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: 17/2020 REGIONAL ADVISOR 1

SALARY PACKAGE: R 356 900.00 - R 535 350.00

MICT SETA seeks to employ o Regional Advisor Free Stote to coordinate the
accurate and timeous registration of students on learning programmes in line with
stipulated requirements within MICT SETA. The successful incumbent will be bosed at
our Free State OFfice and will report to the Free State Regional Manager.

miNIMUM REQUIREMENTS

= Degree in Business Administration or equivalent
= 6 years experience in LPD or similor role.

RESPONSIBILITIES

e Lioise with Stakeholders in relation to programme opplications.

e Oversee the preparation of spreadsheets / capturing and reviews to ensure
correctness of infFormation For evaluations Committee.

e Verify Provider Accreditation with the Quality Assurance in line with
Discretionary Graonts Policy.

e Participate in the evaluation of applications to provide input as to whether
opprovals should be gronted.

e Create letters of approval / rejection For programmes to be sent to
stokeholders to notify about the outcome of applications.

e Drow up provisional learning progromme aopproval agreements with
appropriote milestones and time-Frames.

e Submit learning progromme contracts For verification by Manager.

e Ensure that signed contracts are received aond Filed in appropriate Ffiles.

e Monitor milestones ond time-fromes of learning progrommes in line with
MICTSETA policy.

e Quality Assure and verify learners via Management InfFormation System (MIS)
prior to registration.

e Lioise with Training Providers of stokeholders in relotion to outstanding
inFormation.

e Prepare opproval spreadsheet and instructs Administrators to process
payments.

e Review payment packs For stokeholders aond creates memos to monitor
payment progress.

e Submit payment packs to Manager For review prior to approval on system in
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order For Finance to moke payments.

e Conduct regulor site visits to ensure thaot learning prograommes are being
implemented in line with requirements.

e Assist stokeholders with populoting Etemplates ond collating required
documentation.

e Query outstonding documentation For opproved programmes  with
stokeholders.

o Guide stakeholders on how to address programme related issues.

e Lioise with Manoger in relotion Eo programme extensions and prepares
letters to stakeholders upon approval.

e Investigate and resolves complaints in relotion to Learning Progrommes ond
refers unresolved and complex matters to Manager For intervention.

REQUIRED SKILLS

e Administrative

e Relationship Management
e Coordination

e Logical Thinking

e Problem Solving

APPLICATION

CVs aond certified qualifications of suitably qualified persons may be Forworded to
the Humon Copital Division For the aottention of: Mr Bossanio Giloert
(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 opplications,

Ehey should consider their application unsuccessfFul.

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