayor & MM 100% 1 day Thu 16/02/17 Thu 16/02/17

59 1.3.1.5 MM: Feedback on Macro Structure to SP 100% 1 day Mon 20/02/17Mon 20/02/17

60 1.3.2 Design & Develop Proposed Micro Structures 100% 10 days Mon 13/02/17 Fri 24/02/17

61 1.3.2.1 Compile Draft Proposed Organogram 100% 10 days Mon 13/02/17 Fri 24/02/17

62 1.3.2.2 Determine Draft staff establishment 100% 10 days Mon 13/02/17 Fri 24/02/17

63 1.3.2.3 Review numbers and level of posts 100% 10 days Mon 13/02/17 Fri 24/02/17

64 1.3.2.4 SP Concept Design completed 100% 0 days Fri 24/02/17 Fri 24/02/17

65 1.3.3 Conduct interviews & focus groups (Design) 100% 9 days Mon 27/02/17 Thu 09/03/17

66 1.3.3.1 MM Office 100% 1 day Mon 27/02/17Mon 27/02/17

67 1.3.3.2 Offices of the Mayor & Speaker 100% 1 day Mon 27/02/17Mon 27/02/17

68 1.3.3.3 Directorate Financial Services 100% 2 days Tue 28/02/17 Wed 01/03/17

69 1.3.3.4 Directorate Strategic & Corporate Services 100% 1 day Thu 02/03/17 Thu 02/03/17

70 1.3.3.5 Directorate Engineering Services 100% 2 days Fri 03/03/17 Mon 06/03/17

71 1.3.3.6 Directorate Community & Protection Services 100% 2 days Fri 03/03/17 Mon 06/03/17

72 1.3.3.7 Directorate Planning & Economic Development 100% 1 day Thu 09/03/17 Thu 09/03/17

73 1.3.3.8 Directorate Human Settlements & Prop Man 100% 1 day Thu 09/03/17 Thu 09/03/17

74 1.3.3.9 Interviews completed 100% 0 days Thu 09/03/17 Thu 09/03/17

75 1.3.4 Complete Proposed Structure Design 100% 6 days Fri 10/03/17 Mon 20/03/17

76 1.3.4.1 Draft proposed Structures Report & CTC impact 100% 5 days Fri 10/03/17 Thu 16/03/17

77 1.3.4.2 Submit proposed Structures Report & CTC impact 100% 0 days Thu 16/03/17 Thu 16/03/17

78 1.3.4.3 Special PTC Meeting (14:00 - 16:30) 100% 0 days Mon 20/03/17Mon 20/03/17

79 1.3.5 Amendmends on Micro Structure 100% 3 days Wed 22/03/17 Fri 24/03/17

80 1.3.5.1 Receive further inputs from Directorates 100% 1 day Wed 22/03/17Wed 22/03/17

81 1.3.5.2 SP processing of further inputs 100% 2 days Wed 22/03/17 Thu 23/03/17

82 1.3.5.3 Process the resolutions from the Special PTC 100% 3 days Wed 22/03/17 Fri 24/03/17

83 1.3.5.4 Submit Third Draft Micro Structure 100% 0 days Fri 24/03/17 Fri 24/03/17

84 1.3.6 Compilation Final Proposed Micro Structures 94% 17 days Fri 24/03/17 Wed 19/04/17

85 1.3.6.1 STBM SMT consider SP proposal/guidelines 100% 12 days Fri 24/03/17 Mon 10/04/17

86 1.3.6.2 Engagement SMT & SP 100% 1 day Tue 11/04/17 Tue 11/04/17

87 1.3.6.3 Compile Final Proposed Micro Structure 100% 2 days Wed 12/04/17 Thu 13/04/17

88 1.3.6.4 Engagement with MM 100% 1 day Tue 18/04/17 Tue 18/04/17

89 1.3.6.5 Engagement with Mayor 100% 1 day Tue 18/04/17 Tue 18/04/17

90 1.3.6.6 Special PSC (MayCo) Meeting 0% 1 day Wed 19/04/17Wed 19/04/17

91

92 1.4 Phase 3 (b): Review Period - Proposed Structures 0% 23 days Wed 26/04/17 Tue 30/05/17

93 1.4.1 Council Meeting: Approval of Draft Org Structures 0% 1 day Wed 26/04/17Wed 26/04/17

94 1.4.2 Special LLF Meeting 0% 1 day Tue 02/05/17 Tue 02/05/17

95 1.4.3 MM: Distribute proposed structures to Stakeholders 0% 1 day Tue 02/05/17 Tue 02/05/17

96 1.4.4 Stakeholder Review & Feedback period 0% 10 days Tue 02/05/17 Mon 15/05/17

97 1.4.5 MM collate feedback and submit to SP 0% 0 days Mon 15/05/17Mon 15/05/17

98 1.4.6 SP Processing of comments and inputs 0% 5 days Tue 16/05/17 Mon 22/05/17

99 1.4.7 Submit Report & Proposed Organogram to MM 0% 0 days Mon 22/05/17Mon 22/05/17

100 1.4.8 MM: Submit Structures to Council for Approval 0% 1 day Tue 23/05/17 Tue 23/05/17

101 1.4.9 Final Council Resolution 0% 0 days Tue 30/05/17 Tue 30/05/17

102

103 1.5 Phase 3 (c): Draft Job Descriptions 0% 33 days Wed 31/05/17Mon 17/07/17

104 1.5.1 Indentify JD'S for new and major change posts 0% 1 day Wed 31/05/17Wed 31/05/17

14 Feb '17

24 Feb '17

09 Mar '17

16 Mar '17
20 Mar '17

24 Mar '17

15 May '17

22 May '17

30 May '17
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ID WBS Task Name % 
Complete

Duration Start Finish

105 1.5.2 Compile draft JD's 0% 20 days Thu 01/06/17 Thu 29/06/17

106 1.5.3 SP Quality Review & Submit Draft JD's 0% 1 day Fri 30/06/17 Fri 30/06/17

107 1.5.4 Client Review of JD's 0% 10 days Mon 03/07/17 Fri 14/07/17

108 1.5.5 Service Provider address new changes to JD's 0% 1 day Mon 17/07/17Mon 17/07/17

109 1.5.6 Submit JD's 0% 0 days Mon 17/07/17Mon 17/07/17

110

111 1.6 Phase 4:  Conduct Skills Audit 0% 45 days Tue 02/05/17 Tue 04/07/17

112 1.6.1 Start Skills Audit 0% 0 days Tue 02/05/17 Tue 02/05/17

113 1.6.2 Briefing & Training of Departmental Coordinators 0% 1 day Tue 02/05/17 Tue 02/05/17

114 1.6.3 OR&D and Skills Audit Info sessions 0% 3 days Wed 03/05/17 Fri 05/05/17

115 1.6.3.1 Session 1: 0% 1 day Wed 03/05/17Wed 03/05/17

116 1.6.3.2 Session 2: 0% 1 day Wed 03/05/17Wed 03/05/17

117 1.6.3.3 Session 3: 0% 1 day Thu 04/05/17 Thu 04/05/17

118 1.6.3.4 Session 4: 0% 1 day Thu 04/05/17 Thu 04/05/17

119 1.6.3.5 Session 5: 0% 1 day Fri 05/05/17 Fri 05/05/17

120 1.6.4 Skills Audit Execution 0% 41 days Mon 08/05/17 Tue 04/07/17

121 1.6.4.1 Collect & Collate Questionnaires 0% 28 days Mon 08/05/17Wed 14/06/17

122 1.6.4.2 Process skills data 0% 20 days Tue 23/05/17 Tue 20/06/17

123 1.6.4.3 Conduct Skills Gap Analyses 0% 5 days Wed 21/06/17 Tue 27/06/17

124 1.6.4.4 Develop SDP information 0% 5 days Wed 28/06/17 Tue 04/07/17

125 1.6.4.5 Draft Skills Audit Report 0% 5 days Wed 28/06/17 Tue 04/07/17

126 1.6.4.6 Skills Audit Completed 0% 0 days Tue 04/07/17 Tue 04/07/17

127

128 1.7 Phase 5: Review HR Strategy & Policies 0% 23 days Wed 05/07/17 Fri 04/08/17

129 1.7.1 Workshop: Gap Analysys in HR Strategy 0% 1 day Wed 05/07/17Wed 05/07/17

130 1.7.2 Workshop: Proposed HR Strategy 0% 1 day Wed 12/07/17Wed 12/07/17

131 1.7.3 Review and Update HR Strategy 0% 16 days Thu 13/07/17 Thu 03/08/17

132 1.7.4 Workshop: Gap Analysys in HR Policies 0% 1 day Thu 06/07/17 Thu 06/07/17

133 1.7.5 Review and Update HR Policies 0% 20 days Fri 07/07/17 Thu 03/08/17

134 1.7.6 Workshop: Proposed HR Policies 0% 1 day Fri 04/08/17 Fri 04/08/17

135 1.7.7 Submit HR Strategy & Policies 0% 0 days Fri 04/08/17 Fri 04/08/17

136

137 1.8 Phase 6: Project Deliverable Approvals 0% 114 days Wed 07/12/16 Thu 08/06/17

138 1.8.1 Approval of KFR 100% 0 days Wed 07/12/16Wed 07/12/16

139 1.8.2 Submit Org Structures to MM 0% 1 day Tue 23/05/17 Tue 23/05/17

140 1.8.3 Assisting Approval process of Org Structures 0% 30 days Wed 26/04/17 Thu 08/06/17

141

142 1.9 Phase 7: Implementation Support 0% 58 days Fri 09/06/17 Thu 31/08/17

143 1.9.1 Structure Implementation Support 0% 58 days Fri 09/06/17 Thu 31/08/17

144 1.9.1.1 Workshop: Implementation Plan 0% 1 day Fri 09/06/17 Fri 09/06/17

145 1.9.1.2 Approve Implementation Plan 0% 1 day Mon 12/06/17Mon 12/06/17

146 1.9.1.3 Implementation support 0% 31 days Tue 18/07/17 Wed 30/08/17

147 1.9.1.4 Support End 0% 0 days Wed 30/08/17Wed 30/08/17

148 1.9.1.5 Prepare Close-Out Report 0% 1 day Thu 31/08/17 Thu 31/08/17

149 1.9.1.6 Close-Out Report to MM 0% 0 days Thu 31/08/17 Thu 31/08/17

150

151 1.10 Phase 8: Project Management & Governance Meetings 65% 220 days Thu 29/09/16 Tue 29/08/17

164

176

182

17 Jul '17

02 May '17

04 Jul '17

04 Aug '17

07 Dec '16

30 Aug '17

31 Aug '17
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Directorate
Number of 

Posts

Number of 

filled posts

Number of 

vacant 

posts

% FILLED
% TOTAL 

VACANT

Number of 

PROPOSED 

POSTS

Number of 

PROPOSED 

NEW POSTS

Number of 

PROPOSED 

ABOLISHED 

POSTS

CURRENT COSTING 
PROPOSED 

COSTING
DIFFERENCE 

OFFICE OF THE MUNICIPAL 

MANAGER
24 18 6 75% 25% 26 2 0 6,629,148 6,872,580 243,432

CORPORATE SERVICES 130 83 47 64% 36% 136 11 5 22,077,669 23,765,145 1,687,476

FINANCIAL SERVICES 115 104 11 90% 10% 156 42 1 19,557,652 25,232,341 5,674,689

PLANNING & ECONOMIC 

DEVELOPMENT 
101 80 21 79% 21% 126 25 0 18,651,233 24,888,942 6,237,709

INFRASTRUCTURE SERVICES 687 479 208 70% 30% 822 141 6 79,363,470 99,018,559 19,655,089

COMMUNITY & PROTECTION 

SERVICES
540 384 156 71% 29% 595 66 11 59,606,880 66,887,453 7,280,574

TOTAL FOR MUNICIPALITY 1597 1148 449 72% 28% 1861 287 23 205,886,052 246,665,021 40,778,969

298,534,775 357,664,280 59,129,505TOTAL INCLUDING 45% BENEFITS 

STELLENBOSCH LOCAL MUNICIPALITY

COSTING & POST TOTALS - SUMMARY OF CURRENT VS PROPOSED POSTS PER DIRECTORATE - 18 APRIL 2017
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MUNICIPAL MANAGER

_____________________
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_____/_____/2017
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Signature

_____/_____/2017

DRAFT 

OFFICE OF THE MUNICIPAL MANAGER 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

1

STELLENBOSCH MUNICIPAL

 COUNCIL

OFFICE OF THE 

MUNICIPAL MANAGER

PURPOSE: To ensure that municipal services are administered in accordance with the 

objectives of local government as prescribed in Chapter 7 of the Constitution of South 

Africa

FUNCTIONS:

1. Provide corporate services to the institution in support of efficient organisational and 

administrative processes

2. Manage and provide financial services in order to ensure financial viability, compliance 

and reporting

3. Manage and provide land use planning, economic development and human  

settlements administration

4. Manage infrastructure services provisioning in order to ensure the rendering of 

sustainable and affordable services to the community

5. Render integrated community and protection services to enhance community 

development in general and promote a clean and safe environment

6. Provide an independent appraisal of the adequacy and effectiveness of financial  

controls

7. Evaluate and contribute to the improvement of governance management processes

8. Provide office management services to the Municipal Manager

MUNICIPAL MANAGER SECT 57

SEE PAGE 2

DIRECTORATE 

CORPORATE SERVICES

PURPOSE: To provide corporate 

services to the institution in 

support of efficient organisational 

and administrative processes

DIRECTOR: CORPORATE 

SERVICES

SECT. 57

SEE PAGE 10

DIRECTORATE 

FINANCIAL SERVICES

PURPOSE: To manage and provide  

financial services in order to ensure 

financial viability, compliance and 

reporting

DIRECTOR: FINANCIAL 

SERVICES (CFO)

SECT. 57

SEE PAGE 29

DIRECTORATE 

PLANNING & ECONOMIC DEVELOPMENT

PURPOSE: To ensure the functional and proactive 

planning and implementation of the municipality's  

constitutional obligation pertaining to environmental,  

social and economic development

DIRECTOR: PLANNING & ECONOMIC 

DEVELOPMENT

SECT. 57

SEE PAGE 40

DIRECTORATE 

INFRASTRUCTURE SERVICES

PURPOSE: To manage infrastructure 

services provisioning in order to ensure 

the rendering of sustainable and 

affordable services to the community

DIRECTOR: 

INFRASTRUCTURE SERVICES

SECT. 57

SEE PAGE 79

DIRECTORATE 

COMMUNITY & PROTECTION SERVICES

PURPOSE: To render integrated 

community services to enhance 

community development in general and 

promote a clean and safe environment

DIRECTOR: COMMUNITY & 

PROTECTION SERVICES

SECT. 57

SEE PAGE 106

DIVISION 

INTERNAL AUDIT

PURPOSE: : To provide an 

independent appraisal of the 

adequacy and effectiveness of 

financial controls

CHIEF AUDIT EXECUTIVE

SEE PAGE 109

DIVISION 

GOVERNANCE

PURPOSE: To evaluate and 

contribute to the improvement of 

governance management processes

SNR MANAGER: GOVERNANCE

SEE PAGE 111

SECTION 

EXECUTIVE SUPPORT OFFICE OF THE 

MUNICIPAL MANAGER

PURPOSE: To provide office 

management services to the Municipal 

Manager

SNR ADMINISTRATIVE OFFICER T
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DRAFT 

DIRECTORATE CORPORATE SERVICES 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

2

DIRECTORATE 

CORPORATE SERVICES

PURPOSE: To provide corporate services to the institution in support of efficient 

organisational and administrative processes

FUNCTIONS:

1. Provide administrative support services to the institution enabling proficient 

administrative practices and procedures

2. Render human resources management and support services to the municipality that 

will sustain the optimum utilisation of the municipality's human capital

3. Provide effective and efficient information and communication technology services

4. Manage the offices of the political office bearers to ensure coordinated, efficient 

and effective administrative and support services

5. Render properties and facilities management administrative processes in respect of 

all land and property transactions and maintain all municipal buildings

6. Ensure the organisation is conforming with, or eligible for, contractual obligations, 

government regulations, laws, or licenses and permits

7. Render management and line function executive support services to the directorate

DIRECTOR: CORPORATE SERVICES SECT. 57

SECTION 

EXECUTIVE SUPPORT

PURPOSE: To render management and line 

function executive support services to the 

directorate

FUNCTIONS:

1. Provide executive support services

2. Provide logistic/ secretarial support 

services

3. Provide planning, research, analyses and 

reporting services to the Director

SNR ADMIN OFFICER T

PERSONAL ASISSTANT T

SEE PAGE 3

DIVISION

ADMINISTRATIVE SUPPORT SERVICES

PURPOSE: To provide administrative support 

services to the institution enabling proficient 

administrative practices and procedures

SNR MANAGER: ADMINISTRATIVE 

SUPPORT SERVICES

WC T

SEE PAGE 5

DIVISION

HUMAN RESOURCES MANAGEMENT (HRM)

PURPOSE: To render human resources management 

and support services to the municipality that will 

sustain the optimum utilisation of the municipality's 

human capital

SNR MANAGER: HRM T

SEE PAGE 7

DIVISION 

INFORMATION & COMMUNICATIONS 

TECHNOLOGY (ICT)

PURPOSE: To provide effective and efficient 

information and communication technology 

services

SNR MANAGER: ICT T

SEE PAGE 8

SECTION 

COUNCILLOR’S SUPPORT

PURPOSE: To manage the offices of the 

political office bearers to ensure coordinated, 

efficient and effective administrative and 

support services

MANAGER: COUNCILLOR’S SUPPORT T

SEE PAGE 9

SECTION 

PROPERTIES MANAGEMENT & MUNICIPAL 

BUILDING MAINTENANCE

PURPOSE:  To render properties and facilities 

management administrative processes in respect of 

all land and property transactions and maintain all 

municipal buildings

MANAGER: PROPERTIES MANAGEMENT & 

MUNICIPAL BUILDING MAINTENANCE

T

SECTION 

LEGAL & COMPLIANCE SERVICES

PURPOSE: To ensure the organisation is conforming with, or eligible for, contractual 

obligations, government regulations, laws, or licenses and permits

FUNCTIONS:

1. Ensure legal and regulatory compliance to improve the organisational and 

regulatory environment

2. Provide legal guidance regarding ESTA evictions in order to ensure that the 

municipality operate within the legal parameters of the country

3. Provide legal opinions on by-laws

LEGAL & COMPLIANCE OFFICER T

SNR CLERK T

NEW POST

Page 336



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

3

DIVISION

ADMINISTRATIVE SUPPORT SERVICES

PURPOSE: To provide administrative support services to the 

institution enabling proficient administrative practices and 

procedures

FUNCTIONS:

1. Manage and provide organisation-wide records management, 

office auxiliary services and customer relations management to 

sustain the proper functioning of the municipality's administration

2. Provide secretariat/ committee services to the council and other 

specific committees of the municipality in support of appropriate 

decision-making processes

SNR MANAGER: ADMINISTRATIVE SUPPORT 

SERVICES

WC T

SEE PAGE 4

SECTION  

REGISTRY & OFFICE AUXILIARY SERVICES

PURPOSE: To manage and provide organisation-wide 

records management, office auxiliary services and 

customer relations management to sustain the proper 

functioning of the municipality's administration

MANAGER: REGISTRY & OFFICE AUXILIARY 

SERVICES

T

SECTION  

SECRETARIAT/ COMMITTEE SERVICES

PURPOSE: To provide secretariat/ committee services to the 

council and other specific committees of the municipality in 

support of appropriate decision-making processes

FUNCTIONS:

1. Provide Committee Services to Council, Executive Mayor and  

Mayoral Committee, Portfolio Committees, Appeal Committees 

and other Ad hoc Committees of Council

2. Provide a resolution tracking, drafting & distribution of 

documentation service

3. Liaise with various directorates to facilitate the 

implementation of decisions

4. Provide language translation and interpreter functions

5. Render general administrative services to ensure proper 

practices

MANAGER: SECRETARIAT/ COMMITTEE SERVICES T

COMMITTEE SERVICES

SNR ADMIN OFFICER T

SNR ADMIN OFFICER T

SNR ADMIN OFFICER T

LANGUAGE/ 

TRANSLATION SERVICES

SNR ADMIN OFFICER T
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SECTION  

REGISTRY & OFFICE AUXILIARY SERVICES

PURPOSE: To manage and provide organisation-wide records management,  

office auxiliary services and customer relations management to sustain the  

proper functioning of the municipality's administration

FUNCTIONS:

1.  Provide sound record keeping and record management practices

2. Implement, maintain and develop the document management system  

(Collaborator)

3. Render departmental support and auxiliary services

4. Implement and maintain customer care procedures, centralized complaints  

service and call centre operations

MANAGER: REGISTRY & OFFICE AUXILIARY SERVICES T

SUB-SECTION 

RECORD MANAGEMENT SERVICES

PURPOSE: To provide sound record keeping 

and record management practices

FUNCTIONS:

1. Provide sound record keeping and record 

management practices

2. Capture and keep general records and  

information provisioning

SNR ADMIN OFFICER T

DECENTRALIZED LEGAL 

RECORDS

ARCHIVE OFFICER T ARCHIVE OFFICER T

CENTRAL RECORDS

SNR ARCHIVE OFFICER T

ARCHIVE OFFICER T

ARCHIVE ASSISTANT T

ARCHIVE OFFICER T

ARCHIVE ASSISTANT T

ARCHIVE OFFICER T

ARCHIVE ASSISTANT T

PROJECTS & DISPOSALS

SNR ARCHIVE OFFICER T

ARCHIVE OFFICER T

ARCHIVE ASSISTANT T

ARCHIVE ASSISTANT T

SUB-SECTION 

DOCUMENT MANAGEMENT SYSTEM SUPPORT

PURPOSE: To implement, maintain and develop the  

document management system (Collaborator)

FUNCTIONS:

1. Development of the document management  

system

2. Implementation and maintenance of the  

document management system

ADMINISTRATIVE OFFICER T

SNR CLERK T

SUB-SECTION 

OFFICE AUXILIARY SERVICES

PURPOSE: To render departmental support 

and auxiliary services

FUNCTIONS:

1. Provide departmental support, 

reproductions and messaging services

2. Provide office/ hall/ facility cleaning 

services for the municipality

ADMINISTRATIVE OFFICER T

DEPARTMENTAL SUPPORT

PRINCIPAL CLERK T

SNR CLERK T

SNR CLERK T

MESSENGER  (POOLED) T

MESSENGER (POOLED) T

OFFICE CLEANING 

SERVICES

SUPERVISOR T

OFFICE ASSISTANT/ 

CLEANER

T OFFICE ASSISTANT/ 

CLEANER

T

OFFICE ASSISTANT/ 

CLEANER

T OFFICE ASSISTANT/ 

CLEANER

T

OFFICE ASSISTANT/ 

CLEANER

T OFFICE ASSISTANT/ 

CLEANER

T

SUB-SECTION 

CUSTOMER RELATIONS MANAGEMENT

PURPOSE: To implement and maintain customer care 

procedures, centralized complaints service and call centre 

operations

FUNCTIONS:

1. Develop and coordinate customer relations 

management policy, systems and procedures to ensure  

that all service delivery units of the Municipality conduct 

their business accordingly

2. Establish mechanisms to give feedback to the service 

provider regarding the quality of the service

3. Provide accessible mechanisms for dealing with 

complaints together with prompt replies and corrective 

action

4. Coordinate the implementation of customer relations 

management reports and monitoring

5. Render switchboard service

6. Provide centralized contact centre services

SNR ADMINISTRATIVE OFFICER T

NEW POST

SNR CLERK/  

SWITCH BOARD OPERATOR

T

SNR CLERK/  

SWITCH BOARD OPERATOR

T

SNR CLERK/  

SWITCH BOARD OPERATOR

T

SNR CLERK/  

CCC OPERATOR

T

NEW POST

SNR CLERK/  

CCC OPERATOR

T

NEW POST
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DIVISION

HUMAN RESOURCES MANAGEMENT (HRM)

PURPOSE: To render human resources management and support services to the 

municipality that will sustain the optimum utilisation of the municipality's human capital

FUNCTIONS:

1. Achieve maximum benefit from the talent potential of individuals within the 

organisation to enable the development and implementation of the talent and retention 

strategy for the municipality

2. Ensure remuneration and development, implementation & maintenance of OEI services, 

norms and standards, services strategies, workforce planning, policies and employee 

performance appraisal system (EPAS)

3. Render an effective and efficient labour relations function and to ensure compliance with 

relevant labour legislation, collective agreements and council policy

4. Render occupational health, safety and employees wellness services

5. Render management and line function administrative support services

SNR MANAGER: HRM T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide secretarial/ administrative/ 

logistical support services to the Manager

2. Administer and maintain HR database, 

contracts and records

ADMIN OFFICER T

OFFICE ASSISTANT/ CLEANER T

SEE PAGE 6

SECTION 

TALENT MANAGEMENT

PURPOSE: To achieve maximum benefit from the talent 

potential of individuals within the organisation to 

enable the development and implementation of the 

talent and retention strategy for the municipality

MANAGER: TALENT MANAGEMENT T

NEW POST

SECTION 

ORGANISATIONAL EFFICIENCY IMPROVEMENT (OEI)

PURPOSE: To ensure remuneration and development, 

implementation & maintenance of OEI services, norms and 

standards, services strategies, workforce planning, policies and 

employee performance appraisal system (EPAS)

