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The National Film and Video Foundation (NFVF) together with the Department of Sport, Arts and Culture (DSAC), in response to the Presidential stimulus programme, is looking to recruit South African graduates and unemployed youth (aged 35 and younger) to assist with the digitization project for the National Archives and Records Services of South Africa (NARSSA) 
[image: ]The project will be based at the National Archives and Records Service of South Africa in Pretoria and will end on 31 March 2025.
Applications should be submitted via email to National Film and Video Foundation (NFVF), please include the job reference number in the subject of the email. 

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

All applications must be submitted to pesp5internship@nfvf.co.za Closing date for all applications is 5 pm on Monday 12 May 2024. 

	[image: ] 	 	   

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

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

	NARSSA.01 – 
Archivist - Arrangement 
And 
Description 
	

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

	3

	NARSSA.02 – 
Assistant 
Archivist - Arrangement 
And 
Description 

	

	Assistant Archivist 
- Arrangement And 
Description 
	• 	Grade 12 
	3

	NARSSA.03 – Conservation Assistant 
	


	Conservation Assistant 
	• 	Grade 12 
	5

	NARSSA.04 – 
Supervisor
Conservation Laboratory
	

	Supervisor
-Conservation Laboratory
	A recognised 3 year Bachelor’s Degree or equivalent qualification, such as Archival Studies
	1

	NARSSA.05 – Archive Assistant – House Keeping

	


	Archive Assistant
Housekeeping
	•   Abet level 4 / Grade 10	
	1

	NARSSA.07 – Scanner 
Operator 
	


	Scanner Operator 
	• 
	Grade 12
	1

	NARSSA.08-
Supervisor
Audio-Visual Archivist: Film and Video Preservation
	
 
	Supervisor
Audio-Visual Archivist: Film and Video Preservation
	· 
	A recognised three-year Bachelor’s degree or equivalent qualification with an appropriate major subject, such as History or Archival Studies

1-2 Years experience in working at a Film Archive or similar environment
	1

	NARSSA.09-
Supervisor
NARSSA Digitisation Hub
	

	Supervisor 
NARSSA Digitisation Hub
	
	A recognised three-year Bachelor’s degree or equivalent qualification with an appropriate major subject, such as History or Archival Studies
	1

	NARSSA.10 – 
Supervisor 
Audio-visual Archivist: Sound preservation 
	

[bookmark: _MON_1775880934] 
	Supervisor 
Audio-visual Archivist: Sound preservation
	• 
	Sound Engineer and/or three year degree in film, video and sound studies or with production or post production experience

	1

	NARSSA.12
Supervisor
Archivist Cartographic Material –
	

	Supervisor
 Archivist - Cartographic Material –
	
	A recognised three-year Bachelor’s degree or equivalent qualification with an appropriate major subject, such as History or Archival Studies
	1

	NARSSA.13
Handyman

	

	Handyman
	
	Appropriate certificate or proof of work experience
	1

	NARSSA.14
Plumber
	

	Plumber 
	
	Trade certificated plumber
	1
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Department:
Sport, Arts and Culture
REPUBLIC OF SOUTH AFRICA







		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Archivist Arrangement & Description 



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		7



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		 



		B:  JOB DETAILS



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

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

To prepare records for Digitisation 





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

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Arrangement and Sorting



		· Sorting and arranging of records

· Research administrative outline

· Boxing of records and labeling boxes

· Listing of records


· Removal of staples, changing of file covers 


· Stencilling the boxes 


· Creating structure for a collection

· Sorting, numbering, verification of the sequence




		



		2. Capturing, verification and checking up on AtoM

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

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


· Verifying and check archival description already in AtoM for accuracy


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


· Tie digital object to archival description


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




		



		3. Data clean-up on AtoM

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

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

		



		4 Assist in the Reading Room 



		· Research registers 


· Telephone registers


· Payment recording 


· Assist researchers 


· Shelving and retrieving 


· Attending to telephone and email enquiries.

