Media, InfFormation And
Communication Technologies
Sector Education And Training Authority

SHAPING SKILLS, PIONEERING INDUSTRIES, EMPOWERING FUTURES

( '; MICTSETA

INTERNAL / EXTERNAL ADVERTISEMENT

DIVISION: FREE STATE REGIONAL OFFICE

REFERENCE POSITION: NUMBER OF

FIXED TERM CONTRACT FOR 12 MONTHS VACANCIES

NUMBER AVAILABLE
FSO: 19/2020 REGIONAL ADMINISTRATOR 1

SALARY PACKAGE: R 268 750.00 - R 322 500.00

MICT SETA seeks to employ a Free State Regional Administrator to provide on
effective aond efficient administration Function in relation to learning progroms in
the region. The successful incumbent will be based ot our Free State OFffice. The
successful incumbent will be based ot our Free State OFFice and wiill report to the
Free State Regional Manoger.

miNIMUM REQUIREMENTS

= National Certificate in Administration or equivalent
= 4 years experience in Administration within or similar role.

RESPONSIBILITIES

e Check learner ond learning progromme registrations to ensure that
opplications are in line with requirements.

e Lioise with Training Providers on outstonding documentation required For
registration.

e Verify supporting documentation to ensure authenticity.

e Copture information on the Management InFormation System (MIS).

e Generote reports on information coptured ond submits to Advisor For
verification ond registration.

e Copture and Files discretionary graont opplications.

e Assist Advisor with drafting of letters of approval and records on a
spreadsheet.

e Advise Training Providers to apply For moderation.

e Generate acknowledgement letter to send to Training Providers upon
requests For moderation.

e Copture Request For Moderator (RFM) From Training Providers For induction
ond moderation (ot different intervals) ond exit.

e Ensure that system automaticaolly generates emails to Moderators to gauge
Eheir availobility.

e Link RFM to the Request For Purchase (RFP) on system For manogement
approval.

e Ensure that system generates aoppointment letter and Purchase Order (PO) is
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generated.

e Receive moderation reports, invoices and staotements of account and
coptures GRB For goods received.

e Submit to Supply Chaoin Management (SCM) department For processing of
invoice.

e Monitor learner’s progress and advises learners to apply For extensions if
behind on progromme.

e Terminate learners on system in cases of being too Far behind to catch up
ofter approval From Specialist.

e Obtain approval From Specialist to grant Further extensions if learners are
close to Finishing the progrommes.

e Receive completed questionnaires From to gauge quality of training, poyment
of stipends and appointment of Mentor by employers.

e Conduct site visits ond conducts Face to Foce interviews with leaorners to
ensure thaot learners are receiving training os per employer agreement.

e Recommend that Mentors be appointed if no Mentors were allocated.

e Receive requests From employers For termination of learners when learners
have left the prograomme.

e Process requests with reasons upon approval From Manager ond updates on
Ehe system.

e Submit requests to Manager to update commitment register.

e Check Commitment Registers and informs companies that are not complying
with ogreements to either deliver on learning progrommes or terminate
projects once Specialist gives the go ahead.

e Assist Auditors by supplying requested documentation For audit purposes.

REQUIRED SKILLS

e Analytical

¢ Relationship Management
e People Maonagement

¢ Critical Thinking

e  Quality Monagement

APPLICATION

CVs and certified qualifications of suitably qualified persons may be Forworded to
the Humon Copital Division For Ethe attention of: Mr Bassonio Gilbert
(Recruitment@mict.org.za) no later than 26 July 2020. Enquires may be directed to
011-207-2600.

Applicants will be subjected to personal vetting.

Should candidates not hear From us 30 days ofter the closing date of applications,
they should consider their application unsuccessful.

White, Indion, Coloured and people with disabilities are encouraged to apply For
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Ehis position in-line with the MICT SETA Employment Equity Targets.