FUNCTIONS:

1.  Administer salary-advices / instructions to Finance (Payroll 

office)

2. Manage organisation design & business modelling

3. Coordinate culture & change management intervention

4. Administer job descriptions, strategic job pricing & 

evaluation system management

5. Develop and maintain an effective employee performance 

appraisal system (EPAS)

MANAGER: OEI T

NEW POST

SECTION 

LABOUR RELATIONS

PURPOSE: To render an effective and efficient labour relations 

function and to ensure compliance with relevant labour 

legislation, collective agreements and council policy

FUNCTIONS:

1. Managing the labour relations function and provide a general 

administrative and advisory service to management and trade 

unions

2. Develop, implement and maintain sound labour relation 

policies and procedures, grievance procedures and disciplinary 

hearing processes

3. Studying  and interpreting all relevant labour legislation and 

other available literature including case law reports and attend 

relevant labour law seminars

4. Case management with regard to  grievances, disciplinary, 

incapacity, conciliation and arbitration cases

LR SPECIALIST T

HR OFFICER T SNR CLERK T

SECTION 

OCCUPATIONAL HEALTH & SAFETY (OHS)

PURPOSE: To render occupational health, safety and 

employees wellness services

FUNCTIONS:

1. Conduct health and safety inspections/ audits and safety 

meetings

2. Administer IOD claims

3. Coordinate occupational health and safety programmes, 

identify safety-training needs and nominate OHS 

representatives

4. Direct the municipality's employee wellness programmes 

in support of optimum achievement of a healthy working 

environment for the municipality

5. Coordinate counselling support to staff by selected 

institutions/ agencies

OHS SPECIALIST T

ASST OHS OFFICER T ASST OHS OFFICER T
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SECTION 

TALENT MANAGEMENT

PURPOSE: To achieve maximum benefit from the talent potential of 

individuals within the organisation to enable the development and 

implementation of the talent and retention strategy for the 

municipality

FUNCTIONS:

1. Render human resources administration services: recruitment and  

selection, policies, systems, procedures and staff establishment

2. Facilitate / arrange / coordinate training interventions and  

implement and monitor career pathing, talent management and 

succession planning

3. Provide an effective personnel administration and benefit function

MANAGER: TALENT MANAGEMENT T

NEW POST

SUB-SECTION 

RECRUITMENT & SELECTION

PURPOSE:  To render human resources 

administration services: recruitment and 

selection, policies, systems, procedures and 

staff establishment

FUNCTIONS:

1. Provide staff provisioning services: 

recruitment and selection, policies,  systems,   

and procedures

2.   Implement / administer / monitor the 

Employment Equity Plan (EE)

3. Administer staff establishment control 

system

HR SPECIALIST T

HR OFFICER T CLERK T

SUB-SECTION 

TRAINING & SKILLS DEVELOPMENT

PURPOSE:  To facilitate / arrange / coordinate training interventions  

and implement and monitor career pathing, talent management and 

succession planning

FUNCTIONS:

1. Initiate and coordinate organisational development  

Interventions

2. Compile, coordinate and implement skills development planning 

processes, Work Place Skills Plan (WSP), and ATR (Annual Training  

Plan), performing the functions of Skill Development Facilitator (SDF)

3. Administer Learnerships and RPL

4. Report on training implemented and funding applications to 

LGSETA and funds spent to Training Committee, LLF and LGSETA

5. Administer municipal bursaries / study loan contracts

6. Implement and monitor career pathing, talent management and 

succession planning

7. Develop and maintain HR policies

HR SPECIALIST T

HR OFFICER T PRINCIPAL CLERK T

SUB-SECTION  

HR ADMINISTRATION & BENEFITS

PURPOSE: To provide an effective personnel administration 

and benefit function

FUNCTIONS:

1. Provide HR administration and benefit function:

i) Administer conditions of service, benefits, memberships, 

leave and terminations

ii) Front desk assistance

iii) Operate and update the HR system

iv) Administration of attendance registers

2. Perform HR record management in compliance to Archives 

Act and relevant regulations pertaining HR records

HR SPECIALIST T

ADMINISTRATION

HR OFFICER: 

ADMINISTRATION

T

HR OFFICER: 

ADMINISTRATION

T

HR OFFICER: 

ADMINISTRATION

T

SNR CLERK T

ARCHIVES

HR OFFICER: ARCHIVES T

SNR CLERK T
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DIVISION 

INFORMATION & COMMUNICATIONS TECHNOLOGY (ICT)

PURPOSE: To provide effective and efficient information and  

communication technology services

FUNCTIONS:

1. Provide ICT applications systems, software, database, active  

directory, helpdesk, lan and desktop support

2. Manage the effective functioning and availability of storage,  

network, connectivity, hardware, DR and telecoms

SNR MANAGER: ICT T

SECTION 

ICT SYSTEMS & DESKTOP SUPPORT

PURPOSE: To provide ICT applications systems, software, database, active  

directory, helpdesk, lan and desktop support

FUNCTIONS:

1. Ensure sever uptime and system performance

2. Implement cyber crime prevention methods

3. Implement user account management procedures

4. Render proactive monitoring of databases and requirements

5. Coordinate policy and process implementation

6. Provide ICT applications systems and software

7. Provide tailored solutions vs inter-municipal collaboration

8. Coordinate shared services

MANAGER: ICT SYSTEMS & DESKTOP SUPPORT T

BUSINESS ANALYST T SNR TECHNICIAN: 

THIRD PARTY SYSTEMS

T ICT ADMINISTRATION 

OFFICER

T ICT ADMINISTRATION 

OFFICER

T SNR TECHNICIAN T

TECHNICIAN T

TECHNICIAN T

TECHNICIAN T

SECTION 

ICT INFRASTRUCTURE

PURPOSE: To manage the effective functioning and availability of  

storage, network, connectivity, hardware, DR and telecoms

FUNCTIONS:

1. Provide ICT risk and governance administration

2. Ensure municipal reporting portal

3. Provide remote infrastructure management

4. Render data, voice and video communication management

5. Compile information plan management

6. Perform network security and reviews

7. Ensure system security, archiving, continuity & maintenance

8. Coordinate shared services

MANAGER: ICT INFRASTRUCTURE T

NETWORK 

ADMINISTRATOR

T SNR TECHNICIAN: 

TELECOM SERVICE

T

TECHNICIAN T
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SECTION 

COUNCILLOR’S SUPPORT

PURPOSE: To manage the offices of the political office bearers to 

ensure coordinated, efficient and effective administrative and support 

services

FUNCTIONS:

1. Render secretarial, administrative, liaison and logistical support 

services to the Political Office Bearers:

i) Executive Mayor

ii) Speaker

iii) Chief Whip

2. Render secretarial, administrative and logistical support services to 

the political office bearers

3. Advise the Executive Mayor and Political Office Bearers on a daily 

basis with regard to functional activities

MANAGER: COUNCILLOR’S SUPPORT T

FUNCTIONAL 

REPORTING LINE TO 

POLITICAL OFFICE 

BEARERS

SUB-SECTION

EXECUTIVE MAYOR

PURPOSE: To render secretarial, administrative and 

logistical support services to the political office 

bearers

FUNCTIONS:

1. Office management functions

2. Executive secretarial functions

3. Administrative and logistical support

4. Communication and liaison between Executive 

Mayor and councillors

5. Conduct research, analyses and speach writing

PA: EXECUTIVE MAYOR T

EXECUTIVE SECRETARY T

MESSENGER/ DRIVER T

NEW POST

SUB-SECTION

DEPUTY EXECUTIVE MAYOR

PURPOSE: To render secretarial, administrative and 

logistical support services to the political office 

bearers

FUNCTIONS:

1. Office management functions

2. Executive secretarial functions

3. Administrative and logistical support

PA: DEPUTY EXECUTIVE MAYOR T

NEW POST

SUB-SECTION

SPEAKER

PURPOSE: To render secretarial, administrative and logistical 

support services to the political office bearers

FUNCTIONS:

1. Office management functions

2. Executive secretarial functions

3. Administrative and logistical support

4. Communication and liaison between Speaker and councillors

5. Support management, councillors and/or ward committees in the 

development of effective strategies and programs to strengthen 

community involvement and/or participation in Council matters

6. Coordinate ward committees

ADMIN OFFICER T

PA: SPEAKER T

NEW POST

SUB-SECTION

CHIEF WHIP

PURPOSE: To render secretarial, administrative and 

logistical support services to the political office 

bearers

FUNCTIONS:

1. Office management functions

2. Executive secretarial functions

3. Administrative and logistical support

PA: CHIEF WHIP T

NEW POST

SUB-SECTION

EXECUTIVE COUNCIL SUPPORT

PURPOSE: To render secretarial, administrative and 

logistical support services to the fulltime councillors

FUNCTIONS:

1. Office management functions

2. Executive secretarial functions

3. Administrative and logistical support

4. Communication and liaison between stakeholders 

and councillors

5. Conduct research, analyses and speach writing

6. Render support wrt IDP engagements and public 

participation processes

7. Render MPAC administrative support services

EXECUTIVE SUPPORT OFFICER T

EXECUTIVE SECRETARY T EXECUTIVE SECRETARY T

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8 WARD ADMINISTRATOR 5/8

WARD ADMINISTRATOR 5/8
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SECTION 

PROPERTIES MANAGEMENT & MUNICIPAL BUILDING MAINTENANCE

PURPOSE:  To render properties and facilities management administrative 

processes in respect of all land and property transactions and maintain all 

municipal buildings

FUNCTIONS:

1. administer land and properties purchases, sales and leases

2. ensure drafting of contracts according to stipulated, developed policies 

and procedures

3. maintain all municipal buildings, property, fences, structures & public 

facility maintenance programs of the municip

4. Initiate, coordinate and monitor portfolio management processes of all 

council properties

MANAGER: PROPERTIES MANAGEMENT & MUNICIPAL BUILDING 

MAINTENANCE

T

SUB-SECTION

SALES/ LEASES

PURPOSE: To administer land and properties purchases, sales 

and leases

FUNCTIONS:

1. Administer all processes regarding alienation, sales, leases, 

donations, servitudes, notaries agreements, deeds of sales and 

ownership confirmation of properties

2. Administer land and properties purchases, sales and leases

3. Manage and administer council's immovable assets used for 

administrative purposes

SNR ADMINISTRATIVE OFFICER T

CLERK T

SUB-SECTION

TRANSACTION

PURPOSE: To ensure drafting of contracts according to 

stipulated, developed policies and procedures

FUNCTIONS:

1. Administration of transfers in respect of municipal houses

2. Monitor usage in terms of contracts and upkeep of council 

properties

SNR ADMINISTRATIVE OFFICER T

CLERK T

NEW POST

SUB-SECTION 

MUNICIPAL BUILDING MAINTENANCE

PURPOSE: To maintain all municipal buildings, property, fences, structures & public 

facility maintenance programs of the municipality

FUNCTIONS:

1. Render property and building maintenance services including basic carpentry and 

plumbing maintenance services

2. Control and perform the internal construction and maintenance programs with 

regard to Council's fences, structures, sidings and public facilities

3. Perform regular inspections on facilities and compile maintenance programmes in 

terms of structures and provide engineering / technical project support

4. Provide renovations and minor construction services to all municipal buildings, 

property, fences, structures & public facilities

5. Manage preventative maintenance program

SNR SUPERINTENDENT T

CLERK T ASST SUPERINTENDENT T

ARTISAN (PAINTER) T

ARTISAN ASSISTANT T

ARTISAN ASSISTANT T

ARTISAN (PLUMBER) T

ARTISAN ASSISTANT T

ARTISAN ASSISTANT T

ARTISAN (PLUMBER) T

ARTISAN ASSISTANT T

ARTISAN ASSISTANT T

ARTISAN 

(BRICKLAYER)

T

ARTISAN ASSISTANT T

ARTISAN ASSISTANT T

HANDYMAN T

ARTISAN 

(CARPENTER)

T

ARTISAN ASSISTANT T

ARTISAN 

(CARPENTER)

T

ARTISAN ASSISTANT T
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DIRECTORATE 

FINANCIAL SERVICES

PURPOSE: To manage and provide financial services in order to ensure financial 

viability, compliance and reporting

FUNCTIONS:

1. Manage and control the implementation of budget policies, systems and procedures 

and financial statement processes, assets and financial management information 

system to ensure legislative compliance and sound financial management practices

2. Implement and maintain revenue and credit control policies and procedures to 

ensure sound revenue management practices and compliance

3. Ensure the recording, authorisation and proper execution of expenditure policies, 

systems, procedures and transactions

4. Manage supply chain management services to ensure proper systems, policies, 

procedures and control for demand, acquisition, logistics, assets and disposal 

management

5. Render management and line function executive support services to the directorate

DIRECTOR: FINANCIAL SERVICES (CFO) SECT. 57

SECTION 

EXECUTIVE SUPPORT

PURPOSE: To render management and line 

function executive support services to the 

directorate

FUNCTIONS:

1. Provide executive support services

2. Provide logistic/ secretarial support 

services

3. Provide planning, research, analyses and 

reporting services to the Director

PERSONAL ASSISTANT T

FILING/ ARCHIVES CLERK T

NEW POST

SEE PAGE 11

BRANCH

FINANCIAL MANAGEMENT SERVICES

PURPOSE: To manage and control the implementation of budget 

policies, systems and procedures and financial statement processes, 

assets and financial management information system to ensure 

legislative compliance and sound financial management practices

DEPUTY DIRECTOR: FINANCIAL MANAGEMENT SERVICES T

SEE PAGE 15

BRANCH 

REVENUE & EXPENDITURE

PURPOSE: To implement and maintain revenue and credit control 

policies and procedures to ensure sound revenue management practices 

and compliance,  and ensure recording, authorisation and proper 

execution of expenditure policies, systems, procedures and transactions

DEPUTY DIRECTOR: REVENUE & EXPENDITURE

SEE PAGE 25

DIVISION 

SUPPLY CHAIN MANAGEMENT (SCM)

PURPOSE: To manage supply chain management (SCM) 

services to ensure proper systems, policies, procedures 

and control for demand, acquisition, logistics, assets and 

disposal management

SNR MANAGER: SCM T
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BRANCH

FINANCIAL MANAGEMENT SERVICES

PURPOSE: To manage and control the implementation of budget  

policies, systems and procedures and financial statement processes, 

assets and financial management information system to ensure 

legislative compliance and sound financial management practices

FUNCTIONS:

1. Administer budgeting processes, planning, compilation & 

reporting, overall budget control, reconciliations and control 

accounting procedures

2. Prepare and compile Annual Financial Statements (AFS's) and  

implement procedures, systems and controls to ensure 

implementation and compliance to all relevant accounting standards

3. Administer assets management processes and procedures, asset 

register and implementation of asset management policy

4. Administer the financial management information system

5. Render management and line function administrative support 

services

6. Risk management of the whole financial department

DEPUTY DIRECTOR: FINANCIAL MANAGEMENT SERVICES T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN OFFICER T

OFFICE ASSISTANT/ CLEANER T

OFFICE ASSISTANT/ CLEANER T

SEE PAGE 12

DIVISION 

BUDGET & COSTING

PURPOSE: To administer budgeting processes, 

planning, compilation & reporting, overall 

budget control, reconciliations and control 

accounting procedures

SNR MANAGER: BUDGET & COSTING T

SEE PAGE 13

DIVISION 

FINANCIAL STATEMENTS, COMPLIANCE & 

REPORTING

PURPOSE: To prepare and compile Annual Financial  

Statements (AFS's) and implement procedures, 

systems and controls to ensure implementation and 

compliance to all relevant accounting standards

SNR MANAGER: FINANCIAL STATEMENTS,  

COMPLIANCE & REPORTING

T

SEE PAGE 14

DIVISION 

 FINANCIAL ASSET MANAGEMENT

PURPOSE: To administer assets management 

processes and procedures, asset register and 

implementation of asset management policy

MANAGER:  FINANCIAL ASSET 

MANAGEMENT

T

NEW POST

SECTION  

FINANCIAL SYSTEMS

PURPOSE: To administer the financial management information 

system

FUNCTIONS:

1. Verify, administer financial data on the financial system in 

order to ensure performance, integrity and security of the 

financial database:

i) Ensure data remains consistent across the database and is 

clearly defined

ii) Control user access to the financial database and ensure data 

security and recovery control measures

iii) Administer financial GIS

2. Implement and maintain the financial accounting system in 

collaboration with ICT, monthly billing and payroll system 

processing

FINANCIAL SYSTEM SPECIALIST T
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DIVISION 

BUDGET & COSTING

PURPOSE: To administer budgeting processes, planning, compilation & reporting, 

overall budget control, reconciliations and control accounting procedures

FUNCTIONS:

1. Administer budgeting processes, planning, compilation & reporting, overall budget 

control, reconciliations and control accounting procedures

2. Implement accounting policies, systems and procedures to ensure sound financial 

practices of costing system

3. Responsible for legislated return forms in terms of the budgetary function and 

assisting with statutory reporting

4. Provide financial management support services to ensure the implementation of 

policies, systems and procedures in accordance with reporting and accounting 

requirements and practices

5.  Implement effective budget control management to ensure no overspending that 

may qualify as unauthorised expenditure

6. Administer costing structure to ensure that the cost per function represents all 

direct and indirect costs

7. Execute all budgeting compliance issues in terms of the compliance register, budget 

control and  accounting procedures

8 Coordinate in-service training and internship programmes in terms of prescribed 

requirements

SNR MANAGER: BUDGET & COSTING T

INTERNAL FINANCIAL  

INTERNS

SECTION 

SDBIP MONITORING & BUDGET CONTROL  

UNIT A

PURPOSE: To administer budgeting processes, planning, 

compilation & reporting, overall budget control, 

reconciliations and control accounting procedures - Unit A

FUNCTIONS:

1. Gather and capture information to assist the operating and 

capital budgeting processes and reporting requirements: 

planning, strategizing, preparation, tabling, public 

participation, approval and finalising

2. Prepare and compile annual, adjusted operational and 

capital budgets including budget assumptions, forecasts based 

on historical trends and submissions from all user departments

3.  Administer adjustment budgeting processes: midyear 

budget and performance assessment, prepare adjustment 

budget, process public participation inputs, NT/ PT 

submissions, virements

4.  Render budgetary control through compilation of variance 

and spending reports and the follow up of overspending 

patterns

5. Pro-actively advise management on strategies to implement 

budget and prevent revenue leakage and revenue 

enhancement

CHIEF ACCOUNTANT T

SECTION 

SDBIP MONITORING & BUDGET CONTROL  

UNIT B

PURPOSE: To administer budgeting processes, planning, 

compilation & reporting, overall budget control, 

reconciliations and control accounting procedures - Unit B

FUNCTIONS:

1. Gather and capture information to assist the operating and 

capital budgeting processes and reporting requirements: 

planning, strategizing, preparation, tabling, public 

participation, approval and finalising

2. Prepare and compile annual, adjusted operational and 

capital budgets including budget assumptions, forecasts based 

on historical trends and submissions from all user departments

3.  Administer adjustment budgeting processes: midyear 

budget and performance assessment, prepare adjustment 

budget, process public participation inputs, NT/ PT 

submissions, virements

4.  Render budgetary control through compilation of variance 

and spending reports and the follow up of overspending 

patterns

5. Pro-actively advise management on strategies to implement 

budget and prevent revenue leakage and revenue 

enhancement

CHIEF ACCOUNTANT T

SECTION 

 COSTING

PURPOSE: To implement accounting policies, 

systems and procedures to ensure sound 

financial practices of costing system

FUNCTIONS:

1. Updating of costing structure to ensure that 

the cost per function represents all direct and 

indirect costs

2.  Administer job/ vehicle/ labour costing 

processes

3. Administer departmental charge outs

4. Coordinate feedback and liaise with user 

departments on incident reports

SNR ACCOUNTANT T

ACCOUNTANT T

NEW POST

SNR CLERK T

NEW POST

SNR CLERK T
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DIVISION 

FINANCIAL STATEMENTS, COMPLIANCE & REPORTING

PURPOSE: To prepare and compile Annual Financial Statements 

(AFS's) and implement procedures, systems and controls to 

ensure implementation and compliance to all relevant 

accounting standards

FUNCTIONS:

1. Render statistical financial administration and statutory 

financial reporting in terms of applicable legislation

2. Compile monthly and annual financial statements and 

administer reconciliations

3. Streamline grants reporting and administration to ensure 

compliance to national and provincial requirements

4. Ensure proper statistical administration and statutory 

financial reporting in terms of applicable legislation

SNR MANAGER: FINANCIAL STATEMENTS, COMPLIANCE & 

REPORTING

T

SECTION 

 MFMA REPORTING & COMPLIANCE

PURPOSE: To render statistical financial 

administration and statutory financial reporting in 

terms of applicable legislation

FUNCTIONS:

1. Prepare monthly, quarterly, mid-year and yearly 

reports in accordance with relevant legislation

2. Prepare monthly Appendix B and Schedule C 

reports to National and Provincial Treasuries

3. Administer financial reporting requirements and 

procedures

4. Prepare all other reports and statistical 

information as requested

5. Execute and maintain Standard Chart of Accounts 

(SCOA)

6. Liaise with different spheres of governments and 

ensure sound effective communication  

7. Handle reporting queries

CHIEF ACCOUNTANT T

SNR CLERK T

NEW POST

SECTION 

FINANCIAL STATEMENTS & RECONCILIATIONS

PURPOSE: To compile monthly and annual financial 

statements and administer reconciliations

FUNCTIONS:

1. Administer bank reconciliations, daily cash flow and 

investment management and insurance portfolio

2. Administer financial reporting requirements and 

procedures

3. Maintain general ledger and votes structure

4. Handle audit files and audit outcomes

5. Administer borrowing and investments management 

process

6. Control the implementation of accounting policies, 

systems and procedures

CHIEF ACCOUNTANT T

BANK RECONCILIATIONS

SNR CLERK T

RECONCILIATIONS

SNR CLERK T

NEW POST
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DIVISION 

 FINANCIAL ASSET MANAGEMENT

PURPOSE: To administer assets management processes and procedures, asset register  

and implementation of asset management policy

FUNCTIONS:

1. Administer assets management processes and procedures

2. Coordinate insurance portfolio processes

3. Render a corporate fleet administration service to the municipality

MANAGER:  FINANCIAL ASSET MANAGEMENT T

NEW POST

SECTION 

ASSET MANAGEMENT

PURPOSE: To administer assets management processes  

and procedures

FUNCTIONS:

1. Administer assets management processes and assets  

registers

2. Develop and implement asset management system,  

policies and procedures

3. Develop and maintain strategic and annual asset  

management plans

4. Develop asset needs assessment, acquisition  

management, operational and disposal plans

7. Investigate and report on variances and provide  

recommendations to resolve discrepancies

8. Develop, implement and manage mechanisms to  

effectively safeguard assets

CHIEF ACCOUNTANT T

ACCOUNTANT T SNR CLERK T SNR CLERK T

SECTION 

INSURANCE

PURPOSE: To coordinate insurance portfolio processes

FUNCTIONS:

1. Administer insurance procedures

2. Administer the settlement of all claims received

3. Interacting with the insurance company on the  

status of the Municipality’s insurance portfolio and  

verifying that all assets are insured at replacement or  

market value

4. Prepare draft tender documents for the invitation of  

short term insurance

5. Update and maintain information, transactional  

records and insurance documentation and registers

6. Enable electronic insurance payments

CHIEF CLERK T

NEW POST

CLERK T

SECTION 

FLEET MANAGEMENT

PURPOSE: To render a corporate fleet administration  

service to the municipality

FUNCTIONS:

1. Provide official vehicle inspection and driver training  

services

2. Develop, implement and maintain a fleet  

management program and system to ensure  

effectiveness, affordability and efficiency

3. Provide administrative support services to  

(insurance, assessment of fleet statistics and needs,  

monitoring fleet administration processes and controls,  

reporting)

4. Determining and monitoring of operational criteria

FLEET MANAGEMENT OFFICER T

ASST SUPERINTENDENT:  

FLEET

T

LEADING HAND T

SNR CLERK T

NEW POST
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BRANCH 

REVENUE & EXPENDITURE

PURPOSE: To implement and maintain revenue and credit control policies and 

procedures to ensure sound revenue management practices and compliance,  

and ensure recording, authorisation and proper execution of expenditure 

policies, systems, procedures and transactions

FUNCTIONS:

1. Implement and maintain revenue and credit control policies and 

procedures to ensure sound revenue management practices and compliance

2. Ensure the recording, authorisation and proper execution of expenditure 

policies, systems, procedures and transactions

3. Render management and line function administrative support services

4. Implement revenue protection processes and procedures

DEPUTY DIRECTOR: REVENUE & EXPENDITURE

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN OFFICER T

OFFICE ASSISTANT/ CLEANER T

OFFICE ASSISTANT/ CLEANER T

SEE PAGE 16

DIVISION  

REVENUE

PURPOSE: To implement and maintain revenue 

and credit control policies and procedures to 

ensure sound revenue management practices and 

compliance

SNR MANAGER: REVENUE

SEE PAGE 23

DIVISION  

EXPENDITURE

PURPOSE: To ensure the recording, authorisation 

and proper execution of expenditure policies, 

systems, procedures and transactions

SNR MANAGER:  EXPENDITURE
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DIVISION  

REVENUE

PURPOSE: To implement and maintain revenue and credit control 

policies and procedures to ensure sound revenue management 

practices and compliance

FUNCTIONS:

1. Implement and maintain revenue and  credit control policies and 

procedures to ensure sound revenue management practices and 

compliance

2. Ensure the recording, authorisation and proper execution of 

expenditure policies, systems, procedures and transactions

3. Render management and line function administrative support 

services

SNR MANAGER: REVENUE

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN OFFICER T

NEW POST

FILING CLERK T

NEW POST

SEE PAGE 17

SECTION

CONSUMER ACCOUNTS & VALUATIONS

PURPOSE: To administer billing, rates and taxes 

and property valuations in accordance with 

legislative prescripts and coordinate customer 

care management services

CHIEF ACCOUNTANT T

SEE PAGE 19

SECTION

CASH MANAGEMENT & CREDIT CONTROL

PURPOSE: To manage and administer 

cashiering, receipting, credit control policy and 

procedures in accordance with regulations and 

Council

SNR ACCOUNTANT T
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SECTION

CONSUMER ACCOUNTS & VALUATIONS

PURPOSE: To administer billing, rates and taxes and property valuations in 

accordance with legislative prescripts and coordinate customer care 

management services

FUNCTIONS:

1. Provide meter reading, water and electricity billing services

2. Administer rates and taxes

3. Administer valuations in accordance with legislative prescripts

CHIEF ACCOUNTANT T

SEE PAGE 18

SUB-SECTION 

SERVICES

PURPOSE: To provide meter reading, water and 

electricity billing services

ACCOUNTANT T

SUB-SECTION  

RATES & TAXES

PURPOSE:  To administer rates and taxes

FUNCTIONS:

1. Assist with compilation of statistics; check journals and data changes; 

approve and check customer tariffs and perform special rating area 

functions

2. Accurate levying of fixed municipal rates and taxes according to 

council's By-Laws

3. Ensuring levying of rates and taxes in accordance with rates policy in 

order to maintain and extend council tax base

4. Ensure the levying of service charges e.g. sewerage and refuse

5. Ensuring the regular reconciliation of rates and taxes accounts against 

valuation roll

6. Issuing of clearances

7. Maintain Council’s property owners system and balance erf sale 

register

8. Administer revenue protection processes and procedures

9. Administer and ensure compliance by both parties with Financial 

Agreements signed between municipality and SRA(s):

i) Debtor administration pertaining to SRAs

ii) Reporting and statistics with regards to SRA

iii) Financial administration with regards to SRAs

ACCOUNTANT T

CHIEF CLERK T SNR CLERK T

SNR CLERK T SNR CLERK T

SNR CLERK T

NEW POST

CLERK T

CLERK T

NEW POST

SUB-SECTION  

VALUATIONS

PURPOSE: To administer valuations in accordance 

with legislative prescripts

FUNCTIONS:

1. Administer all valuated properties within the 

municipality for purposes of levying rates

2. Prepare, certify and submit valuation roll

3. Apply consultation and objection procedures

4. Provide administrative support regarding 

valuation matters

5. Directs the processes of general and 

supplementary valuations

6. Administer and maintain financial procedures 

regarding property valuation

7. Maintain the property register

8. Liaise with Valuer

SNR VALUATION OFFICER T

SNR CLERK T
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SUB-SECTION 

SERVICES

PURPOSE: To provide meter reading, water and electricity billing services

FUNCTIONS:

1. Billing, debtors accounts, generate accounts and journals

2. Administer and manage meter reading services, download meter reader 

units, generate electronic reports, interdepartmental charges, manage meter 

reading routes, service charges, cut-off lists, cutting off and switching on 

meters; readings for new applications & disconnection.