		



		5.  




		· 

		





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



		Minimum Qualification

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



		Additional Requirements

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



		Experience

		· 6-12 months experience in an archival institution 





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



		Competencies/Skills/Knowledge

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



		· Professional Qualities


· Personal Qualities

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



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

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



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



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





		E:  ALTERATIONS



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





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1

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







		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Archivist



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		12/10/2020



		11. POST REPORT TO

		 



		B:  JOB DETAILS



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

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





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

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Arrangement and Sorting



		· Sorting and arranging of records

· Research administrative outline

· Boxing of records and labeling boxes

· Listing of records




		



		2. Capturing, verification and checking up on AtoM

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

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


· Verifying and check archival description already in AtoM for accuracy


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


· Tie digital object to archival description


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




		



		3. Data clean-up on AtoM

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

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

		



		

		· .

		



		5.  




		· 

		





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



		Minimum Qualification

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



		Additional Requirements

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



		Experience

		· None





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



		Competencies/Skills/Knowledge

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



		· Professional Qualities


· Personal Qualities

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



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

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



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



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





		E:  ALTERATIONS



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





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1

1
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Conservation Assistant



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		5



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Libraries



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		Preservation Management Services/ Conservation Laboratory



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		21/01/2022



		11. POST REPORT TO

		Archivist: Book Conservation



		B:  JOB DETAILS



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

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









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

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1. 

Condition Assessment of Archival Records

		· Assessing the physical condition of records

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

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

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

		30%



		2. 

Cleaning of Archival Records

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

· Flatten records in preparation for scanning

		30%



		3.

Mending Torn Archival Records

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

· Unfold folded records and flatten creases

· Remove pins, paper clips, stapples etc.  



		30%



		4.

Collate records after digitisation 

		· Ensure records are in their correct order after digitisation

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

· Ensure records dispatched back to storage have been signed for

		10%









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



		Minimum Qualification

		· Grade 12



		Additional Requirements

		· 



		Experience

		· 







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



		Competencies/Skills/Knowledge

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



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



		· Interpersonal Sensitivity

· Flexibility

· Personal Motivation

· Ability to work as a team









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



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

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



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors







		

(Reporting Relationships) 

                              



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











		D:  PERFORMANCE AGREEMENT



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







		E:  ALTERATIONS



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







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2022/___/____

Job Incumbent                          Date



		





______________________	     2022/___/___

Line Manager/Supervisor	     Date



















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







		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Supervisor – NARSSA Conservation Laboratory



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		Preservation Management Services



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		01/03/2024



		11. POST REPORT TO

		 



		B:  JOB DETAILS



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

To provide supervisory role for the Presidential Employment Stimulus Package (PESP) beneficiaries in the Conservation Laboratory of the National Archives and Records Service of South Africa.







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

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Supervision of the work of the PESP Interns in the Conservation Laboratory 



		· Capturing and recording the work received by the laboratory.

· Distribute work to the interns.

· Ensure conservation work on archival records is according to NARSSA requirements.

· Liaise with NARSSA permanent officials to ensure work is properly coordinated.



		30%



		2. Manage performance of the Conservation Interns

		· Ensure targets are met.

· Ensure quality standards are adhered to. 


· Provide daily, weekly, and monthly production statistics.


· Manage resource utilization to minimize wastage and ensure appropriateness of usage. 



		30%



		3. Conduct Quality Control

		· Check that all records are correctly cleaned.

· Ensure all records receive the appropriate treatment in accordance with NARSSA requirements and availability of material. 

· Ensure corrective measures are taken where quality issues arise. 

· Monitor compliance with standards, targets, and quality.

		20%



		4. People management and empowerment

		· Manage time and leave for interns.. 


· Assist with the performance management matters of the interns.

· Ensure health and safety standards are adhered to.


· Attend project meetings.

		20%





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



		Minimum Qualification

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



		Additional Requirements

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



		Experience

		· None





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



		Competencies/Skills/Knowledge

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



		· Professional Qualities


· Personal Qualities

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



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

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



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



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





		E:  ALTERATIONS



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





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1

3
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Housekeeping



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		2



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Libraries



		7. DIRECTORATE

		Archives Service



		8. SUB-DIRECTORATE/  DIVISION

		Admin & Coordination



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		Assistant Director



		B:  JOB DETAILS



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

Cleaning of the premises







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

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1.  Cleaning of offices 



		· Dusting of furniture daily

· Sweeping and mopping of the floors daily

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

· Cleaning and dusting of window seals and door vents daily

· Cleaning of the windows inside once a month

· Scrubbing and sealing of the floor once a month

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

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

· Sanitise and disinfect furniture after the meetings.

		25%



		2. Cleaning of corridors/passages and stairs, 



		· Sweeping and mopping of the floors daily

· Scrubbing and sealing the floors once a month

· Cleaning and dusting of window seals and glass doors daily

· Cleaning of the windows inside once a month

· Cleaning of steps and rails daily.

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

		25%



		3. Cleaning of toilets



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

· Sweeping, Scrubbing/mopping of the floors daily

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

· Checking and refilling hand soap daily.

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

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

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

		25%



		4.  Cleaning of strong rooms















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

· Dusting the shelves and documents twice a week

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

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

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

		10%



		6.	Cleaning of kitchen

		· Sweeping and mopping of the floors daily

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

· Cleaning and dusting of window seals and door vents daily

· Cleaning of the windows inside once a month

· Scrubbing and sealing of the floor once a month

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

· Sanitise and disinfect the kitchen appliances and taps daily

· Cleaning and disinfecting of cupboards and counters daily 

· Refilling of dishwashing liquid replacement of disposable handtowels

· Washing of dishcloths

		15







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



		Minimum Qualification

		· Abet Level



		Additional Requirements

		· Knowledge of operating the cleaning equipment

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

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

· Ability to read and write.

· Good communication and interpersonal relations.



		Experience

		· At least 2 years cleaning experience







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



		Competencies/Skills/Knowledge

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



		· Job knowledge

· Action orientation

· Oral communication

· Quality of work

· Knowledge of operating cleaning equipment

· Knowledge of differentiating cleaning materials

		· Personal motivation 

· Interpersonal relationship

· Flexibility 

· Team work 

· Acceptance of responsibility









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



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

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



		Colleagues 

		Visitors at NARSSA



		Senior managers

		Researchers



		

		Service providers







		

(Reporting Relationships) e.g                    Assistant Director





                                                                  Senior Forman





                                                                 This Job (Cleaner)                                                         









		D:  PERFORMANCE AGREEMENT



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







		E:  ALTERATIONS



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







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		2020/___/____

Job Incumbent                          Date



		





______________________	     2020/___/___

Line Manager/Supervisor	     Date









1



4
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Scanner Operator



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		2



		4. CORE (for office use)

		Communication and Information Related Personnel



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives and Library Promotion and Coordination



		7. DIRECTORATE

		National Archives



		8. SUB-DIRECTORATE/  DIVISION

		Preservation Management Services/ Conservation Laboratory



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		Assistant Archivist: Book Conservation



		B:  JOB DETAILS



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

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







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

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1. 

Preparing Archival Records for Scanning

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

· Sorting archival records in the correct order. 

· Unfolding individual sheets so that content is visible. 

		30%



		2. 


Scanning Archival Records

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

· Setting the scanning parameters for scanning of records,


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

		30%



		3.


Check Quality of Scanned Records

		· Checking quality of digital copies


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


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

		20%



		4.