3. Prepare refunds on remaining credits and deposits on closed accounts

4. Reconciliation of the monthly movements with ledger in relation to the 

relevant votes

5. Administer water & electricity records; water & electricity consumption; 

bulk meter readings; process final accounts trial billing runs

6. Revenue protection through physical inspections

7. Handle queries and complaints from the general public in respect of 

accounts;  service applications/disconnections; correctness of water and 

electricity records

8. Administer revenue protection processes and procedures

ACCOUNTANT T

CUSTOMER CARE, 

ENQUIRIES, LIAISON,  

WATER & ELECTRICITY

CHIEF CLERK T

STELLENBOSCH

SNR CLERK T

CLERK T

CLERK T

CLERK T

FRANSCHHOEK

SNR CLERK T

CLERK T

NEW POST

PNIEL

SNR CLERK T

CLERK T

NEW POST

KLAPMUTS

SNR CLERK T

NEW POST

CLERK T

NEW POST

WATER & ELECTRICITY

SNR CLERK T SNR CLERK T

SNR CLERK T SNR CLERK T

NEW POST

SNR CLERK T

NEW POST

METER READING

SNR CLERK T

CLERK T

NEW POST

CHIEF METER READER T

METER READER T METER READER T

METER READER T METER READER T

METER READER T METER READER T

METER READER T METER READER T
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SECTION

CASH MANAGEMENT & CREDIT CONTROL

PURPOSE: To manage and administer cashiering,  

receipting, credit control policy and procedures in  

accordance with regulations and Council

FUNCTIONS:

1. Administer sundry debtors, cashiering and receipting

2. Administer and coordinate credit control and debt  

recovery, housing finance, sundry debtors and cash  

management

3. Administer credit control policy and procedures,  

indigent and legal actions  in accordance with regulations  

and Council policies

SNR ACCOUNTANT T

SEE PAGE 20

SUB-SECTION 

 SUNDRY DEBTORS & CASHIERS

PURPOSE: To administer sundry debtors,  

cashiering and receipting

ACCOUNTANT T

SEE PAGE 21

SUB-SECTION  

CREDIT CONTROL & DISCONNECTIONS

PURPOSE:  To administer and coordinate credit  

control and debt recovery, housing finance,  

sundry debtors and cash management

ACCOUNTANT T

SEE PAGE 22

SUB-SECTION  

INDIGENT & PRE-LEGAL SERVICES

PURPOSE:  To administer credit control policy  

and procedures, indigent and legal actions  in  

accordance with regulations and Council  

policies

ACCOUNTANT T

Page 353



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

20

SUB-SECTION 

 SUNDRY DEBTORS & CASHIERS

PURPOSE: To administer sundry debtors, cashiering and receipting

FUNCTIONS:

1. Administer sundry income in accordance to signed contracts and  

Council's by laws

2. Printing and posting of sundry accounts and diverse debtors

3. Administer collections with respect to housing scheme, perform  

general financial administration, compile rental and service tariffs,  

reconcile long term debtors, selling and rental schemes and capital  

unsold units

4. Receipting, capture financial transactions, receive monies, cashier  

services, assistance to the public, income protection and control ,  

financial control procedures and administration of the council's Pay  

points

5. Ensure revenue protection through physical inspections

6. Handle queries and complaints from the general public in respect of  

accounts

ACCOUNTANT T

SUNDRY DEBTORS

SNR CLERK T

CLERK T

3RD PARTY & ELECTRONIC 

PAYMENTS

SNR CLERK T SNR CLERK T

CASH CONTROL

SNR CLERK T

STELLENBOSCH

CASHIER/ CLERK T

CASHIER/ CLERK T

CASHIER/ CLERK T

PNIEL

CASHIER/ CLERK T

FRANSCHHOEK

CASHIER/ CLERK T

KLAPMUTS

CASHIER/ CLERK T

NEW POST

KYAMANDI

CASHIER/ CLERK/ 

ENQUIRIES

T

NEW POST
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SUB-SECTION  

CREDIT CONTROL & DISCONNECTIONS

PURPOSE:  To administer and coordinate credit control and debt 

recovery, housing finance, sundry debtors and cash management

FUNCTIONS:

1. Maintain Council’s debtor’s arrangement file system

2. Recommend disconnections & reconnections

3. Admin & maintenance of notices and reminders for debtors 

accounts up to 60 days

4. Identification of potential write-offs

5. Control & maintain Council’s debtor files

6. Liaison with internal and external parties

ACCOUNTANT T

CREDIT CONTROL

SNR CLERK T

CLERK T CLERK T

DISCONNECTIONS & 

RECONNECTIONS

CLERK/ FIELDWORKER T CLERK/ FIELDWORKER T

CREDIT CONTROL & 

DISCONNECTIONS 

(PRE-PAID)

SNR CLERK T

CLERK T

NEW POST
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SUB-SECTION  

INDIGENT & PRE-LEGAL SERVICES

PURPOSE:  To administer credit control policy and procedures, indigent and legal 

actions  in accordance with regulations and Council policies

FUNCTIONS:

1.Generation and co-ordinating of the monthly notices and final demands for 

debtors with accounts outstanding above 60 days

2. Generation, evaluation and compilation of handover lists to Council’s attorney

3. Maintain and supervise Council’s hand over file system

4. Administration of processes i.r.o debtors under debt review, administration, 

insolvent / late estates, liquidations etc

5. Supervise Council’s indigent registration processes

6. Check applications for refunds

7. Recommend potential debtors for write off

8. Manage all accounts in respect of staff, councillor and government accounts

9. Liaise with external service providers regarding legal credit control services

ACCOUNTANT T

INDIGENT

SNR CLERK T

CLERK T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

PRE-LEGAL SERVICES

SNR CLERK T

CLERK T

LEGAL CREDIT CONTROL SERVICES CO-

SOURCING
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DIVISION  

EXPENDITURE

PURPOSE: To ensure the recording, authorisation and proper 

execution of expenditure policies, systems, procedures and 

transactions

FUNCTIONS:

1. Manage the recording, authorisation, executing and reporting of 

creditors and payroll related payment transactions

2. Handle month end and year end procedures, control integration of 

creditors with ledger, reconciliations, balance records

3. Render management and line function administrative support 

services

SNR MANAGER:  EXPENDITURE

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN OFFICER T

NEW POST

SEE PAGE 24

SECTION

CREDITORS & PAYROLL

PURPOSE: To manage the recording, authorisation, 

executing and reporting of creditors and payroll related 

payment transactions

SNR ACCOUNTANT T

SECTION

RECONCILIATIONS

PURPOSE: To handle month end and year end procedures, 

control integration of creditors with ledger, reconciliations, 

balance records

FUNCTIONS:

1. Administer bank statements

2. Administer retention register

3. Financial control procedures, answer audit queries, financial/ 

statistical reports, computerised systems requirements and 

maintenance

4. Implement and maintain expenditure processes and 

procedures, including outstanding orders, customer enquiries 

and filing

ACCOUNTANT T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST

FILING

CLERK T

Page 357



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

24

SECTION

CREDITORS & PAYROLL

PURPOSE: To manage the recording, authorisation,  

executing and reporting of creditors and payroll related  

payment transactions

FUNCTIONS:

1. Provide recording, authorisation, executing and reporting  

of creditors, ad-hoc payments transactions and EFT 

payments on system

2. Provide recording, authorisation, executing and reporting  

of payroll transactions

SNR ACCOUNTANT T

SUB-SECTION 

CREDITORS

PURPOSE: To provide recording, authorisation,  

executing and reporting of creditors, ad-hoc payments 

transactions and EFT payments on system

FUNCTIONS:

1. Accurate timeous payment of council’s creditors  

according to the approved budget and in compliance 

with all the council’s policies and Municipal Finance  

Management Act and other relevant prescripts

2. Implement and maintain expenditure processes and 

procedures, including adhoc payments, VAT, EFT, 

process invoices, master file of council creditors,  

outstanding orders, customer enquiries and filing

ACCOUNTANT T

CREDITORS

SNR CLERK T

SNR CLERK T

SNR CLERK T

DIRECT PAYMENTS

CLERK T

CLERK T

CLERK T

SUB-SECTION  

PAYROLL

PURPOSE: To provide recording, authorisation, executing  

and reporting of payroll transactions

FUNCTIONS:

1.  Compile and administer salary budget

2.  Handle staff queries, housing subsidies, deductions, pay 

group insurance, insurance policies, medical aid funds and  

pension funds

3. Administer third party payments

4. Pay salaries and wages, allowances, S&T claims

5. Capture and update details of employees on the payroll 

system, prepare and effect payment of salaries, balance 

control accounts for salaries, reconciliation

6. Create statistical reports, generate IRP 5’s, generate 

payroll

ACCOUNTANT T

SNR CLERK T SNR CLERK T

SNR CLERK T SNR CLERK T

NEW POST

SNR CLERK T

NEW POST
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DIVISION 

SUPPLY CHAIN MANAGEMENT (SCM)

PURPOSE: To manage supply chain management (SCM) services to 

ensure proper systems, policies, procedures and control for demand, 

acquisition, logistics, assets and disposal management

FUNCTIONS:

1. Render a demand management service

2. Render an acquisition management service

3. Render an acquisition management service for purchases lower 

than R30 000

4. Administer and perform SCM procurement contract and tender 

administration

5. Coordinate, control and apply logistics and disposal management 

practices and procedures in order to administer and manage the 

receipt, safeguarding and issuing of store items

6. Render management and line function administrative support 

services

SNR MANAGER: SCM T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

SNR CLERK T

SEE PAGE 26

SECTION

DEMAND MANAGEMENT

PURPOSE: To render a demand management 

service

SNR ACCOUNTANT T

SEE PAGE 27

SECTION

 ACQUISITION MANAGEMENT 

(ABOVE R30 000)

PURPOSE: To render acquisition 

management services

SNR ACCOUNTANT T

SEE PAGE 28

SECTION

ACQUISITION MANAGEMENT

(BELOW R30 000)

PURPOSE: To render acquisition 

management services for purchases lower 

than R30 000

SNR BUYER T

NEW POST

SECTION

STORES & DISPOSAL MANAGEMENT

PURPOSE: To coordinate, control and apply logistics and 

disposal management practices and procedures in order to 

administer and manage the receipt , safeguarding and issuing 

of store items

FUNCTIONS:

1. Apply logistics management practices

2. Execute prescribed procurement practices, orders, 

requisitions, assessing patrons’ needs, dispatch goods

3. Administer and control specific accounting procedures 

associated with disposal management

4. Administer the disposal of obsolete items/ goods and 

maintain a database of redundant materials/ goods

ACCOUNTANT T

STORES 

ADMINISTRATOR

T

STORES ASSISTANT T

STORES ASSISTANT T
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SECTION

DEMAND MANAGEMENT

PURPOSE: To render a demand management service

FUNCTIONS:

1. Compile annual demand management plan

2. Develop procurement strategy

3. Perform needs analyses

4. Perform expenditure analysis with respect to payments,  

quotations and bids

5. Compile specifications and terms of reference

6. Maintain supplier database, perform market research and  

sourcing of suppliers

7. Perform commodity analysis

8. Render bid administrative support function to bid committees  

and maintain bid registers

9. Administer and perform SCM procurement contract and tender  

administration:

i) Administer tender administration, conditions of contracts and  

CIDB

ii) Perform SCM procurement contracts, risks and performance  

management processes

iii) Implement effective systems for contract, performance and risk  

management

iv) Develop legal framework for contract management and  

administration

v) Monitor and report on contracts

SNR ACCOUNTANT T

SCM DATABASE 

ADMINISTRATOR

T SCM SUPPLIER LIAISON 

OFFICER

T CLERK T

NEW POST

CLERK T

NEW POST
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SECTION

 ACQUISITION MANAGEMENT 

(ABOVE R30 000)

PURPOSE: To render acquisition management 

services

FUNCTIONS:

1. Formulate, implement and monitor the annual 

demand management plan (inclusive of strategic and 

operational procurement plan)

2. Process and apply bid systems to solicit responses 

in the form of quotations from suppliers/ vendors or 

service providers

3. Perform procurement function for department 

(inclusive of transversal bids) and facilitate the 

emergency procurement process

4. Execute procurement process compliance

6. Administer concluded contracts, interact with 

departments to establish conformance with 

specifications, terms and conditions and related legal 

aspects

7. Perform Bid operations, compilation, evaluation, 

adjudication, administration, maintenance of bid 

registers and bid reporting

SNR ACCOUNTANT T

SCM PRACTIONER T SCM PRACTIONER T SCM PRACTIONER T
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SECTION

ACQUISITION MANAGEMENT

(BELOW R30 000)

PURPOSE: To render acquisition management services 

for purchases lower than R30 000

FUNCTIONS:

1. Coordinate and control procurement and/ or 

purchasing sequences

2. Confirm capacity and capability of suppliers to meet 

specific requirements

3. Monitor compliance and perform supplier audits and 

performance evaluation

4. Collate and verify transactional documentation 

(requisitions, delivery notes,)

5. Provide detailing report on outstanding/ back orders 

and re-order status

6. Analyze inventory schedules to determine critical 

needs

SNR BUYER T

NEW POST

BUYER T BUYER T

BUYER T BUYER T

BUYER T BUYER T

NEW POST

BUYER T

NEW POST

BUYER T

NEW POST
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DIRECTORATE 

PLANNING & ECONOMIC DEVELOPMENT

PURPOSE: To ensure the functional and proactive planning and 

implementation of the municipality's constitutional obligation pertaining 

to environmental, social and economic development

FUNCTIONS:

1. Render development management services

2. Undertake development planning to address development challenges 

and facilitate sustainable development

3. Provide integrated human settlements administration and support 

services to address the housing needs in the area

4. Render administrative support services and ensure implementation of 

electronic and digital application systems

DIRECTOR: PLANNING & ECONOMIC DEVELOPMENT SECT. 57

SEE PAGE 30

DIVISION 

DEVELOPMENT MANAGEMENT

PURPOSE: To render development management 

services

SNR MANAGER: DEVELOPMENT 

MANAGEMENT

T

NEW POST

SEE PAGE 33

DIVISION 

DEVELOPMENT PLANNING

PURPOSE: To undertake development planning to 

address development challenges and facilitate 

sustainable development

SNR MANAGER: DEVELOPMENT PLANNING T

NEW POST

SEE PAGE 36

DIVISION 

INTEGRATED HUMAN SETTLEMENTS

PURPOSE: To provide integrated human 

settlements administration and support services to 

address the housing needs in the area

SNR MANAGER: INTEGERATED HUMAN 

SETTLEMENTS

T

SEE PAGE 39

SECTION

ARCHIVES & ADMINISTRATIVE SUPPORT

PURPOSE: To render administrative support 

services and ensure implementation of 

electronic and digital application systems

MANAGER: ARCHIVES & 

ADMINISTRATIVE SUPPORT

T
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DIVISION 

DEVELOPMENT MANAGEMENT

PURPOSE: To render development management services

FUNCTIONS:

1. Administer, uphold and ensure compliance with municipal planning and related legislation and by-

laws, policies and guidelines and ensure and enforce compliance with all relevant legisaltion and  

resolutions in order to create a safe and attractive environment

2. Administer, uphold and ensure compliance with building regulations and related by-laws, polices  

and guidelines and ensure and enforce compliance of Building Plan Permissions in order to create a  

safe and attractive built environment

3. Obtain, process, research and manage development information in support of development  

planning and management

4. Render management and line function administrative support services

SNR MANAGER: DEVELOPMENT MANAGEMENT T

NEW POST

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics,  

analyses and reporting services

ADMIN ASSISTANT T

NEW POST

SEE PAGE 31

SECTION

LAND USE MANAGEMENT

PURPOSE: To administer, uphold and ensure compliance with municipal  

planning and related legislation and by-laws, policies and guidelines and  

ensure and enforce compliance with all relevant legisaltion and  

resolutions in order to create a safe and attractive environment

MANAGER: LAND USE MANAGEMENT T

SEE PAGE 32

SECTION

BUILDING DEVELOPMENT MANAGEMENT

PURPOSE: To administer, uphold and ensure compliance with  

building regulations and related by-laws, polices and guidelines  

and ensure and enforce compliance of Building Plan Permissions in  

order to create a safe and attractive built environment

MANAGER: BUILDING DEVELOPMENT MANAGEMENT T

SECTION

DEVELOPMENT INFORMATION (GIS)

PURPOSE: To obtain, process, research and manage 

development information in support of development  

planning and management

FUNCTIONS:

1. Manage and maintain development information systems

2. Produce related topical planning reports

3. Implement the spatial and land use Geographical  

Information System (GIS) in collaboration with ICT

4. Edit, create and maintain the geographic and tabular GIS  

databases

5. Ensure and verify integrity, quality and accuracy of GIS  

information and data

MANAGER: DEVELOPMENT INFORMATION (GIS) T

NEW POST

GIS TECHNICIAN T GIS DATABASE 

ADMINISTRATOR

T

NEW POST
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SECTION

LAND USE MANAGEMENT

PURPOSE: To administer, uphold and ensure compliance with municipal planning and  

related legislation and by-laws, policies and guidelines and ensure and enforce  

compliance with all relevant legisaltion and resolutions in order to create a safe and  

attractive environment

FUNCTIONS:

1. Manage the provisioning of effective urban land use management services

2. Manage the provisioning of effective rural land use management services

3. Perform committee and secretariat functions related to municipal planning tribunal  

and process land development applications

MANAGER: LAND USE MANAGEMENT T

ADMIN ASSISTANT T

NEW POST

INTERNS

SUB-SECTION 

URBAN LAND USE MANAGEMENT

PURPOSE: To manage the provisioning of effective urban land use management  

services

FUNCTIONS:

1.  Ensure consistency of land use applications with regard to legislative and policy  

prescripts

2.  Ensure land use audit and risk management of land use applications

3.  Provide land use legislation advisory service and ensure compliance and  

consistency of land use application processes with national and provincial  

legislation, e.g. (i) Spatial Planning and Land Use Management Act (SPLUMA) and  

Regulations; (ii) Land Use Planning Act (LUPA)

4.  Assessing, evaluating and compiling reports for  consideration on land use  

applications regarding rezoning, consent uses,  departures, closures (road/public  

places), removal of restrictive conditions, subdivisions and consolidation and  

township aplications

5.   Developing and implementing  policies to  guide land use management  Issuing  

of clearance and zoning certificates in accordance with regulation 38 of Ordinance  

19/1986 to ensure that Town Planning regulations are adhered to

6.  Engage and comment on land use applications, proposals and policies of the  

adjacent municipal areas, state departments as well as internal departments

7.  Conduct planning inspections, investigations and issue compliance certificates

CUSTOMER 

INTERFACE OFFICER

T

NEW POST

SHARED POSITION WITH: 

URBAN & RURAL SUB-SECTIONS

REGION A

SNR PLANNER

TOWN PLANNER T ADMIN OFFICER T

REGION B

SNR PLANNER

TOWN PLANNER T ADMIN OFFICER T

SNR ADMIN OFFICER T
SNR LAND USE 

INSPECTOR

T

LAND USE 

INSPECTOR

T
ADMIN OFFICER T

SUB-SECTION 

RURAL LAND USE MANAGEMENT

PURPOSE: To manage the provisioning of effective rural land use management  

services

FUNCTIONS:

1.  Ensure consistency of land use applications with regard to legislative and policy  

prescripts

2.  Ensure land use audit and risk management of land use applications

3.  Provide land use legislation advisory service and ensure compliance and  

consistency of land use application processes with national and provincial  

legislation, e.g. (i) Spatial Planning and Land Use Management Act (SPLUMA) and  

Regulations; (ii) Land Use Planning Act (LUPA)

4.  Assessing, evaluating and compiling reports for  consideration on land use  

applications regarding rezoning, consent uses,  departures, closures (road/public  

places), removal of restrictive conditions, subdivisions and consolidation and  

township aplications

5.   Developing and implementing  policies to  guide land use management  Issuing  

of clearance and zoning certificates in accordance with regulation 38 of Ordinance  

19/1986 to ensure that Town Planning regulations are adhered to

6.  Engage and comment on land use applications, proposals and policies of the  

adjacent municipal areas, state departments as well as internal departments

7.  Conduct planning inspections, investigations and issue compliance certificates

REGION A

SNR PLANNER

TOWN PLANNER T ADMIN OFFICER T

REGION B

SNR PLANNER

TOWN PLANNER T ADMIN OFFICER T

NEW POST

SNR ADMIN OFFICER T

NEW POST

SNR LAND USE 

INSPECTOR

T

NEW POST

LAND USE 

INSPECTOR

T

NEW POST

ADMIN OFFICER T

NEW POST

SUB-SECTION 

MUNICIPAL PLANNING TRIBUNAL

PURPOSE: To perform committee and secretariat functions  

related to municipal planning tribunal and process land  

development applications

FUNCTIONS:

1. Process applications on land use management system

2. Calculate advertising fees; invoicing of advertising fees and  

costs; issuing of receipts for application of advertising fees;  

advertising (includes liaising with the newspapers; obtaining  

quotes and order numbers)

3. Receive, process and send general correspondence

4. Receive and log appeals; consult with public and deal with  

general enquiries

5. Issue subdivision clearance and update all registers

6. Advice centre support, render committee/secretariat  

functions for the MPT and liaise with MPT members

7. Ensure compliance with statutory provisions and execution  

of all activities relating to the administration of land  

development applications and recording thereof

SNR ADMIN OFFICER T

ADMIN OFFICER T
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SECTION

BUILDING DEVELOPMENT MANAGEMENT

PURPOSE: To administer, uphold and ensure compliance with 

building regulations and related by-laws, polices and guidelines and 

ensure and enforce compliance of Building Plan Permissions in order 

to create a safe and attractive built environment

FUNCTIONS:

1. Ensure compliance and related law enforcement of building works 

with approved building plans, statutory requirements and approvals

2. Uphold the Building Regulations and applicable by-laws, policies 

and guidelines in the approval of building plans

3. Receive and verify information recorded on applications from 

clients

MANAGER: BUILDING DEVELOPMENT MANAGEMENT T

ADMIN ASSISTANT T

SUB SECTION 

BUILDING CONTROL & INSPECTORATE

PURPOSE: To ensure compliance and related law enforcement 

of building works with approved building plans, statutory 

requirements and approvals

FUNCTIONS:

1. Make recommendations to the Council, regarding any plans, 

specifications, documents and information submitted to the 

Council in terms of relevant legislation

2. Ensure that any instruction given in terms of the Act by the 

Council, be carried out

3. Inspect the erection of a building and any activity or matters 

connected therewith, in respect of which approval referred to 

relevant legislation was granted

4. Report to Council regarding non-compliance with any 

conditions

PROFESSIONAL OFFICER: BUILDING CONTROL T

CHIEF BUILDING 

INSPECTOR

T

SNR BUILDING 

INSPECTOR

T

SNR BUILDING 

INSPECTOR

T

BUILDING 

INSPECTOR

T

CHIEF BUILDING 

INSPECTOR

T

SNR BUILDING 

INSPECTOR

T

SNR BUILDING 

INSPECTOR

T

NEW POST

BUILDING 

INSPECTOR

T

SUB-SECTION 

BUILDING PLAN APPROVALS

PURPOSE: To uphold the Building Regulations and applicable by-laws, 

policies and guidelines in the approval of building plans

FUNCTIONS:

1. Coordinate and control administrative functions and attend to the 

implementation of procedures, building plan circulation, pre-scrutiny 

of building plan applications and administrative functions

2. Serve the customer interface in providing a professional service to 

the public in respect to the receiving of building plan applications and 

to ensure that the technical and administrative integrity of submitted 

applications

3. Process the received building plan applications in terms of the 

relevant legislation as well as policies and to ensure that statutory 

decision-making processes pertaining to the applications are dealt with 

in a manner that satisfy statutory requirements

CHIEF PLANS EXAMINER T

NEW POST

PLANS EXAMINER T PLANS EXAMINER T

NEW POST

SUB-SECTION 

PLANNING ADMINISTRATION

PURPOSE: To receive and verify information recorded on 

applications from clients

FUNCTIONS:

1. Interact with clients on outstanding information

2. Inform clients on building plan process and progress and 

check accuracy of data on specific applications

3. Perform administrative functions associated with building 

plan process

4. Implement approved workflow processes, procedures and 

documentation

5. Render effective implementation of the collaborator and 

liaise with Registry in order to allow adherence to the relevant 

legislation

SNR ADMIN OFFICER T

BUILDING PLAN 

ADMINISTRATOR

T BUILDING PLAN 

ADMINISTRATOR

T

BUILDING PLAN 

ADMINISTRATOR

T BUILDING PLAN 

ADMINISTRATOR

T

NEW POST

CUSTOMER INTERFACE 

OFFICER

T

5/8 NEW POST
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DIVISION 

DEVELOPMENT PLANNING

PURPOSE: To undertake development planning to address development challenges and facilitate sustainable 

development

FUNCTIONS:

1. Plan and coordinate master plans and spatial development frameworks to ensure sustainable, functional, 

liveable, safe and integrated towns and rural areas

2. Plan and develop a coherent and integrated framework for local economic development and tourism

3. Ensure the preservation, promotion of awareness and management of the heritage resources in terms of 

statutory requirements and related by-laws, policies and guidelines

4. Render management and line function administrative support services

SNR MANAGER: DEVELOPMENT PLANNING T

NEW POST

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN ASSISTANT T

NEW POST

SEE PAGE 34

SECTION

SPATIAL PLANNING

PURPOSE: To plan and coordinate master 

plans and spatial development frameworks 

to ensure sustainable, functional, liveable, 

safe and integrated towns and rural areas

MANAGER: SPATIAL PLANNING T

SEE PAGE 35

SECTION

ECONOMIC DEVELOPMENT & TOURISM

PURPOSE: To plan and develop a coherent 

and integrated framework for local 

economic development and tourism

MANAGER: LOCAL ECONOMIC 

DEVELOPMENT & TOURISM

T

SECTION 

HERITAGE RESOURCE MANAGEMENT

PURPOSE: To ensure the preservation, promotion of 

awareness and management of the heritage resources in 

terms of statutory requirements and related by-laws, 

policies and guidelines

FUNCTIONS:

1. Develop and maintain a heritage register

2. Develop and implement a Heritage Management Plan

3. Promote and raise awareness of heritage resources

4. Facilitate integrated decision making affecting heritage 

resources

5. Liaise with all stakeholders including Heritage Ward 

Committee's, local heritage organisations and local 

communities

SNR HERITAGE PLANNER T

HERITAGE OFFICER T

NEW POST
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SECTION

SPATIAL PLANNING

PURPOSE: To plan and coordinate master plans and spatial development 

frameworks to ensure sustainable, functional, liveable, safe and integrated towns 

and rural areas

FUNCTIONS:

1. Plan and facilitate a desirable spatial manifestation for sustainable development 

and quality living environments

2. Conduct research, studies and investigations and draft spatial and development 

plans, strategies, policies and guidelines for the urban, rural and regional context

3. Identify, research, plan, coordinate, execute and facilitate strategic planning and 

multi-disciplinary projects

4. Provide information and advice to decision makers on strategic spatial planning 

issues

5. Develop and implement the Spatial Development Framework

6. Provide land use legislation advisory service and ensure compliance and 

consistency of land use application processes with national and provincial 

legislation, e.g. (i) Spatial Planning and Land Use Management Act ( SPLUMA) and 

Regulations; (ii) Land Use Planning Act (LUPA)

7. Pro-active planning of municipal development projects to ensure readiness for in 

keeping with the IDP:

i) Authorize processes for municipal projects

ii) Perform project management for planning projects

iii) Draughting & architectural services

iv) Rural development policy implementation

MANAGER: SPATIAL PLANNING T

PLANNING

SNR SPATIAL PLANNER T

SPATIAL PLANNER T URBAN DESIGNER T

NEW POST

PROJECTS PLANNING

SNR PLANNER T

NEW POST

ARCHITECTURAL / ENGINEERING 

TECHNICIAN

T

NEW POST

ADMIN OFFICER T
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SECTION

ECONOMIC DEVELOPMENT & TOURISM

PURPOSE: To plan and develop a coherent and integrated framework for local  

economic development and tourism

FUNCTIONS:

1. Identify sustainable LED initiatives

2. Constant engagement with Tourism associations to ensure alignment with the  

LED strategy of the municipality

3. Build relationships and linkages with other spheres of government, other  

stakeholders such University of Stellenbosch and local and international partners  

regarding tourism and LED initiatives

4. Liaison with LED stakeholders

5. Provision of economic data and research

6. Coordinate the economic development to ensure the functionality is capable of  

supporting Council's objectives through recognition of immediate priorities and  

longer term interventions:

i) Business development, project implementation and policy development

ii) Agricultural support, rural development and tourism

iii) Informal trading, economic hubs, project Implementation, policy  

development, markets and liquor

iv) Economic research and business intelligence

7. Facilitate sustainable community based projects and capacity building  

programs linked to the IDP/EPWP

MANAGER: LOCAL ECONOMIC DEVELOPMENT & TOURISM T

ADMIN ASSISTANT T

BUSINESS DEVELOPMENT

SNR ED OFFICER T

NEW POST

AGRICULTURAL SUPPORT, RURAL 

DEVELOPMENT & TOURISM

SNR ED OFFICER T

INFORMAL TRADING, ECONOMIC 

HUBS, MARKETS & LIQUOR

SNR ED OFFICER T

ED OFFICER T

ECONOMIC RESEARCH & BUSINESS 

INTELLIGENCE

SNR ED OFFICER T

NEW POST

EPWP/ SMME

SNR ED OFFICER T

DATABASE CAPTURER T

NEW POST
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DIVISION 

INTEGRATED HUMAN SETTLEMENTS

PURPOSE: To provide integrated human settlements administration  

and support services to address the housing needs in the area

FUNCTIONS:

1. Implement strategic objectives of Council pertaining informal  

settlements and projects to ensure integration with IDP and IHS Plan

2. Manage the administrative processes of housing applications and  

provisioning to ensure proper service delivery to the community

3. Render management and line function administrative support  

services

SNR MANAGER: INTEGERATED HUMAN SETTLEMENTS T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line  

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics,  

analyses and reporting services

SNR CLERK T

SEE PAGE 37

SECTION 

INFORMAL SETTLEMENTS

PURPOSE: To implement strategic objectives  

of Council pertaining informal settlements  

and projects to ensure integration with IDP  

and IHS Plan

MANAGER: INFORMAL SETTLEMENTS T

SEE PAGE 38

SECTION 

HOUSING ADMINISTRATION

PURPOSE: To manage the administrative  

processes of housing applications and  

provisioning to ensure proper service  

delivery to the community

MANAGER: HOUSING 

ADMINISTRATION

T
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SECTION 

INFORMAL SETTLEMENTS

PURPOSE: To implement strategic objectives of Council pertaining  

informal settlements and projects to ensure integration with IDP and IHS  

Plan

FUNCTIONS:

1. Monitor and provide data management

2. Render community facilitation and administration

MANAGER: INFORMAL SETTLEMENTS T

SNR CLERK T

SUB-SECTION 

MONITORING & DATA MANAGEMENT

PURPOSE: To monitor and provide data management

FUNCTIONS:

1. Enumeration and updating of informal settlements register

2. Numbering of informal structures

3. Database verification process during emergencies/ disasters

4. Monitoring in informal settlements (area based)

5. Identification and referral of needs in informal settlements

6. Regularisation of informal settlements into

7. Transitional residential settlement areas/ re-blocking approach

SNR ADMIN OFFICER

ADMIN OFFICER T

SUB-SECTION 

COMMUNITY FACILITATION & ADMINISTRATION

PURPOSE: To render community facilitation and administration

FUNCTIONS:

1. Identification and referral of needs in informal settlements

2. Community liaison/ facilitation

3. Provide education on tenure rights

4. Give support in complying with building regulations and safety and  

health regulations

5. Database verification process during emergencies/ disasters

SNR ADMIN OFFICER T

AREA A

SNR FIELD OFFICER T

FIELD OFFICER T

FIELD OFFICER T

FIELD OFFICER T

AREA B

SNR FIELD OFFICER T

FIELD OFFICER T

FIELD OFFICER T

FIELD OFFICER T

AREA C

SNR FIELD OFFICER T

FIELD OFFICER T

FIELD OFFICER T

FIELD OFFICER T
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SECTION 

HOUSING ADMINISTRATION

PURPOSE: To manage the administrative processes of housing 

applications and provisioning to ensure proper service delivery to the 

community

FUNCTIONS:

1. AdmInister public and staff rental housing stock

2. Administer waiting list, housing demand database and title deeds  

registration ( RDP & scheme houses)

3. Management of social housing stock and stakeholder relationships 

(National and Provincial Human Settlements, SHRA (Social Housing 

Regulatory Authority), NASHO (National Association of Social Housing 

Organisations), SHI’s (Social Housing Institutions) and SLA’s with SHI’s

MANAGER: HOUSING ADMINISTRATION T

SNR CLERK T
RECEPTIONIST/ 

SWITCHBOARD

T

OFFICE ASSISTANT T OFFICE ASSISTANT T

SUB-SECTION 

HOUSING STOCK

PURPOSE: To admInister public and staff rental housing stock

FUNCTIONS:

1. Allocation and lease management of public and staff rental housing units

2. Development and implementation of policies and procedures

3. Administer property inspections, surveys, interviews and SLA's with SHI's

4. Housing consumer education training to members of the public

5. Allocation of vacant units, lease agreements and TRA's and emergency housing 

areas

6. Cleaning and maintenance of grounds, passages and staircases

HOUSING ADMINISTRATOR T

SNR HOUSING 

OFFICER

T

HOUSING OFFICER T HOUSING OFFICER T

FOREMAN T

SNR SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T

SNR SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

SUB-SECTION 

HOUSING SUPPORT & DEMAND

PURPOSE:  To administer waiting list, housing demand 

database and title deeds  registration ( RDP & scheme 

houses)

FUNCTIONS:

1. Administration of housing demand database and 

maintenance of the housing waiting list

2. Registration, updating of  housing applications

3. Housing consumer education, promotion of home 

ownership and social cohesion programme

4. Transfer of  state funded residential properties

ADMIN OFFICER T

SNR HOUSING OFFICER T HOUSING OFFICER T

CLERK T CLERK T

CONVEYANCER CLERK T
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SECTION

ARCHIVES & ADMINISTRATIVE SUPPORT

PURPOSE: To render administrative support services and 

ensure implementation of electronic and digital application 

systems

FUNCTIONS:

1. Render decentralised archive/registry services

2. Provide administrative / auxiliary support and client services

3. Provide comprehensive knowledge/ information 

management services

MANAGER: ARCHIVES & ADMINISTRATIVE SUPPORT T

SUB-SECTION 

ARCHIVES & REGISTRY

PURPOSE: To render decentralised archive/registry services

FUNCTIONS:

1. Implement processes, procedures and documentation to allow adherence to 

the relevant legislation and update registers

2. Render decentralised archive services and support

3. Render effective implementation of the document management system 

(electronic and hard copy) and liaise with main registry in order to allow 

adherence to the relevant legislation

4. Scanning/reproducing of incoming correspondence on collaborator

5. Opening new files on development applications

6. Opening of new building plan files on building plan applications

7. Filing and distribution of correspondence

8. Administer pending book and updating of registers

SNR ADMIN OFFICER T

SNR ARCHIVE OFFICER T

ARCHIVE OFFICER T

ARCHIVE OFFICER T

ARCHIVE OFFICER T

ARCHIVE OFFICER T

SUB-SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To provide administrative / auxiliary support and client 

services

FUNCTIONS:

1. Interact with clients on outstanding information

2. Inform clients on building plan process and progress and check 

accuracy of data on specific applications

3. Perform administrative functions  associated with building plan 

processing

4. Render management and line function executive support services to 

the directorate:

i) Provide executive support services

ii) Provide logistic/secretarial support services

iii) Provide planning, research, analyses and reporting services to the 

Director

ADMIN OFFICER T

OFFICE ASSISTANT/ CLEANER T
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DIRECTORATE 

INFRASTRUCTURE SERVICES

PURPOSE: To manage infrastructure services provisioning in order to ensure the  

rendering of sustainable and affordable services to the community

FUNCTIONS:

1. Manage the rendering of water services to provide bulk and potable water and  

sanitation services to the community

2. Manage the provisioning of infrastructure planning, development, implementation,  

roads, streets, storm water, public transport and traffic engineering services

3.  Manage the provisioning and maintenance of electrical and mechanical services

4.  Manage the rendering of waste management services in accordance with applicable  

legislation, by-laws and standards

5. Render management and line function administrative support services to the  

directorate

6. Render management and line function executive support services to the directorate

DIRECTOR: INFRASTRUCTURE SERVICES SECT. 57

SECTION 

EXECUTIVE SUPPORT

PURPOSE: To render management and line 

function executive support services to the  

directorate

FUNCTIONS:

1. Provide executive support services

2.  Provide logistic/ secretarial support 

services

3. Provide planning, research, analyses and 

reporting services to the Director

PERSONAL ASSISTANT T

SEE PAGE 41

BRANCH 

WATER & WASTEWATER SERVICES

PURPOSE: To manage the rendering of water services  

to provide bulk and potable water and sanitation  

services to the community

DEPUTY DIRECTOR: WATER & WASTEWATER 

SERVICES

T

SEE PAGE 54

BRANCH

INFRASTRUCTURE DEVELOPMENT & RTS

PURPOSE: To manage the provisioning of 

infrastructure planning, development,  

implementation, roads, streets, storm water, public 

transport and traffic engineering services

DEPUTY DIRECTOR: INFRASTRUCTURE 

DEVELOPMENT & RTS

NEW POST SEE PAGE 62

DIVISION 

ELECTRO-TECHNICAL SERVICES

PURPOSE: To manage the 

provisioning and maintenance of 

electrical and mechanical services

SNR MANAGER: ELECTRO-

TECHNICAL SERVICES

T

SEE PAGE 73

DIVISION 

WASTE MANAGEMENT

PURPOSE: To manage the rendering 

of waste management services in 

accordance with applicable 

legislation, by-laws and standards

SNR MANAGER: WASTE 

MANAGEMENT

T

SEE PAGE 78

SECTION 

SUPPORT SERVICES

PURPOSE: To render management and line 

function administrative support services to 

the directorate

MANAGER: SUPPORT SERVICES T
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BRANCH 

WATER & WASTEWATER SERVICES

PURPOSE: To manage the rendering of water services to provide bulk and potable water and sanitation services to the 

community

Functions:

1. Manage the maintenance of wastewater treatment plants

2. Manage the operation of water treatment works and plant to ensure potable water in compliance with the license 

agreement as issued by the Department of Water Affairs

3. Manage the operational processes with regard to water and wastewater networks

4. Provide planning, design and technical support services with regard to water and wastewater services

5. Maintain wastewater treatment plants / systems  and pump stations

6. Render management and line function administrative support services

DEPUTY DIRECTOR: WATER & WASTEWATER SERVICES T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide secretarial/ administrative/ logistical 

support services to the Deputy Director

2. Provide planning, research, analyses and 

reporting services to the Deputy Director

ADMIN OFFICER T

SNR CLERK T

SEE PAGE 42

DIVISION

WASTEWATER TREATMENT

PURPOSE:  To manage the maintenance of 

wastewater treatment plants in compliance 

with prescripts

SNR MANAGER: WASTEWATER 

TREATMENT

T

SEE PAGE 45

SECTION 

WATER TREATMENT

PURPOSE:  To manage the operation of water treatment 

works and plant to ensure potable water in compliance 

with prescripts and license agreement as issued by the 

Department of Water Affairs

MANAGER: WATER TREATMENT T

SEE PAGE 47

DIVISION

WATER & WASTEWATER OPERATIONS

PURPOSE:  To manage the operational 

processes with regard to water and 

wastewater network operations

SNR MANAGER: WATER & 

WASTEWATER OPERATIONS

T

SECTION 

WATER SERVICES PLANNING

PURPOSE:  To provide planning, design and technical support services with 

regard to water and waste water services

FUNCTIONS:

1. Plan, monitor, control and report on the design and construction of new 

bulk water infrastructure master plan with the aim to ensure continuous water 

supply, reducing maintenance cost and maximisation of capacity

2. Develop, update, implement, monitor and maintain a maintenance / 

operational plan of water purification plants to optimise potable water 

production.

3. Develop policies, service standards and regulatory requirements for water 

service provisioning in compliance to legislation

4. Compile and update potable water services by-laws and regulations

5. Assist with the develop and updating of an asset and asset maintenance 

management system

6. Perform Quality Control reporting functions with regard to Blue & Green 

Drop

MANAGER: PLANNING, DESIGN AND SUPPORT T

ADMIN OFFICER T

WATER DEMAND 

MANAGEMENT/ LOSS CONTROL/ 

METER MANAGEMENT/ 

REGULATION COMPLIANCE

CHIEF ENGINEERING 

TECHNICIAN

T

SNR TECHNICIAN T

SNR TECHNICIAN T

TECHNICIAN T

WATER & SANITATION

 INFRASTRUCTURE PLANNING & 

DESIGN

CHIEF ENGINEERING 

TECHNICIAN

T

WATER & SANITATION 

INFRASTRUCTURE SUPPORT & 

PROJECT MANAGEMENT

CHIEF ENGINEERING 

TECHNICIAN

T

SUB-SECTION 

MAINTENANCE

PURPOSE:  To maintain wastewater treatment plants / systems  

and pump stations

FUNCTIONS:

1. Maintain the wastewater plants

2. Maintain pump station maintenance

3. Perform scheduled maintenance

SUPERINTENDENT T

STELLENBOSCH

MILLWRIGHT T

ELECTRICIAN T

HANDYMAN T

GENERAL WORKER T

NEW POST

RURAL

MILLWRIGHT T

ELECTRICIAN T

HANDYMAN T

GENERAL WORKER T

NEW POST
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DIVISION

WASTEWATER TREATMENT

PURPOSE:  To manage the maintenance of wastewater treatment plants in 

compliance with prescripts

FUNCTIONS:

1. Manage the maintenance and operation of wastewater treatment 

infrastructure to assure uninterrupted services

2. Manage the maintenance and operation of waste water treatment 

infrastructure to assure uninterrupted services

3. Render pollution control services to ensure acceptable water quality and 

standards

4. Perform quality control functions and ensure compliance with regard to 

Green Drop

SNR MANAGER: WASTEWATER TREATMENT T

SEE PAGE 43

SECTION

STELLENBOSCH 

WASTEWATER TREATMENT WORKS (WWTW)

CLASS A

PURPOSE: To manage the maintenance and 

operation of wastewater treatment 

infrastructure to assure uninterrupted services

MANAGER: STELLENBOSCH 

WASTEWATER TREATMENT WORKS

T

NEW POST

SEE PAGE 44

SUB-SECTION

RURAL 

WASTEWATER TREATMENT WORKS 

(WWTW)

PURPOSE: To manage the maintenance and 

operation of wastewater treatment 

infrastructure to assure uninterrupted 

services

SNR PROFESSIONAL OFFICER T

NEW POST

SUB-SECTION 

POLLUTION CONTROL

PURPOSE:  To render pollution control 

services to ensure acceptable water quality 

and standards

FUNCTIONS:

1. Ensure quality control of wastewater 

disposal

2. Render inspection services to monitor 

industrial effluent water and pollution to 

ensure compliance

SNR PROFESSIONAL OFFICER T

NEW POST

POLLUTION CONTROL OFFICER T

POLLUTION CONTROL OFFICER T

POLLUTION CONTROL OFFICER T

NEW POST

SNR CLERK T

SNR CLERK T

Page 376



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

43

SECTION

STELLENBOSCH 

WASTEWATER TREATMENT WORKS (WWTW)

CLASS A

PURPOSE: To manage the maintenance and operation of wastewater 

treatment infrastructure to assure uninterrupted services

FUNCTIONS:

1. Treat wastewater and disposal of by-products in accordance with legally 

prescribed standards

2. Perform cleaning and maintenance services to the wastewater treatment 

works

3. Render laboratory services to ensure acceptable water quality and standards

MANAGER: STELLENBOSCH 

WASTEWATER TREATMENT WORKS

T

NEW POST

CLERK T

RECEPTIONIST T

TREATMENT WORKS

SNR SUPERINTENDENT

CLASS V

T

MAINTENANCE

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

OPERATORS

DIGGER OPERATOR T

DRIVER T

PROCESS CONTROLLERS

PROCESS CONTROLLER

CLASS V

T PROCESS CONTROLLER

CLASS V

T

PROCESS CONTROLLER

CLASS V

T PROCESS CONTROLLER

CLASS V

T

PROCESS CONTROLLER

CLASS V

T PROCESS CONTROLLER

CLASS IV

T

PROCESS CONTROLLER

CLASS IV

T PROCESS CONTROLLER

CLASS IV

T

PROCESS CONTROLLER

CLASS IV

T

NEW POST

TRAINEE OPERATOR T TRAINEE OPERATOR T

TRAINEE OPERATOR T TRAINEE OPERATOR T

TRAINEE OPERATOR T TRAINEE OPERATOR T

TRAINEE OPERATOR T TRAINEE OPERATOR T

TRAINEE OPERATOR T

NEW POST

RAITHBY

CLASS

PROCESS CONTROLLER

CLASS II

T

PROCESS CONTROLLER

CLASS II

T

PROCESS CONTROLLER

CLASS II

T

PROCESS CONTROLLER

CLASS II

T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

GROUND MAINTENANCE

FOREMAN T

LEADING HAND T SMALL PLANT OPERATOR T

SMALL PLANT OPERATOR T SMALL PLANT OPERATOR T

SMALL PLANT OPERATOR T SMALL PLANT OPERATOR T

SMALL PLANT OPERATOR T SMALL PLANT OPERATOR T

SMALL PLANT OPERATOR T SMALL PLANT OPERATOR T

SMALL PLANT OPERATOR T SMALL PLANT OPERATOR T

SMALL PLANT OPERATOR T SMALL PLANT OPERATOR T

LABORATORY SERVICES

SNR LABORATORY 

TECHNICIAN

T

LAB TECHNICIANS/ 

LAB ASSISTANT

LAB TECHNICIAN T

LAB TECHNICIAN T

LAB ASSISTANT T

LAB ASSISTANT T

SAMPLERS

SAMPLER T

SAMPLER T
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SUB-SECTION

RURAL 

WASTEWATER TREATMENT WORKS (WWTW)

PURPOSE: To manage the maintenance and operation of wastewater treatment 

infrastructure to assure uninterrupted services

FUNCTIONS:

1. Treat wastewater and disposal of by-products in accordance with legally 

prescribed standards

2. Perform cleaning and maintenance services to the wastewater treatment works

3. Provide maintenance of sewerage pumps, pump stations and render a 

sewerage tanker services in outlying areas

SNR PROFESSIONAL OFFICER T

NEW POST

KLAPMUTS 

CLASS

ASST SUPERINTENDENT T

CLASS V

KLAPMUTS 

CLASS

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T

NEW POST

PROCESS CONTROLLER

CLASS III

T

NEW POST

PROCESS CONTROLLER

CLASS III

T

NEW POST

PROCESS CONTROLLER

CLASS III

T

NEW POST

TRAINEE OPERATOR T TRAINEE OPERATOR T

TRAINEE OPERATOR T TRAINEE OPERATOR T

PNIEL 

CLASS

PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

WEMMERSHOEK

CLASS

ASST SUPERINTENDENT T

CLASS

PROCESS CONTROLLER

CLASS IV

T

PROCESS CONTROLLER

CLASS IV

T

PROCESS CONTROLLER

CLASS IV

T

PROCESS CONTROLLER

CLASS IV

T

PROCESS CONTROLLER

CLASS IV

T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

TRAINEE OPERATOR T

PUMP STATIONS & TANKER 

SERVICE

ASST SUPERINTENDENT T

TANKER DRIVER T

GENERAL WORKER T

TANKER DRIVER T

GENERAL WORKER T

TANKER DRIVER T

GENERAL WORKER T

TANKER DRIVER T

GENERAL WORKER T

FOREMAN T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

LEADING HAND T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST
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SECTION 

WATER TREATMENT

PURPOSE:  To manage the operation of water treatment 

works and plant to ensure potable water in compliance with 

prescripts and license agreement as issued by the Department 

of Water Affairs

FUNCTIONS:

1. Manage the maintenance and operation of the water 

treatment works to assure uninterrupted services

2. Provide quality control services to ensure acceptable water 

quality and standards

MANAGER: WATER TREATMENT T

SEE PAGE 46

SUB-SECTION

WATER TREATMENT WORKS (WTW)

PURPOSE: To  manage the maintenance and 

operation of the water treatment works to assure 

uninterrupted services

SNR PROFESSIONAL OFFICER T

NEW POST

SUB-SECTION 

WATER QUALITY

PURPOSE: To provide quality control services to ensure acceptable water quality 

and standards

FUNCTIONS:

1. Ensure quality control of potable water

2. Render inspection services to monitor water quality for compliance

3. Initiate and manage water awareness and education programs in the 

municipal area

4. Perform quality control functions and ensure compliance with regard to Blue 

Drop

ASST SUPERINTENDENT T

WATER QUALITY 

CONTROLLER

T WATER QUALITY 

CONTROLLER

T

WATER QUALITY 

CONTROLLER

T WATER QUALITY 

CONTROLLER

T
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SUB-SECTION

WATER TREATMENT WORKS (WTW)

PURPOSE: To  manage the maintenance and operation of the water treatment 

works to assure uninterrupted services

FUNCTIONS:

1. Manage the maintenance and operation of bulk water treatment plants, 

systems and pump stations

2. Perform cleaning and maintenance services to the water treatment works

SNR PROFESSIONAL OFFICER T

NEW POST

PARADYSKLOOF 

WATER TREATMENT WORKS 

(WTW)

CLASS

ASST SUPERINTENDENT T

TREATMENT WORKS

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

GROUND MAINTENANCE

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

IDAS VALLEY

WATER TREATMENT WORKS 

(WTW)

CLASS

ASST SUPERINTENDENT T

TREATMENT WORKS

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

PROCESS CONTROLLER

CLASS III

T PROCESS CONTROLLER

CLASS III

T

MAINTENANCE

FOREMAN/ ARTISAN T

DIGGER OPERATOR T

GENERAL WORKER T GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST
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DIVISION

WATER & WASTEWATER OPERATIONS

PURPOSE:  To manage the operational processes with regard to water and wastewater 

network operations

FUNCTIONS:

1. Manage the distribution of potable water in a sustainable manner to satisfy the 

needs of consumers

2. Manage the operations and construction of waste water reticulation infrastructure 

to ensure a clean and healthy environment to the community in compliance with 

regulatory prescripts

3. Manage, monitor and administer maintenance contractors and EPWP/ MIG projects 

in conjunction with the relevant division within the directorate

4. Provide wastewater system compliance services to ensure operational activities are 

executed in accordance with prescribed quality standards

SNR MANAGER: WATER & WASTEWATER OPERATIONS T

SUB-SECTION 

WATER OPERATIONS

PURPOSE: To manage the distribution of potable water in a sustainable 

manner to satisfy the needs of consumers

FUNCTIONS:

1. Maintain the water distribution networks and pipelines

2. Manage the construction, maintenance of reservoirs and pump station 

maintenance

3. Manage, install and maintain the operation of bulk water meters

4. Render meter management

SNR PROFESSIONAL OFFICER T

NEW POST

SNR CLERK T

SEE PAGE 48

STELLENBOSCH 

WATER NETWORK

SNR SUPERINTENDENT T

SEE PAGE 49

OPERATIONS WATER

FRANSCHHOEK/ DWARSRIVIER/ 

KLAPMUTS

SUPERINTENDENT T

SEE PAGE 50

WATER BULK SUPPLY & 

PUMPSTATIONS

SNR SUPERINTENDENT T

SEE PAGE 51

WATER METERING

SUPERINTENDENT T

SUB-SECTION 

SEWER OPERATIONS

PURPOSE: To manage the operations and construction of waste water 

reticulation infrastructure to ensure a clean and healthy environment to 

the community in compliance with regulatory prescripts

FUNCTIONS:

1. Provide maintenance services for the wastewater networks

2. Manage the maintenance of sewerage pumps, ablution, pump stations 

and render a sewerage tanker services in outlying areas

SNR PROFESSIONAL OFFICER T

NEW POST

SNR CLERK T

NEW POST

SEE PAGE 52

STELLENBOSCH 

SEWER OPERATIONS

SNR SUPERINTENDENT T

SEE PAGE 53

SEWER OPERATIONS 

FRANSCHHOEK/ DWARSRIVIER/ 

KLAPMUTS

SUPERINTENDENT T

Page 381



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

48

STELLENBOSCH 

WATER NETWORK

SNR SUPERINTENDENT T

DRIVER T

NEW POST

ARTISAN/ FOREMAN T

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

SUPERVISOR T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

SUPERVISOR T

NEW POST

LEADING HAND T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

DIGGER LOADER 

OPERATOR

T
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OPERATIONS WATER

FRANSCHHOEK/ DWARSRIVIER/ 

KLAPMUTS

SUPERINTENDENT T

CLERK T

NEW POST

FRANSCHHOEK

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

MAINTENANCE

FRANSCHHOEK

SUPERVISOR T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

MAINTENANCE

KLAPMUTS

ARTISAN/ FOREMAN T

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

MAINTENANCE

DWARSRIVIER

ARTISAN/ FOREMAN T

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

DIGGER LOADER 

OPERATOR

T

NEW POST
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WATER BULK SUPPLY & 

PUMPSTATIONS

SNR SUPERINTENDENT T

SUPERVISOR T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

ARTISAN/ FOREMAN T

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

NEW POST

LEADING HAND T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

DRIVER T

GENERAL WORKER T
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WATER METERING

SUPERINTENDENT T

SNR CLERK T

NEW POST

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

NEW POST

LEADING HAND T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST
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STELLENBOSCH 

SEWER OPERATIONS

SNR SUPERINTENDENT T

CLERK T

SEWER NETWORK

SUPERINTENDENT T

JET MACHINE

OPERATOR T

GENERAL WORKER T

GENERAL WORKER T

MAINTENANCE

SUPERVISOR T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN/ FOREMAN T

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ABLUTION

ASST SUPERINTENDENT T

FOREMAN T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T

SUPERVISOR T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T
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SEWER OPERATIONS 

FRANSCHHOEK/ DWARSRIVIER/ 

KLAPMUTS

SUPERINTENDENT T

CLERK T

FRANSCHHOEK

ARTISAN/ FOREMAN T

LEADING HAND T

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

MAINTENANCE

FRANSCHHOEK

SUPERVISOR T

LEADING HAND T

NEW POST

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

MAINTENANCE

KLAPMUTS

ARTISAN/ FOREMAN T

ARTISAN ASST T

NEW POST

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

MAINTENANCE

DWARSRIVIER

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

MAINTENANCE

ARTISAN ASST T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

JET MACHINE

OPERATOR T

GENERAL WORKER T

GENERAL WORKER T
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BRANCH

INFRASTRUCTURE DEVELOPMENT & RTS

PURPOSE: To manage the provisioning of infrastructure planning,  

development, implementation, roads, streets, storm water, public  

transport and traffic engineering services

FUNCTIONS:

1. Manage the provisioning of infrastructure planning, development  

and implementation services

2. Manage the provisioning of roads, streets, storm water, public  

transport and traffic engineering services to enhance road safety and  

accessibility in favour of the community and other road users

3. Render management and line function administrative support  

services

DEPUTY DIRECTOR: INFRASTRUCTURE DEVELOPMENT & RTS

NEW POST

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line  

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics,  

analyses and reporting services

ADMIN OFFICER T

NEW POST

OFFICE ASSISTANT/ CLEANER T

NEW POST

SEE PAGE 55

DIVISION

INFRASTRUCTURE PLANNING, DEVELOPMENT & 

IMPLEMENTATION

PURPOSE: To manage the provisioning of infrastructure  

planning, development and implementation services

SNR MANAGER: INFRASTRUCTURE PLANNING,  

DEVELOPMENT & IMPLEMENTATION SERVICES

T

SEE PAGE 56

DIVISION 

ROADS, TRANSPORT & STORM WATER (RTS)

PURPOSE: To manage the provisioning of roads, streets,  

storm water, public transport and traffic engineering  

services to enhance road safety and accessibility in favour  

of the community and other road users

SNR MANAGER: ROADS, TRANSPORT & STORM  

WATER (RTS)

T
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DIVISION

INFRASTRUCTURE PLANNING, DEVELOPMENT & IMPLEMENTATION

PURPOSE: To manage the provisioning of infrastructure planning, 

development and implementation services

FUNCTIONS:

1. Manage the provisioning of project management services for the 

construction phase of capital /  external funded projects

2. Manage the provisioning of technical comments/ advise on town 

planning applications and sub-divisioning processes

3. Manage the provisioning of infrastructure planning and design 

services

4. Render management and line function administrative support 

services

SNR MANAGER: INFRASTRUCTURE PLANNING, DEVELOPMENT & 

IMPLEMENTATION SERVICES

T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide secretarial/ administrative/ logistical 

support services

2. Provide planning, research, analyses and 

reporting services

SNR CLERK T

SECTION 

INFRASTRUCTURE PLANNING & DESIGN

PURPOSE: To manage the provisioning of project 

management services for the construction phase of capital /  

external funded projects

FUNCTIONS:

1. Administer infrastructure master planning and systems

2. Perform long term infrastructure budgeting including MIG

3. Render informal settlements infrastructure planning, 

project initiation and conceptualisation (UISP, BNG, GAP, 

CRU's, social housing)

4. Render new and social housing infrastructure planning

5. Plan and design of infrastructure with the aim to ensure 

continuous service delivery, reducing maintenance cost and 

maximisation of capacity

MANAGER: INFRASTRUCTURE PLANNING T

NEW POST

SYSTEMS SPECIALIST T INFRASTRUCTURE DESIGNER T

INFRASTRUCTURE DESIGNER T DRAUGHTSMAN T

SECTION

 DEVELOPMENT

PURPOSE: To manage the provisioning of technical comments/ 

advise on town planning applications and sub-divisioning processes

FUNCTION:

1. Manage development applications

2. Render development contribution management

3. Coordinate development agreements

4. Investigate and comment on town planning/development and 

Bulk Infrastructure Contribution Levy (BICL)

5. Administer drawing office/ GIS services for the directorate

6. Render way-leave management

MANAGER: DEVELOPMENT T

PRINCIPAL TECHNICIAN T PRINCIPAL TECHNICIAN T

DRAWING OFFICE

TECHNICIAN T

GIS

TECHNICIAN T

FIELD INSPECTORS T FIELD INSPECTORS T

SECTION 

INFRASTRUCTURE IMPLEMENTATION

PURPOSE: To manage the provisioning of project management 

services for the construction phase of capital / maintenance / 

external funded projects

FUNCTIONS:

1. Render municipal housing/ build environment project 

implementation management,  monitoring, stakeholder 

management, social partnerships and community liaison

2. Manage informal settlements infrastructure implementation, 

project packaging and project management cycle

3. Manage new and sosial housing infrastructure development and 

implementation of housing pipeline

4. Facilitate new development infrastructure implementation

5. Coordinate and manage MIG project implementation and 

management

MANAGER: INFRASTRUCTURE IMPLEMENTATION T

PROJECT STAFF TO BE  DETERMINED 

PER PROJECT

ENGINEERING PROJECT 

MANAGER

T ENGINEERING PROJECT 

MANAGER

T ENGINEERING TECHNICIAN T
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DIVISION 

ROADS, TRANSPORT & STORM WATER (RTS)

PURPOSE: To manage the provisioning of roads, streets, storm water,  

public transport and traffic engineering services to enhance road  

safety and accessibility in favour of the community and other road  

users

FUNCTIONS:

1. manage the maintenance of roads, streets, bridges, sidewalks and  

irrigations systems  in accordance with laid down maintenance  

programs and standards

2. Manage the provisioning of transport planning and public transport  

services

3. Develop and implement public transport and transport plans, TDM  

projects and transport studies

4. Render management and line function administrative support  

services

SNR MANAGER: ROADS, TRANSPORT & STORM WATER (RTS) T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line  

function administrative support services

FUNCTIONS:

1. Provide secretarial/ administrative/ logistical 

support services

2. Provide planning, research, analyses and 

reporting services

SNR CLERK T

SEE PAGE 57

SECTION 

ROADS & STORM WATER

PURPOSE: To manage the maintenance of roads, streets,  

bridges, sidewalks and irrigations systems  in accordance  

with laid down maintenance programs and standards

MANAGER: ROADS, STORM WATER & BUILDING  

MAINTENANCE

T

SECTION

 TRANSPORT PLANNING & PUBLIC TRANSPORT

PURPOSE: To manage the provisioning of transport  

planning and public transport services

FUNCTIONS:

1. Plan, monitor and control transport planning and public  

trabsport to ensure integrated roads access and quality  

infrastructure

2. Manage and coordinate the planning of traffic  

engineering services to improve accessibility, traffic flow 

and traffic safety

MANAGER: TRANSPORT PLANNING & PUBLIC  

TRANSPORT

T

PRINCIPAL TECHNICIAN: ROAD  

PLANNING

T

SEE PAGE 61

SECTION 

TRAFFIC ENGINEERING

PURPOSE: To develop and implement public transport  

and transport plans, TDM projects and transport  

studies

MANAGER: TRAFFIC ENGINEERING T
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SECTION 

ROADS & STORM WATER

PURPOSE: To manage the maintenance of roads, streets, 

bridges, sidewalks and irrigations systems  in accordance 

with laid down maintenance programs and standards

FUNCTIONS:

1. manage the construction, repairs and maintenance of 

streets, bridges, sidewalks and municipal buildings in 

accordance with laid down maintenance programs and 

standards

2. manage the buildings, property, fences, structures & 

public facility maintenance programs of the municipality

3. plan, monitor and control the design and construction of 

roads and storm water infrastructure with the aim to 

ensure integrated roads access and quality infrastructure

MANAGER: ROADS, STORM WATER & BUILDING 

MAINTENANCE

T

OFFICE ASSISTANT T

SEE PAGE 58

SUB-SECTION

ROADS & STORM WATER

PURPOSE: To manage the construction, repairs and 

maintenance of streets, bridges, sidewalks and municipal 

buildings in accordance with laid down maintenance 

programs and standards

SUPERINTENDENT T

SUB-SECTION

TECHNICAL SUPPORT

PURPOSE: To plan, monitor and control the design and 

construction of roads and storm water infrastructure with the 

aim to ensure integrated roads access and quality infrastructure

FUNCTIONS:

1. Coordinate, plan and monitor the design and construction 

of roads, storm water and building maintenance master plan:  

i) Monitor encroachments

ii) Provide wayleaves

iii) Administer 3rd party claims

iv) Compile tender specifications

2. Profrom road operations: 

i) Priorities internal teams and external contractors

ii) Maintain PMS

iii) Perform road Inspections

iv) Review plans regarding roads

3. Coordinate storm water, bridges and irrigation 

water operations: 

i) Maintain storm water management plan

ii) Perform site inspections

iii) Review plans regarding storm water

4.  Perform regular inspections on facilities and compile 

maintenance programmes in terms of structures and provide 

engineering / technical project support

PRINCIPAL TECHNICIAN T

ROADS

TECHNICIAN T

STORM WATER

TECHNICIAN T

NEW POST
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SUB-SECTION

ROADS & STORM WATER

PURPOSE: To manage the construction, repairs and 

maintenance of streets, bridges, sidewalks and municipal 

buildings in accordance with laid down maintenance 

programs and standards

FUNCTIONS:

1. Coordinate and perform street construction and 

maintenance services

2. Coordinate and perform storm water construction and 

maintenance services

3. Coordinate, control and apply logistics management 

practices and procedures in order to administer and manage 

the receipt , safeguarding and issuing of store items

SUPERINTENDENT T

GENERAL WORKER T

SEE PAGE 59

ROADS & STORM WATER

PURPOSE: To coordinate and perform roads 

and storm water construction and 

maintenance services

ASST SUPERINTENDENT T

SEE PAGE 60

ROADS & STORM WATER 

OUTLYING AREAS

PURPOSE: To coordinate and perform 

general maintenance and smaller 

construction of storm water systems, 

smaller roads and sidewalk maintenance

ASST SUPERINTENDENT T

DEPOT STORE

PURPOSE: To coordinate, control and apply logistics 

management practices and procedures in order to 

administer and manage the receipt , safeguarding and 

issuing of store items

FUNCTIONS:

1. Apply logistics management practices

2. Administer the disposal of obsolete items/ goods and 

maintain a database of redundant materials/ goods

3.  Administer and control specific accounting procedures 

associated with asset and disposal management 

4. Liaise with SCM and stores section

CLERK T CLERK T

NEW POST
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ROADS & STORM WATER

PURPOSE: To coordinate and perform roads and storm water 

construction and maintenance services

FUNCTIONS:

1. Perform specialised road repair services

2. Pepair roads, sidewalks, storm water, drainage systems 

and road reserve maintenance services

3. Perform gravel road maintenance and repair services

4. Construct, clean and maintain of storm water systems 

with regards to structures and kerbs

5. Construct and maintain adequate and safe infrastructure 

for the handling and removal of storm water, blockages and 

debris from darinage systems

ASST SUPERINTENDENT T

ARTISAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

ARTISAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

TAR

SNR FOREMAN T

NEW POST

LEADING HAND T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

CONSTRUCTION

SNR FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T
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ROADS & STORM WATER 

OUTLYING AREAS

PURPOSE: To coordinate and perform general maintenance 

and smaller construction of storm water systems, smaller 

roads and sidewalk maintenance

FUNCTIONS:

1. Perform general smaller road repair

2. Perform road reserve maintenance services with regard to 

roads, streets and paving repair

3. Perform gravel road maintenance and repair services

4. Construct, clean and maintain of storm water systems 

with regards to structures and kerbs

5. Construct and maintain adequate and safe infrastructure 

for the handling and removal of storm water, blockages and 

debris from darinage systems

ASST SUPERINTENDENT T

STORM WATER/ 

RIVER INSPECTOR

T SNR ARTISAN 

JOINERY

T

WORKSHOP 

ASSISTANT

T

SUPERVISOR T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

FRANSCHHOEK

FOREMAN T

OPERATOR T

ARTISAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

FOREMAN T

OPERATOR T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

KAYAMANDI

FOREMAN T

SUPERVISOR T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

FOREMAN T

LEADING HAND T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

BLOCKAGE PREVENTION

FOREMAN T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T
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SECTION 

TRAFFIC ENGINEERING

PURPOSE: To develop and implement public transport and transport 

plans, TDM projects and transport studies

FUNCTIONS:

1. Perform calming and traffic surveying regarding technical 

applications

2. Perform road marking and signage services with regard to old/ 

new directional signals, signs, lines, street name displays, tourism 

signs erection and maintenance

3. Perform technical support regarding investigations related to 

traffic engineering

MANAGER: TRAFFIC ENGINEERING T

CLERK T

NEW POST

SUB-SECTION 

CALMING & SURVEYING

PURPOSE:  To perform calming and traffic surveying 

regarding technical applications

FUNCTIONS:

1. Perform technical applications related to roads, storm 

water, roadlines ansd signs maintenance and designs

2. Analyse and execute traffic calming measures

3. Collect traffic engineering data

4. Render traffic surveying

5. Perform technical planning and administrative support

TECHNICIAN T

SURVEY ASSISTANT T

SUB-SECTION 

ROAD MARKINGS & SIGNS

PURPOSE:  To perform road marking and signage services 

with regard to old/ new directional signals, signs, lines, 

street name displays, tourism signs erection and 

maintenance

FUNCTIONS:

1. Paint old/ new directional (traffic flow) signals, signs and 

lines on road surfaces

2. Erect and maintain street name displays and tourism signs

3. Use stencil boards as guide for lettering, numbering and 

marking

4. Safeguarding of road networks on construction site

5. Determine positions of new traffic lights

SUPERINTENDENT T

FOREMAN T

LEADING HAND/ 

SMALL PLANT OPP

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

FOREMAN T

LEADING HAND/ 

SMALL PLANT OPP

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

FOREMAN T

LEADING HAND/ 

SMALL PLANT OPP

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

SUB-SECTION 

TECHNICAL SUPPORT

PURPOSE:  To perform technical support regarding 

investigations related to traffic engineering

FUNCTIONS:

1. Perform technical investigations and administrative duties 

related to traffic engineering

2. Perform surveys and small designs related to road lines 

and signs

3.  Implement construction projects relating to roadlines and 

signs

4.  Ensure efficient and effective operations of traffic 

controls, traffic lights and time plans

CHIEF TECHNICIAN T

PROCESS CONTROLLER/ 

TECHNICIAN

T
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DIVISION 

ELECTRO-TECHNICAL SERVICES

PURPOSE: To manage the provisioning and maintenance of electrical 

and mechanical services

FUNCTIONS:

1. Manage the operation and maintenance of the electrical 

infrastructure to ensure an effective, safe and sufficient continuity of 

supply to the community in the Stellenbosch area

2. Monitor the planning, design and coordination of all construction 

work performed when installing new or improving existing electrical 

infrastructure

3. Manage the maintenance and operations of electricity meters, 

systems, loss control, house connections, inspections and client 

services

4. Manage the effective, efficient and economical operation of a 

mechanical workshop service to ensure the  readily availability of 

Council's plant, machinery and equipment

5. Render management and line function administrative support 

services

SNR MANAGER: ELECTRO-TECHNICAL SERVICES T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

SNR CLERK T

SEE PAGE 63

SECTION 

OPERATIONS & MAINTENANCE

PURPOSE: To manage the operation and maintenance of 

the electrical infrastructure to ensure an effective, safe 

and sufficient continuity of supply to the community in 

the Stellenbosch area

MANAGER: OPERATIONS & MAINTENANCE T

SEE PAGE 66

SECTION 

PLANNING, DESIGN, CONSTRUCTION & 

SERVICES

PURPOSE: To monitor the planning, design 

and coordination of all construction work 

performed when installing new or improving 

existing electrical infrastructure

MANAGER: PLANNING, DESIGN, 

CONSTRUCTION & SERVICES

T

SEE PAGE 69

SECTION

METERING, LOSS CONTROL & DWARSRIVIER

PURPOSE: To manage the maintenance and 

operations of electricity meters, systems, 

loss control, house connections, inspections 

and client services

MANAGER: METERING, LOSS CONTROL 

& DWARSRIVIER

T
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SECTION 

OPERATIONS & MAINTENANCE

PURPOSE: To manage the operation and maintenance of the electrical infrastructure to 

ensure an effective, safe and sufficient continuity of supply to the community in the 

Stellenbosch area

FUNCTIONS:

1. Provide administrative support to ensure effective implementation and control of 

operation & maintenance activities and efficient services to the client and public related 

services

2. Manage the operation and maintenance of the electrical HV/MV overhead lines and 

cable network in the municipal area

3. Manage the operation and maintenance of the HV/MV substations in the municipal area

4. Provide technical support for the implementation, monitoring, evaluation and reporting 

with regard to the HV/MV/LV infrastructure, operations and preventative maintenance 

schedules and programs

5. Evaluate and monitor the status of the network infrastructure to ensure adequate 

provision for the change in electricity demand for future growth of the municipal area

6. Monitor the performance of the network and implement upgrades to keep abreast with 

technological and improved safety developments

7. Manage the planning and implementation of operation and maintenance functions of 

the electrical network according to statutory requirements, legislation and standards 

related to the electrical distribution industry

MANAGER: OPERATIONS & MAINTENANCE T

SUB-SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To provide administrative support to ensure 

effective implementation and control of operation & 

maintenance activities and efficient services to the 

client and public related services

FUNCTIONS:

1. Provide administrative support to the Operations & 

Maintenance section

2. Capturing and ensure the maintenance of the 

complaints management system, time and attendance 

finger print system and filing system

3. Provide maintenance planning reports, statistical 

analysis reports for the section

SNR CLERK T

CLERK T

SEE PAGE 64

SUB-SECTION 

LINES AND CABLES

PURPOSE: To manage the operation and 

maintenance of the electrical HV/MV 

overhead lines and cable network in the 

municipal area

SUPERINTENDENT

SEE PAGE 65

SUB-SECTION 

SUBSTATION OPERATIONS & 

MAINTENANCE

PURPOSE: To manage the operation and 

maintenance of the HV/MV substations in 

the municipal area

SUPERINTENDENT

SUB-SECTION 

TECHNICAL SUPPORT

PURPOSE: To provide technical support for the implementation, 

monitoring, evaluation and reporting with regard to the HV/MV/LV 

infrastructure, operations and preventative maintenance schedules 

and programs

FUNCTIONS:

1. Perform network protection, monitor installations and 

maintenance of sub-stations

2. Maintenance and integrating of the plans and diagrams of the 

substations and relevant equipment

3. Performs HV/MV switching

4. Develop and maintain databases with relation to protection, 

installations, settings, scheduled maintenance, S.C.A.D.A. and relays

5. Control and monitor the Quality of Supply systems in the 

substations and provide analysis reports on performance and system 

fault events.