Compile Scanned Records

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


· Capture statistical information for reporting 




		20%





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



		Minimum Qualification

		· Grade 12



		Additional Requirements

		· 



		Experience

		· 





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



		Competencies/Skills/Knowledge

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



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




		· Interpersonal Sensitivity


· Flexibility


· Personal Motivation


· Ability to work as a team








		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



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

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



		Colleagues

		Researchers



		Others Sections

		NARSSA Visitors



		Senior Managers

		Interns/trainees



		

		Contractors





		(Reporting Relationships) 

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







		D:  PERFORMANCE AGREEMENT



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





		E:  ALTERATIONS



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





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1
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		A:  POST DETAILS



		1. JOB TITLE

		Supervisor Audio-Visual Archivist: Film and Video Preservation



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		4



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service of South Africa



		8. SUB-DIRECTORATE/ DIVISION

		Film and Video Preservation



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		



		B:  JOB DETAILS



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

To collect, preserve and make available all film, video collections as well as related materials that was made in or about South Africa







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

		Percentage of time 

spent 100%



		Key Result Areas

		Key Activities

		



		1. Identification, selection, appraisal and accessioning of film prints, videos, DVD’s and production materials.

		· Identification of film prints: View films on viewing table Write: Title; production company; copyright holder; format; mute or combined picture and sound print.

· Evaluation-films are viewed on viewing table to check for the quality of sound, if picture is in sync with sound; colour of picture and if the picture isn’t scratched.

· Selection and appraisal is done on viewing table e.g. if there are 10 or more copies of a production 5 of the best copies are selected for preservation. The rest are discarded.

· Accessioning of film prints: a technical record is created for each copy of a production and a FA number is allocated for each can.

· Evaluation of videos: Videos are viewed on a video cassette recorder for identification and quality check.

· All productions accessioned are listed in numerical order.

· Film masters consist of cutting copies; original picture negatives; optical sound and duplicating negatives and are registered in the FM (Film master register)

· Magnetic sound is registered in the Mag. register.

· Prints are registered in the FA-register

		



		2.  Generate content on productions.

		· Productions are viewed on playback equipment to ascertain the quality of the copy and to write detailed information on the content of the productions. 

		



		3. Control and care of all vaults and storerooms.



		· Check to see if the cleaner’s clean storerooms and vaults, etc. in the Holdings Building.

· The vaults are regularly unlocked and checked, kept clean to prevent dust and moist forming.

· We allow only authorized officials access to the vaults.

		



		4. Allocation of new acquisitions

to vaults and temporary storage of new donations/transfers.



		· Accessioned material is stored in numerical order in vaults/storerooms.

· New donations: Before a new donation is collected, we must arrange a meeting with the Donar / Institution to view the collection establish the type of transport needed for the collection of the donation, write a memo for the transport request to collect the donation. 

· The material is then off-loaded at the Holdings Building 

· New donations are stored in vaults /storage rooms until they are identified, selected and accessioned.

		         



		5. Delivering and returning of material to researchers and colleagues. 



		· Staff in section Outreach and Client Services request material for researchers by listing Titles of productions required and if possible, FA numbers of cans. 

· After completion of their research, the material is collected and taken back to Holdings Building and packed in numerical order in storerooms.

		







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



		Minimum Qualification

		· Matric Certificate/ Grade 12 Certificate or Equivalent 

· Three-year Degree/National Diploma in Archival Studies/Information Science/ History or equivalent qualification



		Additional Requirements

		· Post-graduate qualification in Information Science/Archival Studies will be an added advantage



		Experience

		· 1-2 years’ experience in an audio-visual archive







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



		Competencies/Skills/Knowledge

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



		· Knowledge on Audio-visual 

· Knowledge on supervision

· Basic knowledge of film handling

· Organizational skills

· Communication skills

· Technical skills related to film handling

· Knowledge on the South African History

· Knowledge on the South African Film Industry

· Knowledge of relevant Acts and legislation 

· Knowledge Public Service and Departmental prescripts and policies.

		· Patience

· Focus

· Bilingual

· Detail orientated

· Meet deadlines









		5.	CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.







		C. CUSTOMERS / STAKEHOLDERS



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

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



		· Supervisor

· Colleagues

		· Researchers

· State Departments

· Other archive repositories







		

(Reporting Relationships) e.g.    Deputy Director: Film, Video and Sound Archives

                                                    

                              

                                                                       ASD: Film Archives





                                                             This job (Professional Supervisor)







		D:  PERFORMANCE AGREEMENT



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







		E:  ALTERATIONS



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







		F:  JOB DESCRIPTION AGREEMENT



		





_________________		_____________

Job Incumbent                          Date



		





______________________	     _____________

Line Manager/Supervisor	     Date
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		JOB DESCRIPTION



		A:  POST DETAILS



		1. JOB TITLE

		Supervisor – NARSSA Digitisation Hub



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		Preservation Management Services



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		01/03/2024



		11. POST REPORT TO

		 



		B:  JOB DETAILS



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

To provide supervisory role for the Presidential Employment Stimulus Package (PESP) beneficiaries in the Digitisation Hub of the National Archives and Records Service of South Africa.








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

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Supervision of the work of the Digitisation Hub



		· Capturing and recording the work received by the hub.

· Distribute work according to scanner operators.

· Ensure all scanning parameters for archival records are enforced.

· Address any issues emanating from the work of the hub.


· Liaise between arrangement and description team 




		30%



		2. Manage performance of the Digitisation Hub

		· Ensure targets are met.

· Ensure quality standards are adhered to. 


· Provide daily, weekly, and monthly production statistics.


· Ensure hardware and software is working and report any issues to ICT and/or Head of Preservation.


· Ensure equipment is serviced accordingly.




		30%



		3. Conduct Quality Control

		· Check that all records are correctly scanned.

· Ensure the sizes and formats are as required for both preservation and access.


· Ensure corrective measures are taken where quality issues arise.


· Ensure scanned records are properly saved on the Shared Drive or Server.

		20%



		4. People management and empowerment

		· Supervised the staff working in the Digitisation Hub

· Mentor compliance with standards, targets, and quality


· Manage leave for staff in the hub. 


· Assist with the performance management matters of staff in the hub.

· Ensure health and safety standards are adhered.


· Attend project meetings.

		20%





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



		Minimum Qualification

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



		Additional Requirements

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



		Experience

		· None





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



		Competencies/Skills/Knowledge

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



		· Professional Qualities


· Personal Qualities

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



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

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



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



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





		E:  ALTERATIONS



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





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1
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JOB SPECIFICATION



SUPERVISOR: AUDIO-VISUAL ARCHIVIST SOUND



The National Archives and Records Service of South Africa (NARSSA) is looking for youths with a qualification in Sound or Audio Engineering or ICT or equivalent qualification. Atleast 6 months experience in the digitising of audiovisual field. The incumbents will be required to perform the following duties: 

Purpose

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

Digitization of Audio Records 

Digitization of all available audio records, including supervising role

Key results

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

· Do appraisal and accessioning of all sound formats

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

· Quality control of duplications and returned material

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

· Operation of different types of equipment to access material 

· Maintenance of Vaults and Storerooms

· Select material from donations for preservation

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

· Providing source codes to new material groups.

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

· Checking accuracy of lists

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

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

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

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

· Preservation measures regarding collections

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

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

· Identify hiatuses in the collection

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

· Select material for digitization programmes

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



Report on Progress to Supervisor

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



		A:  POST DETAILS



		1. JOB TITLE

		SUPERVISOR ARCHIVIST CARTOGRAPHIC MATERIAL



		2. INCUMBENT/EMPLOYEE

		

		3. SALARY LEVEL

		4



		4. CORE (for office use)

		



		5. BRANCH

		Heritage Promotion and Preservation



		6. CHIEF DIRECTORATE

		National Archives, Records Service and Libraries  



		7. DIRECTORATE

		National Archives and Records Service



		8. SUB-DIRECTORATE/  DIVISION

		National Archives Repository



		9.  LOCATION / CENTRE

		Pretoria

		10. DATE COMPILED/ REVIEWED

		



		11. POST REPORT TO

		 