6. Grant permissions and issue instructions for "live" activities on the 

distribution network

7. Compile technical tender specifications and assist with the 

formulation of specific contracts and controls contractual 

obligations.

8. Conduct research into best practices for the operation and 

maintenance of electrical infrastructure applicable to Stellenbosch 

areas and ensuring the implementation thereof

PRINCIPAL TECHNICIAN T

NEW POST

TECHNICIAN
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SUB-SECTION 

LINES AND CABLES

PURPOSE: To manage the operation and maintenance of the 

electrical HV/MV overhead lines and cable network in the 

municipal area

FUNCTIONS:

1. Manage the operation and maintenance of the HV/MV/LV 

overhead lines and cables of the electrical infrastructure

2. Manage the operations and maintenance of the High 2. 

Implements planned preventative and routine maintenance 

operations and attend to service disruptions to ensure system 

efficiency

3. Analysing and interpreting progress reports, efficiency 

indicators and test performance results, establishing the need 

for investigations and/or adjustments to operating parameters 

and/or alerting management to variables impacting on supply

4. Monitor and maintenance of street furniture

5. Perform HV/MV switching operations

SUPERINTENDENT

ASST SUPERINTENDENT T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

OPERATOR T

ELECTRICAL ASSISTANT T
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SUB-SECTION 

SUBSTATION OPERATIONS & MAINTENANCE

PURPOSE: To manage the operation and maintenance of the 

HV/MV substations in the municipal area

FUNCTIONS:

1. Manage the operation and maintenance of the HV/MV 

substations of the electrical infrastructure

2. Implements planned preventative and routine maintenance 

operations and attend to service disruptions to ensure system 

efficiency

3. Analysing and interpreting progress reports, efficiency 

indicators and test performance results, establishing the need 

for investigations and/or adjustments to operating parameters 

and/or alerting management to variables impacting on supply

4. Provide support services to ensure sustainable electricity 

provisioning

5. Monitor and assist with the operation and control of the 

SCADA system in substations

6. Perform HV/MV switching operations

SUPERINTENDENT

ASST SUPERINTENDENT T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

OPERATOR T

ELECTRICAL ASSISTANT T
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SECTION 

PLANNING, DESIGN, CONSTRUCTION & SERVICES

PURPOSE: To monitor the planning, design and coordination of 

all construction work performed when installing new or 

improving existing electrical infrastructure

FUNCTIONS:

1.  Manage the maintenance and repairs of electrical network 

and installations on municipal buildings, facilities and 

streetlights as well as to attend to all electrical complaints of 

the public

2. Implement and coordinate all construction work performed 

when installing new or improving existing electrical 

infrastructure

3. Provide technical support on planning & design of all 

electrical infrastructure upgrades as well as new installations

4. Provide support re services & construction to ensure 

effective and efficient service delivery to the public

MANAGER: PLANNING, DESIGN, CONSTRUCTION & 

SERVICES

T

SEE PAGE 67

SUB-SECTION 

SERVICES

PURPOSE: To manage the maintenance and repairs of 

electrical network and installations on municipal 

buildings, facilities and streetlights as well as to 

attend to all electrical complaints of the public

SUPERINTENDENT

SEE PAGE 68

SUB-SECTION 

CONSTRUCTION

PURPOSE: To implement and coordinate all 

construction work performed when 

installing new or improving existing 

electrical infrastructure

SUPERINTENDENT

SUB-SECTION 

TECHNICAL SUPPORT (NETWORK 

SIMULATION/OPTIMIZATION)

PURPOSE: To provide technical support on planning & 

design of all electrical infrastructure upgrades as well as 

new installations

FUNCTIONS:

1.  Implement EEDSM initiatives and programmes by 

keeping abreast with technological developments in the 

industry

2. Ensure the implementation of National Government 

initiatives and programs:

i) Investigate, plan and implement the EEDSM and INEP 

programmes and initiatives

ii) Manage the electrical infrastructure upgrades and 

forward planning

3.  Manage planning, design and construction upgrading 

and modification of electricity network to ensure 

operational and sustainability

4.  Maintain electrical network drawings

5.  Ensure that the electrical network simulations are 

performed on software

PRINCIPAL TECHNICIAN

NEW POST

TECHNICIAN T

NEW POST

TECHNICIAN T

NEW POST

SUB-SECTION 

SUPPORT SERVICE

PURPOSE: To provide support re client related services to 

ensure effective and efficient service delivery to the 

public

FUNCTIONS:

1. Reconcile  on a monthly the leave registers of the 

section with payday, leave book and attendance register 

as per the auditors finding and recommendation.

2. Complete the monthly council report and the D-Forms 

submitted to NERSA for the functions relating to the 

section.

3. Investigate and finalise damaged appliances, refunds 

or no liability as per by-laws

4. Provide data re the Services Section’s complaints 

management system, time & attendance finger print 

system, filing system ????

5. Render administrative functions

SNR CLERK

NEW POST
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SUB-SECTION 

SERVICES

PURPOSE: To manage the maintenance and repairs of 

electrical network and installations on municipal 

buildings, facilities and streetlights as well as to attend to 

all electrical complaints of the public

FUNCTIONS:

1. Manage the provision of maintenance and operational 

services regarding property service connections

2. Ensure maintenance and operational services of 

electrical supply  and electrical reticulation on council 

buildings and facilities

3. Ensure maintenance and operational services of 

streetlights

4.  Ensure that municipal street furniture is made safe in 

an event of damage due to accident

5. Manage the maintenance and repairs of electrical 

installations of all municipal buildings and facilities and 

streetlights

SUPERINTENDENT

ASST SUPERINTENDENT T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

OPERATOR T

ELECTRICAL ASSISTANT T

OPERATOR T

ELECTRICAL ASSISTANT T

OPERATOR T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T
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SUB-SECTION 

CONSTRUCTION

PURPOSE: To implement and coordinate all construction 

work performed when installing new or improving 

existing electrical infrastructure

FUNCTIONS:

1. Ensure that all construction work is done in accordance 

with the specifications and requirements of Stellenbosch 

Municipality

2. Responsible for all irrecoverable cost jobs and its 

formal reporting processes

3. Ensure that all “as-built” drawings are transferred to 

the SLD and GIS drawings

SUPERINTENDENT

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

FOREMAN T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

OPERATOR/ DRIVER T

ELECTRICAL ASSISTANT T

OPERATOR/ DRIVER T

ELECTRICAL ASSISTANT T
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SECTION

METERING, LOSS CONTROL & DWARSRIVIER

PURPOSE: To manage the maintenance and operations of electricity  

meters, systems, loss control, house connections, inspections and client  

services

FUNCTIONS:

1. Manage the provisioning and maintenance of electricity meters

2. Manage, control and minimise electricity losses to protect Council's  

revenue

3. Manage the operations and maintenance of the distribution network  

of Dwarsrivier and surrounding areas

4. Conduct visual inspections of supporting structures, lines and cables  

and evaluating the performance of step down transformers, switchgear  

and associated components

5. Render administrative support and client services re metering

MANAGER: METERING, LOSS CONTROL & DWARSRIVIER T

TRAINEE APPRENTICE T

NEW POST

SEE PAGE 70

SUB-SECTION 

METERING SERVICES

PURPOSE: To anmage the provisioning and  

maintenance of electricity meters

SUPERINTENDENT

SEE PAGE 71

SUB-SECTION 

METERING SYSTEMS & LOSS CONTROL

Purpose: To manage, control and minimise  

electricity losses to protect Council's 

revenue

TECHNICIAN

SEE PAGE 72

SUB-SECTION 

DWARSRIVIER

PURPOSE:To manage the operations and  

maintenance of the distribution network of 

Dwarsrivier and surrounding areas

SUPERINTENDENT

SUB-SECTION 

INSPECTIONS

PURPOSE: To conduct visual inspections of supporting 

structures, lines and cables and evaluating the  

performance of step down transformers, switchgear and  

associated components

FUNCTIONS:

1. Transgression management and investigations with  

regards to theft of cables etc. and contract with local  

police forums

2. Provide inspections services with regard to sub-

stations, electricity lines, cables and meters

3. Perform site inspection regarding the possible illegal  

use of electricity and water

4. Perform disconnections of illegal users

INSPECTOR T

ELECTRICAL ASSISTANT T

NEW POST

SUB-SECTION 

SUPPORT & DATA

PURPOSE:  To render administrative support and client  

services re metering

FUNCTIONS:

1. Render capturing of all new installations

2. Register and activate meters

3. Generate meter tariff codes

4. Perform vending administration and maintenance of system

5. Provide Metering Section’s client services and complaint  

system to ensure telephone calls and enquiries are attended to  

promptly and professionally in accordance with customer 

service standards and objectives

6. Manage and maintain software strongbox system

SNR CLERK/ DATA ANALYST T

CLERK T CLERK T

NEW POST
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SUB-SECTION 

METERING SERVICES

PURPOSE: To anmage the provisioning and maintenance 

of electricity meters

FUNCTIONS:

1. Provide maintenance and operational services with 

regard to house connections

2. Administer the commissioning of electricity meters

3. Facilitate the programming and installation of 

electricity meters

SUPERINTENDENT

ASST SUPERINTENDENT T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

OPERATOR T

ELECTRICAL ASSISTANT T
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SUB-SECTION 

METERING SYSTEMS & LOSS CONTROL

Purpose: To manage, control and minimise electricity 

losses to protect Council's revenue

Functions:

1. Administer, test and facilitate the commissioning, 

programming, installation, auditing of electricity bulk 

meters

2. Repair faulty meters

3. Ensure proper control measures and actions to 

minimise energy losses

4. Monitor and control a loss management (Automatic 

meter reader) system

5. Oversee the testing of electricity meters

6. Facilitate the reading of remote electricity meters in 

the municipal area

TECHNICIAN

ELECTRICAL ASSISTANT T

NEW POST

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

ASST TECHNICIAN T

ELECTRICAL ASSISTANT T
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SUB-SECTION 

DWARSRIVIER

PURPOSE:To manage the operations and maintenance of the distribution network of 

Dwarsrivier and surrounding areas

FUNCTIONS:

1. Manage the operations and maintenance of the low, medium and high voltage 

distribution network

2. Perform installations and maintenance of overhead lines and cables, low & medium 

voltage

3. Provide inspections and preventative maintenance services wrt electricity lines and 

cables, medium and low voltage

4. Ensure sustainable electricity provisioning

5. Monitor street infrastructure

6. Provide inspections and preventative maintenance services w.r.t. substations

7. Monitor and control the overall view of electricity supply with an electronic 

monitoring system

8. Render electricity maintenance services wrt streetlights, municipal buildings and 

house connections

9. Monitor the construction of electrical projects and upgrades and provide project 

management support function wrt electrical engineering projects including formal 

reporting processes

10. Administer the commissioning of electrical meters

11. Facilitate the reading of remote electrical meters

SUPERINTENDENT

ASST SUPERINTENDENT T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

ELECTRICAL ASSISTANT T

SNR ELECTRICIAN T

NEW POST

ELECTRICAL ASSISTANT T

NEW POST

SNR OPERATOR T

ELECTRICAL ASSISTANT T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

GENERAL WORKER T

NEW POST

SNR OPERATOR T

ELECTRICAL ASSISTANT T
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DIVISION 

WASTE MANAGEMENT

PURPOSE: To manage the rendering of waste management services in 

accordance with applicable legislation, by-laws and standards

FUNCTIONS:

1. Provide waste minimization and disposal services in accordance 

with applicable legislation, by-laws and standards

2. Render cleansing and collection services in accordance with 

applicable legislation, by-laws and standards

3. Provide solid waste management support services

4. Render management and line function administrative support 

services

5. Liaise with law enforcement regarding by-law enforcement

SNR MANAGER: WASTE MANAGEMENT T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide secretarial/ administrative/ logistical 

support services

2. Provide planning, research, analyses and 

reporting services

SNR CLERK T

SEE PAGE 74

SECTION

AREA CLEANSING & COLLECTIONS

PURPOSE: To render cleansing and collection 

services in accordance with applicable 

legislation, by-laws and standards

MANAGER: AREA CLEANSING & 

COLLECTIONS

T

SEE PAGE 75

SECTION 

WASTE MINIMIZATION  & DISPOSAL

PURPOSE:  To provide waste minimization 

and disposal services in accordance with 

applicable legislation, by-laws and standards

MANAGER: WASTE MINIMIZATION  & 

DISPOSAL

T
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SECTION

AREA CLEANSING & COLLECTIONS

PURPOSE: To render cleansing and collection services in 

accordance with applicable legislation, by-laws and standards

FUNCTIONS:

1. Provide streets, public/open space and public facility 

cleansing service in accordance with a refuse removal program

2. Provide residential, business and bulk refuse removal services 

in accordance with a refuse removal program, and refuse 

collection services in the rural areas

MANAGER: AREA CLEANSING & COLLECTIONS T

CLERK T

OFFICE ASSISTANT T

SEE PAGE 75

SUB-SECTION

AREA CLEANSING

PURPOSE: To provide streets, public/open space 

and public facility cleansing service in accordance 

with a refuse removal program

SUPERINTENDENT T

NEW POST

SEE PAGE 76

SUB-SECTION 

COLLECTIONS

PURPOSE: To provide residential, business and bulk 

refuse removal services in accordance with a refuse 

removal program, and refuse collection services in 

the rural areas

SUPERINTENDENT T
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SUB-SECTION

AREA CLEANSING

PURPOSE: To provide streets, public/open space and public facility  

cleansing service in accordance with a refuse removal program

FUNCTIONS:

1. Render a street cleansing service

2. Provide public spaces, facility / toilet cleaning and cleansing service

3. Ensure disposal of dead animals

4. Supervise, administer and monitor small maintenance contractors and 

EPWP/ MIG projects

5. Ensure cleaning of illegal dumping

SUPERINTENDENT T

NEW POST

STELLENBOSCH

ASST SUPERINTENDENT T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

OPERATOR/ 

SUPERVISOR

T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

FRANSCHHOEK, DWARSRIVIER & 

KLAPMUTS

ASST SUPERINTENDENT T

SUPERVISOR T SUPERVISOR T

NEW POST

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

NEW POST

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

NEW POST

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

OPERATOR/ 

SUPERVISOR

T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST

GENERAL  WORKER T

NEW POST
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SUB-SECTION 

COLLECTIONS

PURPOSE: To provide residential, business and bulk refuse removal 

services in accordance with a refuse removal program, and refuse 

collection services in the rural areas

FUNCTIONS:

1. Ensure the regular removal of residential / household waste according 

to a waste removal program and applicable standards

2. Ensure the removal of business waste according to a stipulated 

program and standards

3. Ensure the removal of waste as collected in bulk containers from 

informal settlements and businesses according to pre-determined 

arrangements and standards

4. Supervise, administer and monitor small maintenance contractors and 

EPWP/ MIG projects

SUPERINTENDENT T

STELLENBOSCH

ASST SUPERINTENDENT T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

FRANSCHHOEK, DWARSRIVIER & 

KLAPMUTS

ASST SUPERINTENDENT T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

OPERATOR/ 

SUPERVISOR

T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T

GENERAL  WORKER T
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SECTION 

WASTE MINIMIZATION  & DISPOSAL

PURPOSE:  To provide waste minimization and disposal services in 

accordance with applicable legislation, by-laws and standards

FUNCTIONS:

1. Coordinate public awareness campaigns to support initiatives in 

relation to littering, as well as to promote a general awareness of 

waste issues

2. Coordinate elimination of waste by reducing the amount of waste 

produced in society and helps to eliminate the generation of harmful 

and persistent wastes

3. Ensure proper disposition of a discarded or discharged material in 

accordance with local environmental guidelines or laws

4. Monitor and administer green policing and by-law enforcement 

regarding cleaning and greening issues

MANAGER: WASTE MINIMIZATION  & DISPOSAL T

TEAM LEADER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

SUB-SECTION 

EDUCATION & AWARENESS

PURPOSE: To coordinate public awareness 

campaigns to support initiatives in relation to 

littering, as well as to promote a general awareness 

of waste issues

FUNCTIONS:

1. Promote waste awareness and education in order 

to increased involvement of citizens in oversight of 

waste delivery services

2. Coordinate schools recycling programs and 

education campaigns linked to practical projects 

such as recycling and litter control

3. Promote recycling awareness and conduct surveys

4. Perform landfill tours

SNR TECHNICAN T

NEW POST

SUB-SECTION 

WASTE MINIMIZATION

PURPOSE:  To coordinate elimination of waste by 

reducing the amount of waste produced in society and 

helps to eliminate the generation of harmful and 

persistent wastes

FUNCTIONS:

1. Coordinate waste management events to coordinate 

waste measures, particularly those aimed at waste 

reduction, recycling and litter prevention

2. Promote swop shops initiatives and programs

3. Peform data management/reporting

4. Administer recycling logistics and participation in 

order to redesign products and/or changing societal 

patterns to prevent the creation of waste

5. Promote and comply with industry waste 

minimisation in order to promote a more sustainable 

society

TECHNICAN T

NEW POST

SUB-SECTION 

DISPOSAL

PURPOSE: To ensure proper disposition of a discarded or 

discharged material in accordance with local environmental 

guidelines or laws

FUNCTIONS:

1. Monitor offloading of waste in order to ensure an effective 

operation associated with the provision of a clean 

environment are accomplished through the implementation 

of a high quality transfer station/ landfill/ / drop-off

2. Operate and administer the waste transfer station and 

calculate volumes and total tariff (amounts) charged

3. Conduct site inspections by performing visual checks and 

identifying with any deviations or breaches to waste disposal 

procedures

4. Operate and administer the waste transfer station and 

drop-off facilities

TECHNICIAN T

KLAPMUTS 

TRANSFER STATION

SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T

FRANSCHHOEK 

DROP-OFF

SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T
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SECTION 

SUPPORT SERVICES

PURPOSE: To render management and line function administrative support  

services to the directorate

FUNCTIONS:

1. Provide administrative support services

2. Compile reports wrt compliance monitoring

3. Administer departmental performance management progress monitoring and  

reporting (PMS and SDBIP)

4. Provide planning, research, analyses and reporting services to the Director

5. Control and ensure the maintenance of the departmental complaints  

management system, time and attendance finger print system, filing system

6. Performs client and public related services to ensure effective and efficient  

services to the public:

(i) Front Desk - queries, complaints, applications for new or upgraded services

(ii) Businesses / Residential / Developers / Contractors in respect with any  

information pertaining to Infrastructure queries/ supply/ connection or services  

or account to be addressed

(iii) Damaged appliances - investigating, finalising, and final consensus - refund  

customer or no liability as per bylaws

7. Maintaining registers and records associated with the Departments staff  

establishment

MANAGER: SUPPORT SERVICES T

ADMINITRATIVE SUPPORT

WATER, WASTE WATER, 

ELECTRICAL & WORKSHOP

ADMIN OFFICER T

ROADS, TRANSPORT, 

STORMWATER, PMU, WASTE 

MANAGEMENT

ADMIN OFFICER T

CUSTOMER CARE

CUSTOMER CARE 

OFFICER

T CUSTOMER CARE 

OFFICER

T

OFFICE SUPPORT

ASST ADMIN OFFICER T SNR CLERK T

CLERK: FILING T OFFICE ASSISTANT T
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DIRECTORATE 

COMMUNITY & PROTECTION SERVICES

PURPOSE: To render integrated community services to enhance community 

development in general and promote a clean and safe environment

FUNCTIONS:

1. Manage the rendering of protection services to ensure the safety of the 

community

2. Manage the rendering of community services to ensure environmental 

compliance and promote a clean environment

3. Build social capital within Stellenbosch Municipality as an institution and all 

communities within its jurisdiction through community development 

collaboration and a focus on marginalized citizens

4.  Render management and line function executive support services to the 

directorate

DIRECTOR: COMMUNITY & PROTECTION SERVICES SECT. 57

SECTION 

EXECUTIVE SUPPORT

PURPOSE: To render management and line 

function executive support services to the 

directorate

FUNCTIONS:

1. Provide executive support services

2. Provide logistic/ secretarial support 

services

3. Provide planning, research, analyses and 

reporting services to the Director

PERSONAL ASISSTANT T

OFFICE ASSISTANT/ 

MESSENGER

T

OFFICE ASSISTANT T

SEE PAGE 80

BRANCH 

PROTECTION SERVICES

PURPOSE:  To manage the rendering of 

protection services to ensure the safety of 

the community

DEPUTY DIRECTOR: PROTECTION 

SERVICES

T

NEW POST SEE PAGE 93

DIVISION 

COMMUNITY SERVICES

PURPOSE: To manage the rendering of 

community services to ensure environmental 

compliance and promote a clean environment

SNR MANAGER: COMMUNITY SERVICES T

SEE PAGE 105

SECTION 

COMMUNITY DEVELOPMENT

PURPOSE:  To build social capital within Stellenbosch 

Municipality as an institution and all communities within 

its jurisdiction through community development 

collaboration and a focus on marginalized citizens

MANAGER: COMMUNITY DEVELOPMENT T
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BRANCH 

PROTECTION SERVICES

PURPOSE:  To manage the rendering of protection services to ensure 

the safety of the community

FUNCTIONS:

1. Manage the rendering of efficient and sustainable traffic, licensing 

and law enforcement services to all road users and public and 

administer by-laws enforcement to ensure compliance with regard to 

municipal legislation

2. Manage the rendering of disaster management and fire services to 

prevent/ manage potential losses/threats to property and lives

3. Provide municipal court agency services

4. Render management and line function administrative support 

services

DEPUTY DIRECTOR: PROTECTION SERVICES T

NEW POST

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

SNR CLERK T

OFFICE ASSISTANT/ 

CLEANER

T

SEE PAGE 81

DIVISION

TRAFFIC & LAW ENFORCEMENT SERVICES

PURPOSE: To manage the rendering of efficient and 

sustainable traffic, licensing and law enforcement services to 

all road users and public and administer by-laws enforcement 

to ensure compliance with regard to municipal legislation

SNR MANAGER: TRAFFIC & LAW ENFORCEMENT 

SERVICES

T

NEW POST SEE PAGE 91

DIVISION

DISASTER MANAGEMENT & FIRE SERVICES

PURPOSE: To manage the rendering of disaster 

management and fire services to prevent/ manage 

potential losses/threats to property and lives

SNR MANAGER: DISASTER MANAGEMENT & 

FIRE SERVICES

T

SECTION

MUNICIPAL COURT

PURPOSE: To provide municipal court agency 

services

FUNCTIONS:

1. Provide an effective, efficient, independent and 

accountable prosecution service

2. Ensure prosecutorial service operations and 

standard compliance

3. Provide by-law prosecution services

4. Provide representation services

5. Provide court administration services

MANAGER: MUNICIPAL COURT T

PROSECUTER T

CLERK OF COURT T CLERK OF COURT T

CLERK OF COURT T CLERK OF COURT T
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DIVISION

TRAFFIC & LAW ENFORCEMENT SERVICES

PURPOSE: To manage the rendering of efficient and sustainable 

traffic, licensing and law enforcement services to all road users 

and public and administer by-laws enforcement to ensure 

compliance with regard to municipal legislation

FUNCTIONS:

1. Manage the rendering of efficient and sustainable traffic law 

enforcement services to all road users and public

2. Administer by-laws enforcement to ensure compliance with 

regard to municipal legislation

3. Render management and line function administrative 

support services

SNR MANAGER: TRAFFIC & LAW ENFORCEMENT 

SERVICES

T

NEW POST

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN OFFICER T

NEW POST

SEE PAGE 82

SECTION 

TRAFFIC SERVICES

PURPOSE:  To manage the rendering of 

efficient and sustainable traffic law 

enforcement services to all road users and 

public

CHIEF TRAFFIC SERVICES T

SEE PAGE 88

SECTION 

LAW ENFORCEMENT & SECURITY

PURPOSE: To administer by-laws enforcement 

to ensure compliance with regard to municipal 

legislation

CHIEF LAW ENFORCEMENT & SECURITY T
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SECTION 

TRAFFIC SERVICES

PURPOSE:  To manage the rendering of efficient and 

sustainable traffic law enforcement services to all road 

users and public

FUNCTIONS:

1. Manage the rendering of efficient and sustainable 

traffic law enforcement services to all road users and 

public

2. Provide traffic administration services

CHIEF TRAFFIC SERVICES T

SUPPORT ASSISTANT T SWITCHBOARD 

OPERATOR

T

OFFICE ASSISTANT T OFFICE ASSISTANT T

GARDENER T

NEW POST

SEE PAGE 83

SUB-SECTION 

 TRAFFIC LAW ENFORCEMENT

PURPOSE: To manage the rendering of 

efficient and sustainable traffic law 

enforcement services to all road users and 

public

DEPUTY CHIEF TRAFFIC LAW 

ENFORCEMENT SEE PAGE 85

SUB-SECTION 

TRAFFIC ADMINISTRATION

PURPOSE: To provide traffic administration 

services

DEPUTY CHIEF TRAFFIC 

ADMINISTRATION
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SUB-SECTION 

 TRAFFIC LAW ENFORCEMENT

PURPOSE: To manage the rendering of efficient and 

sustainable traffic law enforcement services to all road users 

and public

FUNCTIONS:

1. Render specialised traffic functions

2. Provide traffic law enforcement services

DEPUTY CHIEF TRAFFIC LAW ENFORCEMENT

SNR CLERK T

NEW POST

TRAINING & EDUCATION

PURPOSE: To render specialised traffic functions

FUNCTIONS:

1.  Perform ANPR operations

2.  Promote road traffic safety, public awareness 

initiatives and education

3.  Administer impoundment

SUPERINTENDENT

CLERK T CLERK T

SEE PAGE 84

TRAFFIC LAW ENFORCEMENT

PURPOSE: To provide traffic law 

enforcement services

SUPERINTENDENT
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TRAFFIC LAW ENFORCEMENT

PURPOSE: To provide traffic law enforcement services

FUNCTIONS:

1. Visible traffic policing and law enforcement

2. Speed limit enforcement, point duties and escort duties

3. Road Block Operations

4. Serving of summonses and execution of warrants

5. Manage traffic law enforcement with regard to public transport

6. Liaise with Operators Licensing Board and liaise with taxi 

associations wrt enquiries/ confirmation

SUPERINTENDENT

ASST SUPERINTENDENT T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

ASST SUPERINTENDENT T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

ASST SUPERINTENDENT T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

ASST SUPERINTENDENT T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

ASST SUPERINTENDENT T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

ASST SUPERINTENDENT T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC OFFICER T

TRAFFIC WARDENS

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T TRAFFIC WARDEN T

TRAFFIC WARDEN T
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SUB-SECTION 

TRAFFIC ADMINISTRATION

PURPOSE: To provide traffic administration services

FUNCTIONS

1. Administer financial and administrative procedures with regard to traffic 

law enforcement and provide administrative and financial support services

2. Administer the processes of motor vehicle registration and licensing on a 

service level agreement basis

3. Administer the testing for learner, driving licenses and vehicles for 

fitness / roadworthiness

4. Administer the testing of vehicles for fitness / roadworthiness

DEPUTY CHIEF TRAFFIC ADMINISTRATION

TRAFFIC FINES

PURPOSE: To administer financial and 

administrative procedures with regard to traffic 

law enforcement and provide administrative 

and financial support services

FUNCTIONS:

1. Traffic fine management

2. Link to NPA and Justice Department

3. Contravention system management

4. Cashiering, receipting and filing

SNR ADMIN OFFICER

CHIEF CLERK T SNR CLERK T

CLERK T CLERK T

CLERK T CLERK T

CLERK T CLERK T

CLERK T CASHIER: BLOEMHOF T

CASHIER: BLOEMHOF T

NEW POST

MOTOR VEHICLE REGISTRATION AUTHORITY 

(MVRA)

PURPOSE: To administer the processes of motor 

vehicle registration and licensing on a service level 

agreement basis

FUNCTIONS:

1. Process applications

2. Administer cash control and compliance

3. Capture transactions (E-NATIS)

4. Issue roadworthy certificates and relevant 

documents

5. Perform general enquiries and administrative 

support

CHIEF CLERK T

STELLENBOSCH

SNR CLERK T

CLERK T

CLERK T

CLERK T

CLERK T

CLERK T

CLERK T

NEW POST

CLERK T

NEW POST

FRANSCHHOEK

CLERK T

NEW POST

CLERK T

NEW POST

PNIEL

CLERK T

NEW POST

CLERK T

NEW POST

KLAPMUTS

CLERK T

NEW POST

CLERK T

NEW POST

SEE PAGE 86

DRIVING LICENSE TESTING 

CENTRE (DLTC)

PURPOSE: To dminister the 

testing for learner and driving 

licenses

SNR SUPERINTENDENT T

SEE PAGE 87

VEHICLE TESTING STATION 

(VTS)

PURPOSE: To administer the 

testing of vehicles for fitness / 

roadworthiness

SNR SUPERINTENDENT T
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DRIVING LICENSE TESTING CENTRE (DLTC)

PURPOSE: To dminister the testing for learner and driving 

licenses

FUNCTIONS:

1. Administer applications and appointments

2. Conduct learner / driver  testing

3. Issue learner / driver licenses

4. Cash control and compliance

5. Perform general enquiries and administrative support

6. Renew drivers license cards

7. Perform driving license and learner license tests in 

accordance with prescripts

SNR SUPERINTENDENT T

STELLENBOSCH

MAN REP/ 

COMPLIANCE OFFICER

T

DRIVERS LICENSE TESTING 

OFFICERS

T DRIVERS LICENSE TESTING 

OFFICERS

T

DRIVERS LICENSE TESTING 

OFFICERS

T DRIVERS LICENSE TESTING 

OFFICERS

T

DRIVERS LICENSE TESTING 

OFFICERS

T

NEW POST

CLERK T

CLERK T CLERK T

FRANSCHHOEK

MAN REP/ 

COMPLIANCE OFFICER

T

DRIVERS LICENSE TESTING 

OFFICERS

T

DRIVERS LICENSE TESTING 

OFFICERS

T

CLERK T

NEW POST

KLAPMUTS

MAN REP/ 

COMPLIANCE OFFICER

T

NEW POST

DRIVERS LICENSE TESTING 

OFFICERS

T DRIVERS LICENSE TESTING 

OFFICERS

T

DRIVERS LICENSE TESTING 

OFFICERS

T

NEW POST

DRIVERS LICENSE TESTING 

OFFICERS

T

NEW POST

DRIVERS LICENSE TESTING 

OFFICERS

T

NEW POST

CLERK T

NEW POST

CLERK T

NEW POST
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VEHICLE TESTING STATION (VTS)

PURPOSE: To administer the testing of vehicles for 

fitness / roadworthiness

FUNCTIONS:

1. Examine and re-examine vehicles

2. Perform general enquiries, administrative 

support and compliance reporting

3. Perform vehicle tests in accordance with 

prescripts

SNR SUPERINTENDENT T

SENIOR EXAMINER/ 

MAN REP: VTC

T

EXAMINER T GENERALWORKER T
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SECTION 

LAW ENFORCEMENT & SECURITY

PURPOSE: To administer by-laws enforcement to ensure compliance with 

regard to municipal legislation

FUNCTIONS:

1. Enforce and administer general and municipal by-laws

2. Provide and manage Law Enforcement administration services, events 

management, CCTV control room, access control, alarm systems and 

pound

CHIEF LAW ENFORCEMENT & SECURITY T

SNR CLERK T

OFFICE ASSISTANT/ 

CLEANER

T

SEE PAGE 89

SUB-SECTION

BY-LAW ENFORCEMENT

PURPOSE: To enforce and administer 

general and municipal by-laws

DEPUTY CHIEF BY-LAW ENFORCEMENT T

SEE PAGE 90

SUB-SECTION 

SECURITY & CCTV SERVICES

PURPOSE: To provide and manage Law 

Enforcement administration services, events 

management, CCTV control room, access 

control, alarm systems and pound

DEPUTY CHIEF SECURITY & CCTV 

SERVICES

T

NEW POST
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SUB-SECTION

BY-LAW ENFORCEMENT

PURPOSE: To enforce and administer general and municipal by-laws

FUNCTIONS:

1. Resolve complaints and enforce by-laws regarding public nuisances, 

liquor, pound, informal trading, keeping of animals, public amenities, 

streets, informal traders, "green" law enforcement and traffic related 

offences

2. Administer the impoundment of abandoned vehicles

3. Render anti-land invasion and demolishing of illegal structures

4. Monitor and control illegal occupancy of derelict/ dilapidated buildings

5. Render CCTV/LPR reaction function and assist with joint law 

enforcement operations

6. Secure municipal sites and render VIP protection

7. Provide access control (deployment) and firearms control

DEPUTY CHIEF BY-LAW ENFORCEMENT T

OPERATIONS

REGIONAL INSPECTOR T

NEW POST

GENERAL UNIT A

PRINCIPAL INSPECTOR T

SNR INSPECTOR T

SNR INSPECTOR T

SNR INSPECTOR T

NEW POST

INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

GENERAL UNIT B

PRINCIPAL INSPECTOR T

SNR INSPECTOR T

SNR INSPECTOR T

SNR INSPECTOR T

NEW POST

INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

NEW POST

GENERAL UNIT C

PRINCIPAL INSPECTOR T

SNR INSPECTOR T

SNR INSPECTOR T

INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

NEW POST

VIP PROTECTION & 

PRIVATE SECURITY

PRINCIPAL  INSPECTOR T

SNR INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

SNR INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

POUND

PRINCIPAL  INSPECTOR T

NEW POST

SNR INSPECTOR T

NEW POST

LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T

GENERAL WORKER T

NEW POST
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SUB-SECTION 

SECURITY & CCTV SERVICES

PURPOSE: To provide and manage Law Enforcement administration 

services, events management, CCTV control room, access control, alarm 

systems and pound

FUNCTIONS:

1. Perform control room operations (call taking and monitoring)

2. Perform CCTV/LPR monitoring

3. Maintain access control system

4. Maintain alarm systems

5. Maintain radio coms

6. Provide general administration wrt pound, events, noise exemptions and 

Act applications

DEPUTY CHIEF SECURITY & CCTV SERVICES T

NEW POST

ADMINISTRATION, EVENTS 

& POUND

PRINCIPAL INSPECTOR T

NEW POST

CONTROL ROOM CCTV 

MONITORING

SNR INSPECTOR T

INSPECTOR T

NEW POST

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

INSPECTOR T

NEW POST

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

INSPECTOR T

NEW POST

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

INSPECTOR T

NEW POST

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

CONTROL ROOM 

OFFICER

T

ACCESS CONTROL & 

ALARMS

SNR INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T

COURT

SNR INSPECTOR T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T
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DIVISION

DISASTER MANAGEMENT & FIRE SERVICES

PURPOSE: To manage the rendering of disaster management  

and fire services to prevent/ manage potential losses/threats to  

property and lives

FUNCTIONS:

1. Manage the rendering of disaster management services and  

fire safety inspectorate services to prevent/ manage potential  

losses/threats to property and lives

2. Manage the rendering of fire and rescue operational services  

to save and protect the lives and property of the community

3. Render management and line function administrative support  

services

SNR MANAGER: DISASTER MANAGEMENT & FIRE 

SERVICES

T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line  

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics,  

analyses and reporting services

CHIEF CLERK T

OFFICE ASSISTANT/ 

CLEANER

T

SECTION

DISASTER MANAGEMENT

PURPOSE: To manage the rendering of disaster  

management services  to prevent/ manage potential  

losses/threats to property and lives

FUNCTIONS:

1. Render a disaster management service in  

accordance with relevant legislation

2. Develop guidelines for the preparation  and regular  

review and updating of disaster management plans  

and strategies

3. Align disaster management plans and strategies to  

ensure an integrated approach during emergencies

4. Establish uniform approach to assessing and  

monitoring disaster risks

MANAGER: DISASTER MANAGEMENT T

DISASTER MANAGEMENT 

OFFICER

T DISASTER MANAGEMENT 

FIELD WORKERS

T DISASTER MANAGEMENT 

FIELD WORKERS

T

SEE PAGE 92

SECTION 

FIRE SERVICES

PURPOSE: To manage the rendering of fire  

and rescue operational services and fire safety  

inspectorate services to save and protect the  

lives and property of the community

MANAGER: FIRE SERVICES

NEW POST
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SECTION 

FIRE SERVICES

PURPOSE: To manage the rendering of fire and rescue operational services and fire safety 

inspectorate services to save and protect the lives and property of the community

FUNCTIONS:

1. Render fire and rescue response services:

i) Provide specialised emergency and relief services

ii) Control and contain hazardous materials from endangering lives, environment and 

property

iii) Administer and provide disaster relief response services

iv) Provide a 24/7 emergency medical relief response service to save lives

v) Operate a 24/7 communication and control centre

2. Conduct preventative and reactive fire inspections:

i) Fire safety and fire risk inspections within buildings, premises and plants to ensure 

compliance

ii) Issuing compliance certificates

iii) Scrutinise building plans to ensure compliance

MANAGER: FIRE SERVICES

NEW POST

FIRE & RESCUE 

OPERATIONS

ACO: OPERATIONS

PLATOON COMMANDER 

STELLENBOSCH

LEADING FIRE FIGHTER

NEW POST

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

PLATOON COMMANDER 

LA MOTTE

LEADING FIRE FIGHTER

NEW POST

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

PLATOON COMMANDER 

KLAPMUTS

NEW POST

FIRE FIGHTER

NEW POST

FIRE FIGHTER

NEW POST

FIRE FIGHTER

NEW POST

FIRE & RESCUE 

OPERATIONS

ACO: OPERATIONS

PLATOON COMMANDER 

STELLENBOSCH

LEADING FIRE FIGHTER

NEW POST

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

PLATOON COMMANDER 

LA MOTTE

LEADING FIRE FIGHTER

NEW POST

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

PLATOON COMMANDER 

KLAPMUTS

NEW POST

FIRE FIGHTER

NEW POST

FIRE FIGHTER

NEW POST

FIRE FIGHTER

NEW POST

FIRE & RESCUE 

OPERATIONS

ACO: OPERATIONS

PLATOON COMMANDER 

STELLENBOSCH

LEADING FIRE FIGHTER

NEW POST

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

PLATOON COMMANDER 

LA MOTTE

LEADING FIRE FIGHTER

NEW POST

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

FIRE FIGHTER

PLATOON COMMANDER 

KLAPMUTS

NEW POST

FIRE FIGHTER

NEW POST

FIRE FIGHTER

NEW POST

FIRE FIGHTER

NEW POST

FIRE PREVENTION

ACO: FIRE PREVENTION

PLATOON COMMANDER 

STELLENBOSCH

FIRE AND LIFE SAFETY 

OFFICER

PLATOON COMMANDER 

LA MOTTE

FIRE AND LIFE SAFETY 

OFFICER

CONTROL ROOM

CONTROL ROOM 

OPERATOR

CONTROL ROOM 

OPERATOR

CONTROL ROOM 

OPERATOR

CONTROL ROOM 

OPERATOR

Page 426



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

93

DIVISION 

COMMUNITY SERVICES

PURPOSE: To manage the rendering of community services to ensure 

environmental compliance and promote a clean environment

FUNCTIONS:

1. Coordinate provisioning of library and information services to the 

municipality's communities

2. Manage all aspects related to the environment through the preparation of 

appropriate plans and strategies that will ensure the integrity of the natural 

and cultural environment through the sustainable use and development in 

support of a quality living environment

3. Provide and maintain municipal amenities, sport facilities, sport grounds 

and halls to the benefit of the community

4. Provide and maintain all horticultural and arboricultural operations and 

develop landscaped gardens to the benefit of the community

5. Manage the effective, efficient and economical operation of small plant, 

minor repairs and maintenance service to ensure the readily availability of 

Community's plant, machinery and equipment

6. Render management and line function administrative support services

SNR MANAGER: COMMUNITY SERVICES T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

3. Provide project management support 

services with regards to public amenities

SNR CLERK T

CLERK T

OFFICE ASSISTANT/ 

CLEANER

T

SEE PAGE 94

SECTION 

LIBRARY SERVICES

PURPOSE:  To coordinate provisioning of  

library and information services to the 

municipality's communities

MANAGER: LIBRARY SERVICES T

NEW POST

SEE PAGE 95

SECTION 

ENVIRONMENTAL MANAGEMENT

PURPOSE:  To manage all aspects related to the environment through the 

preparation of appropriate plans and strategies that will ensure the 

integrity of the natural and cultural environment through the sustainable 

use and development in support of a quality living environment

MANAGER: ENVIRONMENTAL MANAGEMENT T

SEE PAGE 97

SECTION 

 RECREATION, SPORT GROUNDS & HALLS

PURPOSE: To provide and maintain municipal 

amenities, sport facilities, sport grounds and 

halls to the benefit of the community

MANAGER:  RECREATION, SPORT 

GROUNDS & HALLS

T

SEE PAGE 101

SECTION 

PARKS & CEMETERIES

PURPOSE: To provide and maintain all 

horticultural and arboricultural operations and 

develop landscaped gardens to the benefit of 

the community

MANAGER: PARKS & CEMETERIES T

SECTION 

SMALL PLANT MAINTENANCE SERVICES

PURPOSE: To manage the effective, efficient and 

economical operation of small plant, minor repairs and 

maintenance service to ensure the readily availability of 

Community's plant, machinery and equipment

FUNCTIONS:

1. Provide general preventative and reactive maintenance 

services to repair plant, equipment and machinery

2. Manage the outsourcing of specialised maintenance and 

repair of plant, equipment and machinery

3. Provide administrative support services to facilitate 

procurement processes and ensure timeous ordering and 

delivery of material and equipment

SUPERINTENDENT T

HANDYMAN T HANDYMAN T HANDYMAN T
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SECTION 

LIBRARY SERVICES

PURPOSE:  To coordinate provisioning of library and information services  

to the municipality's communities

FUNCTIONS:

1. Administer library services in accordance with provincial and Council  

policies

2. Identify and satisfy the communities' needs regarding library services

3. Manage the procurement, lending and use of library material  

(circulation, preservation, referencing, shelving and guidance)

4. Provide technical services (internet facilities, information services,  

cataloguing and classification)

5. Coordinate user education and promote reading for future growth of  

the municipal area

6. Coordinate and manage the provisioning of library, information,  

museum and special services in the DMA region

MANAGER: LIBRARY SERVICES T

NEW POST

CLOETEVILLE  LIBRARY

SNR LIBRARIAN T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY AID/ CLEANER T

FRANSCHHOEK LIBRARY

SNR LIBRARIAN T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY AID/ CLEANER T

IDAS VALLEY LIBRARY

SNR LIBRARIAN T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY AID/ CLEANER T

KAYAMANDI LIBRARY

SNR LIBRARIAN T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY AID/ CLEANER T

PLEIN STREET LIBRARY

SNR LIBRARIAN T

SNR LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

SNR LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

SHELF ATTENDANT T LIBRARY AID/ CLEANER T

LIBRARY AID/ CLEANER T LIBRARY AID/ CLEANER T

PNIEL LIBRARY

SNR LIBRARIAN T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT 3/8

LIBRARY AID/ CLEANER T

GROENDAL LIBRARY

SNR LIBRARIAN T

NEW POST

LIBRARY ASSISTANT T

NEW POST
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SECTION 

ENVIRONMENTAL MANAGEMENT

PURPOSE:  To manage all aspects related to the environment through the 

preparation of appropriate plans and strategies that will ensure the integrity 

of the natural and cultural environment through the sustainable use and 

development in support of a quality living environment

FUNCTIONS:

1. Ensure compliance with all the statutory obligations of the municipality 

relating to all aspects of human settlement in general and the environment in 

particular

2. Manage protected, rivers, forest and conserve areas in terms of the legal 

obligations relevant to the municipality as local authority but also as 

landowner is vital in ensuring the organization’s compliance in terms of the 

latter

MANAGER: ENVIRONMENTAL MANAGEMENT T

SUB-SECTION 

ENVIRONMENTAL PLANNING

PURPOSE:  To ensure compliance with all the statutory obligations of the municipality 

relating to all aspects of human settlement in general and the environment in 

particular

FUNCTIONS:

1. Ensure environmental management monitoring and compliance with legislation

2. Develop and implement environmental policy framework for the municipality

3. Provide environmental management with relevant plans and other strategic 

documents for the execution of environmental management in accordance with its 

legal mandate and responsibilities

4. Provide support to other municipal departments and the public

5. Provide internal advice as to the application of the legislation and policies

6. Oversee the functions of the Air Quality Officer in terms of the National 

Environmental Management: Air Quality Act (39 of 2004) as well as those of the Noise 

Control Officer to ensure that the municipality fulfills its mandate in terms of the 

Noise Control Regulations of the Provincial Government of the Western Cape

7. Provide Geographical Information System (mapping support) to the section as a 

whole

8. Facilitate provincial programs relevant to the municipality as far as it relates to 

environmental management

SNR ENVIRONMENTAL PLANNER T

NEW POST

ENVIRONMENTAL PLANNER T

NEW POST

AIR QUALITY CONTROL OFFICER T

SEE PAGE 96

SUB-SECTION

ENVIRONMENTAL MANAGEMENT IMPLEMENTATION

PURPOSE: To manage protected, rivers, forest and conserve areas 

in terms of the legal obligations relevant to the municipality as 

local authority but also as landowner is vital in ensuring the 

organization’s compliance in terms of the latter

SUPERINTENDENT T
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SUB-SECTION

ENVIRONMENTAL MANAGEMENT IMPLEMENTATION

PURPOSE: To manage protected, rivers, forest and conserve areas in terms of the legal 

obligations relevant to the municipality as local authority but also as landowner is vital in 

ensuring the organization’s compliance in terms of the latter

FUNCTIONS:

1. Implement management plans and other strategic documents complied by environmental 

planning and adopted by Council, such as those prepared for:

i) Invasive species monitoring, control and eradication

ii) River management

iii) Fire management

iv) Pollution control

v) Erosion control

vi) Reserve management

2. Conserve formally declared protected areas by executing management actions as included in 

approved management plans

3. Manage municipal land / previous forestry areas (not under lease agreement)

4. Manage / execute river maintenance / rehabilitation projects

5. Manag e expanded public works program (EPWP) employees employed on the management 

of protected areas, municipal land (as defined above) and river management / rehabilitation 

projects

6. Policing of public use of municipal land

7. Provide general environmental education to local communities

SUPERINTENDENT T

PROTECTED AREAS

SNR FOREMAN T

SUPERVISOR/ DRIVER T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

NEW POST

RANGER T RANGER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

SUPERVISOR/ DRIVER T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

NEW POST

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

MUNICIPAL PROPERTY/ RIVERS

SNR FOREMAN T

SUPERVISOR/ DRIVER T

OPERATOR 

(CHAINSAW)

T OPERATOR 

(CHAINSAW)

T

OPERATOR 

(CHAINSAW)

T OPERATOR T

OPERATOR T OPERATOR T

GENERAL WORKER T

ENVIRONMENTAL OFFICER T

NEW POST
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SECTION 

 RECREATION, SPORT GROUNDS & HALLS

PURPOSE: To provide and maintain municipal amenities,  

sport facilities, sport grounds and halls to the benefit of  

the community

FUNCTIONS:

1. Perform administrative support function

2. Provide and maintain sports grounds, recreational  

facilities and stadiums

3.  Provide and maintain sports grounds, recreational  

facilities and stadiums

4. Provide and maintain all community halls

MANAGER:  RECREATION, SPORT GROUNDS & 

HALLS

T

SUB-SECTION

ADMIN SUPPORT

PURPOSE: To perform administrative support 

function

FUNCTIONS:

1. Coordinate use of amenities

2. Administer and coordinate fixtures

3. Administer all sport related contracts eg. SSRA,  

rental

ADMIN OFFICER T

SEE PAGE 98

SUB-SECTION

SPORT GROUND MAINTENANCE

STELLENBOSCH

PURPOSE: Provide and maintain sports 

grounds and stadiums

SUPERINTENDENT T

SEE PAGE 99

SUB-SECTION

SPORT GROUND MAINTENANCE

PNIEL/ FRANSCHHOEK/ KLAPMUTS/ DWR

PURPOSE: Provide and maintain sports 

grounds and stadiums

SUPERINTENDENT T

SEE PAGE 100

SUB-SECTION

HALLS

PURPOSE:  To provide and maintain all  

community halls

SUPERINTENDENT T
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SUB-SECTION

SPORT GROUND MAINTENANCE

STELLENBOSCH

PURPOSE: Provide and maintain sports grounds and stadiums

FUNCTIONS:

1. Provide and maintain sport facilities:

i) Maintenance programming/ scheduling

ii) Equipment/buildings/facility maintenance and management

iii) Ensuring compliance to standards / safety regulations

iv) Seasonal / off seasonal maintenance

v) Turf grass management  and preparation of surfaces

vi) Bookings and liaison

vii) Procurement of goods and materials

viii) Specialised training of personnel

2. Maintenance of swimming pools and swimming pool 

facilities including:

i) Compliance with application, storage and transport of 

swimming pool chemicals

ii) Regular inspections of facilities and water safety requirements

iii) Overseeing seasonal / off seasonal maintenance

SUPERINTENDENT T

STELLENBOSCH

FOREMAN T

HANDYMAN T SUPERVISOR/ DRIVER T

OPERATORS

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

GENERAL WORKERS

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

TRACTOR DRIVER T

CLOETESVILLE SWIMMING POOL

FOREMAN T

SUPERVISOR T
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SUB-SECTION

SPORT GROUND MAINTENANCE

PNIEL/ FRANSCHHOEK/ KLAPMUTS/ DWR

PURPOSE: Provide and maintain sports grounds and stadiums

FUNCTIONS:

1. Provide and maintain sport facilities:

i) Maintenance programming/ scheduling

ii) Equipment/buildings/facility maintenance and management

iii) Ensuring compliance to standards / safety regulations

iv) Seasonal / off seasonal maintenance

v) Turf grass management  and preparation of surfaces

vi) Bookings and liaison

vii) Procurement of goods and materials

viii) Specialised training of personnel

2. Maintenance of swimming pools and swimming pool 

facilities including:

i) Compliance with application, storage and transport of 

swimming pool chemicals

ii) Regular inspections of facilities and water safety requirements

iii) Overseeing seasonal / off seasonal maintenance

SUPERINTENDENT T

PNIEL/ FRANSCHHOEK/ 

KLAPMUTS

FOREMAN T

HANDYMAN T SUPERVISOR/ DRIVER T

OPERATORS

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

OPERATOR T

GENERAL WORKERS

GENERAL WORKER T

GENERAL WORKER T

FOREMAN T FOREMAN T
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SUB-SECTION

HALLS

PURPOSE:  To provide and maintain all community halls

FUNCTIONS:

1. Provide cleaning services

2. See to the upkeep and maintenance of all community halls

3. Administer booking and rentals of all community halls

SUPERINTENDENT T

ASSISTANT 

SUPERINTENDENT

T

STELLENBOSCH

FOREMAN T

SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

FRANSCHHOEK/DWR/

KLAPMUTS

SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

ADMIN SUPPORT

CEMETERIES & HALLS

SNR CLERK T
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SECTION 

PARKS & CEMETERIES

PURPOSE: To provide and maintain all horticultural and arboricultural 

operations and develop landscaped gardens to the benefit of the 

community

FUNCTIONS:

1. Provide and maintain forestry, conservation and cemeteries

2. Provide and maintain landscaping, garden maintenance, nursery 

management, town entrances and oak heritage

3. Provide and maintain open spaces, parks, rivers, landscaping, 

garden maintenance, nursery management, town entrances, oak 

heritage and playground maintenance

4. Provide and maintain open spaces, parks, rivers, landscaping, 

garden maintenance, nursery management, town entrances and oak 

heritage

5. Manage projects contracted to external service providers regarding 

public amenities

MANAGER: PARKS & CEMETERIES T

SEE PAGE 102

SUB-SECTION

PLAYGROUNDS, PARKS, TOWN ENTRANCE 

& WARD PROJECTS

PURPOSE: To provide and maintenance/ 

operation of playgrounds, parks, town 

entrances and ward projects

SUPERINTENDENT T

SEE PAGE 103

SUB-SECTION

CEMETERY, TREES & NURSERY

PURPOSE: To provide and maintenance/ 

operation of cemeteries, trees, irrigation 

and nursery

SUPERINTENDENT T

SEE PAGE 104

SUB-SECTION

AREA 3

FRANSCHHOEK, PNIEL, KLAPMUTS & 

KYLEMORE

PURPOSE: To provide and maintenance/ 

operation of parks, cemeteries, commonage 

and public amenities

SUPERINTENDENT T

Page 435



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

_____/_____/2017

APPROVED BY COUNCIL

______________________

Signature

_____/_____/2017

DRAFT 

CONFIDENTIAL STELLENBOSCH LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE - 18 APRIL 2017

102

SUB-SECTION

PLAYGROUNDS, PARKS, TOWN ENTRANCE & WARD PROJECTS

PURPOSE: To provide and maintenance/ operation of playgrounds,  

parks, town entrances and ward projects

FUNCTIONS:

1. Provide and maintain fences, structures and public facilities  

including:

i) Play park development, play park maintenance, public open  

spaces, town entrances, island and verges, ward projects, grass  

cutting and beautification

ii) Maintenance programming/ scheduling

iii) Equipment maintenance/ management/ training

iv) Compliance of playground equipment

v) Supervise the maintenance of street trees and the application of  

pest and weed control services

2. Maintain, coordinate and provide pound operations

3. Implementation of EPWP programmes

SUPERINTENDENT T

PLAYGROUND MAINTENANCE

FOREMAN T

SUPERVISOR/ DRIVER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

SUPERVISOR/ DRIVER T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

BEAUTIFICATION

FOREMAN T

OPERATOR T OPERATOR T

OPERATOR T OPERATOR T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GRASS CUTTING

FOREMAN T

SUPERVISOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

SUPERVISOR/ DRIVER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GRASS CUTTING

FOREMAN T

SUPERVISOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

OPERATOR T

SUPERVISOR/ DRIVER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T
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SUB-SECTION

CEMETERY, TREES & NURSERY

PURPOSE: To provide and maintenance/ operation of cemeteries, 

trees, irrigation and nursery

FUNCTIONS:

1. Provide and maintain cemeteries, trees, irrigation and nursery   

including:

i) Maintenance programming/ scheduling

ii) Equipment maintenance/ management/ training

iii) Prepare burial facilities by preparation of graves and ensuring 

compliance with legislation/ by laws

iv) Supervise the maintenance of street trees and the application 

of pest and weed control services

v) Parks capital projects

2. Maintain, coordinate and provide pound operations

3. Implementation of EPWP programmes

SUPERINTENDENT T

CEMETERIES

FOREMAN T

JAMESTOWN BURIAL PARK

SUPERVISOR T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

DWARSRIVER

SUPERVISOR T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

GENERAL WORKER T

NEW POST

TREES

ASST SUPERINTENDENT T

OPERATOR T OPERATOR T

GENERAL WORKER T GENERAL WORKER T

IRRIGATION

FOREMAN T

HANDYMAN T

HANDYMAN T

NURSERY

TEAM LEADER T

GENERAL WORKER T

GENERAL WORKER T
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SUB-SECTION

AREA 3

FRANSCHHOEK, PNIEL, KLAPMUTS & KYLEMORE

PURPOSE: To provide and maintenance/ operation of parks, 

cemeteries, commonage and public amenities

FUNCTIONS:

1. Provide and maintain parks, cemeteries, fences, structures and 

public facilities including:

i) Maintenance programming/ scheduling

ii) Equipment maintenance/ management/ training

iii) Compliance of playground equipment

iv) Prepare burial facilities by preparation of graves and ensuring 

compliance with legislation/ by laws

v) Supervise the maintenance of street trees and the application of 

pest and weed control services

2. Maintain, coordinate and provide pound operations

3. Implementation of EPWP programmes

SUPERINTENDENT T

FOREMAN T

SUPERVISOR/DRIVER T

OPERATOR T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T

GENERAL WORKER T GENERAL WORKER T
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SECTION 

COMMUNITY DEVELOPMENT

PURPOSE:  To build social capital within Stellenbosch Municipality as an institution 

and all communities within its jurisdiction through community development 

collaboration and a focus on marginalized citizens

FUNCTIONS:

Target groups: Children, Youth, Elderly, People Living on the street, Persons with 

disability, Gender and cross cutting issues:

1. Coordinate and facilitate community development programmes and events 

focussed on identified vulnerable groups

2. Develop, capacitate and collaborate with community structures and networks.

3. Manage municipal Grant in Aid policy and programme to benefit marginalized 

communities in line with identified IDP needs

4. Implement and administer ward projects aligned with departmental responsibility.

5. Ensure effective management of Municipal Night Shelter services

6. Implement provincial and national programmes through partnerships (IGR) to the

benefit of local marginalized groups

7. Ensure effective distribution of Social Relief of Distress and activation of SASSA 

support to affected persons in collaboration with DM

8. Ensure adherence to Human Rights Based approach in all municipal services

9. Drive and implement awareness events to promote sustainable programmes

MANAGER: COMMUNITY DEVELOPMENT T

SNR ADMIN OFFICER T CHILDREN 

& 

GENDER

COMMUNITY DEVELOPMENT 

COORDINATOR

T

NORTHERN AREA

COMMUNITY SUPPORT 

OFFICER

T

SOUTHERN AREA

COMMUNITY SUPPORT 

OFFICER

T

YOUTH 

& 

ELDERLY

COMMUNITY DEVELOPMENT 

COORDINATOR

T

NORTHERN AREA

COMMUNITY SUPPORT 

OFFICER

T

SOUTHERN AREA

COMMUNITY SUPPORT 

OFFICER

T

PEOPLE LIVING ON THE STREET

& 

PEOPLE WITH DISABILITIES

COMMUNITY DEVELOPMENT 

COORDINATOR

T

NORTHERN AREA

COMMUNITY SUPPORT 

OFFICER

T

SOUTHERN AREA

COMMUNITY SUPPORT 

OFFICER

T
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DIVISION 

INTERNAL AUDIT

PURPOSE: : To provide an independent appraisal of the adequacy and  

effectiveness of financial controls

FUNCTIONS:

1. Develop and implement a risk-based audit plan and internal audit program  

for each financial year and provide assurance regarding the effectiveness and  

efficiency of the organisational performance management system per  

allocated directorates according to rotation plan - Unit A

2. Develop and implement a risk-based audit plan and internal audit program  

for each financial year and provide assurance regarding the effectiveness and  

efficiency of the organisational performance management system per  

allocated directorates according to rotation plan - Unit B

3. Render management and line function administrative support services

CHIEF AUDIT EXECUTIVE

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line  

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics,  

analyses and reporting services

SNR CLERK T

NEW POST

SECTION 

COMPLIANCE & PERFORMANCE AUDIT

UNIT A

PURPOSE: To develop and implement a risk-based audit plan and internal  

audit program for each financial year and provide assurance regarding the  

effectiveness and efficiency of the organisational performance management  

system per allocated directorates according to rotation plan - Unit A

FUNCTIONS:

1. Develop and implement a risk-based audit plan and internal audit  

program for each financial year:

i) Advise the accounting officer and report to the Audit Committee on the  

implementation of the internal audit plan

ii) Provide assurance audit on risk management systems

iii) Conduct internal investigations and review financial control systems

iv) Plan, perform and report on audit engagements and monitor progress  

on the implementation of results

v) Liaise with the external auditors

2. Provide assurance regarding the effectiveness and efficiency of the  

organisational performance management system

i) Assess the functionality of performance management system

ii) Audit/ Assess the reliability of performance results

iii) Assess effectiveness and efficiency of operations and economic  

utilisation of resources

SNR INTERNAL AUDITOR T

INTERNAL AUDIT 

INTERNS

INTERNAL AUDITOR T

SECTION 

COMPLIANCE & PERFORMANCE AUDIT

UNIT B

PURPOSE: To develop and implement a risk-based audit plan and internal  

audit program for each financial year and provide assurance regarding the  

effectiveness and efficiency of the organisational performance management  

system per allocated directorates according to rotation plan - Unit B

FUNCTIONS:

1. Develop and implement a risk-based audit plan and internal audit  

program for each financial year:

i) Advise the accounting officer and report to the Audit Committee on the  

implementation of the internal audit plan

ii) Provide assurance audit on risk management systems

iii) Conduct internal investigations and review financial control systems

iv) Plan, perform and report on audit engagements and monitor progress  

on the implementation of results

v) Liaise with the external auditors

2. Provide assurance regarding the effectiveness and efficiency of the  

organisational performance management system

i) Assess the functionality of performance management system

ii) Audit/ Assess the reliability of performance results

iii) Assess effectiveness and efficiency of operations and economic  

utilisation of resources

SNR INTERNAL AUDITOR T

INTERNAL AUDIT 

INTERNS

INTERNAL AUDITOR T
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DIVISION 

GOVERNANCE

PURPOSE: To evaluate and contribute to the improvement of 

governance management processes

FUNCTIONS:

1. Establish and maintain enterprise risk management (ERM) and 

compliance within the organisation

2. Manage and coordinate the integrated development plan (IDP), 

institutional performance management (PM),  and intergovernmental 

relations (IGR)

3. Render comprehensive communication service to promote and 

build sound relationships between the municipality and all 

stakeholders and to promote and manage the corporate image

4. Render management and line function administrative support 

services

SNR MANAGER: GOVERNANCE

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line 

function administrative support services

FUNCTIONS:

1. Provide administrative support services

2. Provide planning, research, statistics, 

analyses and reporting services

ADMIN OFFICER T

SEE PAGE 108

SECTION

RISK MANAGEMENT

PURPOSE: To establish and maintain 

enterprise risk management (ERM) and 

compliance within the organisation

CHIEF RISK OFFICER T

SEE PAGE 109

SECTION 

IDP/ PM / IGR

PURPOSE: To manage and coordinate the 

integrated development plan (IDP), 

institutional performance management (PM),  

and intergovernmental relations (IGR)

MANAGER: IDP/ PM / IGR T

SEE PAGE 110

SECTION

COMMUNICATION

PURPOSE: To render comprehensive communication 

service to promote and build sound relationships 

between the municipality and all stakeholders and 

to promote and manage the corporate image

MANAGER: COMMUNICATION T
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SECTION

RISK MANAGEMENT

PURPOSE: To establish and maintain enterprise risk management (ERM) and compliance 

within the organisation

FUNCTIONS:

1.  Analyse and advise on risk management issues and review the risk philosophy of the 

municipality:

i) Promote and communicate appropriate ethics, values and control information  in the 

organisation; drive and coordinate risk management and facilitate risk assessments

ii) Develop enterprise risk management strategy and assist with implementation of risk 

responses

iii) Develop and establish fraud detection investigation and prevention initiatives;

iv) Manage and execute fraud investigation processes and provide fraud and corruption 

hotline service

2. Ensure the organisation is conforming with, or eligible for, contractual obligations, 

government regulations, laws, licenses and permits:

i) Prevent unethical or improper conduct in the organization

ii) Interact with all directorates regarding issues related risk

iii) Updating standards of conduct and development of periodical reviews

iv) Monitor, review and evaluate compliance activities

3. Liaise with the external auditors and other relevant role-players

CHIEF RISK OFFICER T

ADMINISTRATIVE SUPPORT & 

ANTI FRAUD HOTLINE

SNR CLERK T
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SECTION 

IDP/ PM / IGR

PURPOSE: To manage and coordinate the integrated 

development plan (IDP), institutional performance 

management (PM),  and intergovernmental relations (IGR)

FUNCTIONS:

1. Manage and coordinate the integrated development plan 

(IDP) processes in accordance with legislative requirements

2. Manage and coordinate institutional performance 

management (PM) and service delivery and budget 

implementation plan (SDBIP)

3. Develop a framework  for effective and efficient 

international (IR) and intergovernmental relations (IGR)

MANAGER: IDP/ PM / IGR T

SNR CLERK T

SUB-SECTION 

IDP

PURPOSE: To manage and coordinate the integrated 

development plan (IDP) processes in accordance with 

legislative requirements

FUNCTIONS:

1. Guide and direct planning and logistical arrangements of 

the IDP processes and ensure public participation in IDP 

processes

2. Integrate organisational management activities with the 

strategic planning process

3. Monitor and report on the implementation of the IDP

IDP OFFICER T

PUBLIC PARTICIPATION 

OFFICER

T PUBLIC PARTICIPATION 

OFFICER

T PUBLIC PARTICIPATION 

OFFICER

T

SUB-SECTION 

PM & SDBIP

PURPOSE: To manage and coordinate institutional 

performance management (PM) and service delivery and 

budget implementation plan (SDBIP)

FUNCTIONS:

1. Develop, maintain and monitor the institutional PM

2. Operate and manage the system throughout the planning, 

performance review and reporting stages

3. Ensure legislative compliance of the institutional PM

4. Monitor and evaluate service delivery and strategic projects

5. Prepare and submit legislated reports such as quarterly and 

annual reports

PM OFFICER T

SUB-SECTION 

 IGR RELATIONS

PURPOSE: To develop a framework  for effective and efficient 

international (IR) and intergovernmental relations (IGR)

FUNCTIONS:

1. Facilitate, mainstream and promote international relations (IR)  

intergovernmental relations (IGR) programmes, liaison and projects:

i) Guide and co-ordinate IR & IGR and protocol related actions

ii) Render and coordinate institutional public participation support 

services to ensure regular consultation between council and the 

community

iii) Render support services to ward councillors

iv) Provide institutional community facilitation and liaison services

v) Strengthen community participation in council matters at 

administrative level

IGR OFFICER T
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SECTION

COMMUNICATION

PURPOSE: To render comprehensive communication service to promote and build sound 

relationships between the municipality and all stakeholders and to promote and manage 

the corporate image

FUNCTIONS:

1. Provide media relations service:

i) Coordinate, scrutinize and arrange media statements, briefings and conferences

ii) Cultivate good media relationships and liaison and rapid response

iii) Manage and coordinate a rapid response media service

2. Conduct communications research:

i) Implement the Municipality's communication strategy, policy and procedures

ii) Develop appropriate content and provide advice / copy

iii)Analyse communications environment to identify communication opportunities

3. Advance corporate communications and marketing:

i) Source and write / check content of internal and external copy

ii) Website content management

iii) Coordinate internal and external communication activities / newsletter

iv) Promote marketing and branding opportunities

v) Provide support regarding communication events

MANAGER: COMMUNICATION T

COMMUNICATIONS OFFICER T COMMUNICATIONS OFFICER T
KNOWLEDGE & INFORMATION 

MANAGEMENT OFFICER

T ADMINISTRATIVE SUPPORT

SNR CLERK T

NEW POST
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SECTION 

EXECUTIVE SUPPORT OFFICE OF THE MUNICIPAL 

MANAGER

PURPOSE: To provide office management services to 

the Municipal Manager

FUNCTIONS:

1.  Provide planning, research, statistics, analyses and 

reporting services to the Municipal Manager

2. Planning and monitoring of strategic / critical 

matters

3. Coordinate logistical support

4. Provide executive secretarial and administrative 

support services

5. Liaise internally and externally with relevant 

stakeholder

6. Advise the Municipal Manager on a daily basis with 

regard to functional activities

SNR ADMINISTRATIVE OFFICER T

PA: MUNICIPAL MANAGER T
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8.3 UPPER LIMITS OF SALARIES, ALLOWANCE AND BENEFITS OF 
COUNCILLORS 

 

1. To inform Council of the contents of Government Notice No 313 of  
3 April 2017 that deals with the upper limits of salaries, allowances and 
benefits of councillors. See attached ANNEXURE A.  Also to highlight 
changes from the previous Notice. 
 

2. BACKGROUND 

A recent Notice, 1600 of 21 December 2016, published in this regard, has 
been repealed and replaced by Notice 313 of 3 April 2017. 

 The Implementation Date of the Notice is back dated to 1 July 2016, and has 
become standard practice over the years. 

 Issues that need particular noting, are listed below. In essence, the Notice 
does not deviate from the format of previous years, but there are some 
improvements that are highlighted below: 

3. DISCUSSION 

3.1 Calculation of Municipality’s Grading 

In order to determine which of the remuneration levels are applicable to 
Stellenbosch Municipality, the grading of the municipality needs to be 
determined according to the calculation/formula provided: 

 Category Details Number of 
Points 

Source 

Total Municipal 
Income 

R1 183 820 239 33.33 
 

Audited AFS for 2015/16 – As 
per definition given in Notice. 

Total Population 173 419 25.00 Community Survey 2016: 
Statistical Release No P0301 – 
As per Definition given in 
Notice. 

Total Number of 
Points 

 58.33  

 
Stellenbosch Municipality therefore remains unchanged at a Grade 4 for 
purposes of determining the upper limits of the remuneration of Public Office 
bearers. 

3.2 Limited Change in Remuneration Packages 

When comparing the latest Notice with the previous one, it becomes clear 
that only the remuneration packages of Full Time Chairpersons of Section 79 
Committees, Part Time Chairpersons of Section 79 Committees and Part 
Time Councillors have increased, while others have remained the same. 

POSITION PREVIOUS UPPER LIMIT NEW UPPER LIMIT INCREASE
F/T Mayor or 
Executive Mayor 

R787 061 R787 061 R0 

F/T Speaker, Deputy 
Mayor or Deputy 
Executive Mayor 

R629 647 R629 647 R0 

F/T Exco Member, 
Mayco Member, Whip 
or Chairperson of a 

R590 296 R590 296 R0 
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Sub Council 
F/T Chairperson of 
Section 79 
Committee 

R550 942 R572 979 R22 037 

P/T Mayor or 
Executive Mayor 

R434 935 R434 935 R0 

P/T Speaker, Deputy 
Mayor or Deputy 
Executive Mayor 

R347 947 R347 947 R0 

P/T Exco Member, 
Mayco Member or 
Whip 

R326 201 R326 201 R0 

P/T Chairperson of 
Section 79 
Committee 

R304 454 R316 632 R12 178 

P/T Councillor R237 236 R246 725 R9 489 

 
3.3  Pension Fund Membership 

The repealed Notice made it compulsory for all councillors to contribute 15% 
of monthly basic salary to a registered pension fund. This would have had far 
reaching implications.  

Notice 313 however, has been amended and membership of pension 
funds is now again at the discretion of each individual councillor. 

3.4 Increased Cell Phone Allowance 

Cell Phone allowance for all Stellenbosch councillors increases to R1 900 
per month and to R2 400 per month for the Executive Mayor, Deputy Mayor 
and Speaker.  

The term “may be reimbursed” has now been replaced by “may be paid” 
which is more practical to administer. 

3.5  Data Bundles 

Data Bundles remain at R300 per month.   

The term “may be reimbursed” has now been replaced by “may be paid” 
which is more practical to administer. 

3.6   Special Risk Cover (SASRIA) 

The limits of R1.5million on residential property and R750 000 on vehicles 
remain the same. 

Section 13 (4) however, makes it clear that a councillor is obliged to submit 
details of properties and vehicles to be covered by the municipality’s 
insurance and that any councillor who fails to submit the required 
information, forfeits the benefit of the insurance. 

Despite a number of previous requests, several councillors have not 
submitted the required information as yet. 

Also important is for councillors to note that this cover is for Riot and Unrest 
related incidents only and is not intended to replace any current short term 
insurance that might be in place. 
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3.7  Affordability 

 The total anticipated amount in terms of the latest Gazette payable to all 
councilors for the 2016/2017 year, are less than budgeted for and should 
therefore be implemented subject to approval by the Minister.  

3. PARTIES CONSULTED 

Finance:  The 2016/2017 budget is sufficient to absorb the increase.  Council 
did budget for the following amounts for 2016/2017 : 

 Allowance Councillors   = R11 307 821 
 Councillors Travel Allowance  = R3 816 545 
 Councillors Telephone Allowances  =  R807 946 
 Councillors Medical Allowance = R129 034 
 Councillor Pension Allowance = R965 470 
 Total amount budgeted  =  R17 026 816 

 

MAYORAL COMMITTEE MEETING: 2017-04-19: ITEM 6.3  

RECOMMENDED 

(a)  that the upper limits pertaining to Councillors’ remuneration as determined 
by the National Minister for Cooperative Governance and Traditional Affairs, 
be adopted and approved by Council;  

(b) that the Administration effect implementation after due process has been 
followed, which includes: Notifying the MEC for Local Government of the 
Council resolution, the availability of funds in terms of affordability and the 
schedule containing the increased salaries, allowances and benefits; and 

(c) that the adjustments to the upper limits are approved by Council for 
implementation by the Administration effective from 1 July 2016, subject to 
approval by the MEC for Local Government. 

 
 

Meeting: 
Ref no: 

Mayoral Committee: 2017-04-19 
 

Submitted by Directorate: 
Author 
Referred  from: 

Office of the MM 
Office of the MM 
 

 
 
 

FURTHER COMMENTS BY THE MUNICIPAL MANAGER: 2017-04-20 

THAT IT BE RECOMMENDED 

that the previous Council decision taken on 22 February 2017 stating: 

“6TH COUNCIL MEETING: 2017-02-22: ITEM 8.1 

RESOLVED (nem con) 

(a) that the upper limits pertaining to Councillors’ remuneration as 
determined by the National Minister for Cooperative Governance and 
Traditional Affairs, be adopted and approved by Council;  
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(b) that the Administration effect implementation after due process has 

been followed, which includes: Notifying the MEC for Local 
Government of the Council resolution, the availability of funds in terms 
of affordability and the schedule containing the increased salaries, 
allowances and benefits; 

(c) that the following specific adjustments to the upper limits are approved 
by Council for implementation by the Administration effective from 1 
July 2016, subject to approval by the MEC for Local Government; and 

(d) that the MEC for Local Government be informed of the following 
challenges: 

 Implementation date for the Pension fund for Councillors; 

 The administrative burden regarding the cell phone allowances and 
data bundles. 

 Compulsory pension fund membership 
 Retrospective nature of compulsory pension fund membership 
 Retrospective nature of data bundles reimbursement 
 Non-increase in remuneration packages for some Councillors”  

 

be rescinded and replaced with:  
 
(a) that the upper limits pertaining to Councillors’ remuneration as determined 

by the National Minister for Cooperative Governance and Traditional Affairs, 
be adopted and approved by Council;  

(b) that the Administration effect implementation after due process has been 
followed, which includes: Notifying the MEC for Local Government of the 
Council resolution, the availability of funds in terms of affordability and the 
schedule containing the increased salaries, allowances and benefits; and 

(c) that the adjustments to the upper limits are approved by Council for 
implementation by the Administration effective from 1 July 2016, subject to 
approval by the MEC for Local Government. 

 

Meeting: 
Ref no: 

8TH COUNCIL:  2017-04-26 
 

Submitted by Directorate: 
Author 
Referred  from: 

Office of the MM 
Office of the MM 
Mayoral Committee: 2017-04-19 
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