		B:  JOB DETAILS



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

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

To prepare records for Digitisation 





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

		Percentage of time 


spent 100%



		Key Result Areas

		Key Activities

		



		1.  Management of cartographic and pictorial collections



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

· Assist with written and telephonic enquiries

· Assist with exhibition of cartographic items

· Assist in official and non-official 

· Applying basic preservation measures

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

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



		



		2. Capturing, verification and checking of source documents

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

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


· Verifying and check archival description already in AtoM for accuracy


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


· Tie digital object to archival description


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




		



		3. Reading Room

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

· Monitoring payments of photocopies of records


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

· Assist researchers on how to use NAAIRS system.

· Supervision of reading room staff

		



		4 Assist in Library



		· Assist in the library when necessary.

· Retrieve and shelve books.

· Attending to telephone and email enquiries.


· Compile new list of books and government gazettes

		



		5.  




		· 

		





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



		Minimum Qualification

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



		Additional Requirements

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



		Experience

		· 6-12 months experience in an archival institution 





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



		Competencies/Skills/Knowledge

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



		· Knowledge of cartographic and pictorial materials

· Collection management

· Legislation frame work of heritage


· Professional qualities


· Projects management


· Research

		· Specialist Knowledge


· Problem Solving &Analysis


· Oral Communication


· Written Communication


· Interpersonal Sensitivity


· Flexibility


· Resilience


· Personal Motivation





		5.
CAREER PATH (Requirements for promotion)



		· No automatic promotion. Apply for the advertised position.





		C. CUSTOMERS / STAKEHOLDERS



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

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



		Supervisors

		Public



		Colleagues

		Researchers



		

		Students



		

		Other departments



		

		





		

(Reporting Relationships) e.g.                            DD /NAR

                                                               ASD/Client Services







		D:  PERFORMANCE AGREEMENT



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





		E:  ALTERATIONS



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





		F:  JOB DESCRIPTION AGREEMENT



		_________________

2020/___/____

Job Incumbent                          Date




		______________________
     2020/___/___

Line Manager/Supervisor
     Date





1
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HANDYMAN JOB DESCRIPTION





		1. BRANCH

		HERITAGE PROMOTION AND PRESERVATION



		2. CHIEF DIRECTORATE / DIRECTORATE 

		NATIONAL ARCHIVES AND LIBRARIES: ADMIN AND COORDINATION



		3.  SUPERVISORS NAME

		THOBEKA MTHETHWA



		4. COORDINATOR’S NAME

		THOBEKA MTHETHWA



		



		



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

		Appropriate certificate or proof of work experience



		

The purpose of this form is to ensure that there are clearly identified Key Results Areas and activities for handyman to be placed at National Archives and Records Service of South Africa. 



Purpose of the job is ensure good state of repairs of all buildings and grounds of National Archives and Records Service of South Africa, National Film Video and Sound Archives and Old Library.







		TARGETED DEVELOPMENTAL AREAS AND ACTIVITIES 



		Key Result Areas

		Key Activities



		1. MAINTENANCE AND REPAIRS 













		· Perform routine maintenance tasks such as painting, plumbing repairs, carpentry work, and minor electrical repairs.

· Respond promptly to maintenance requests from staff or tenants within the National Archives and Records Service of South Africa.

· Conduct inspections to identify maintenance issues and ensure the safety and functionality of facilities.





		2. LIAISON AND COORDINATION:

		· Liaise with the Department of Public Works and Infrastructure (DPWI) regarding complaints and maintenance issues within the threshold.

· Coordinate site visits to assess complaints and draft specifications for the appointment of service providers if necessary.

· Escort and supervise appointed contractors for maintenance and repair work, ensuring compliance with standards and specifications.

· Clear and concise communication with staff and contractors regarding maintenance requirements and expectations.



		3. ADMINISTRATIVE DUTIES

		· assist with drafting reports related to maintenance.

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

· Accuracy and organization in maintaining records and documentation related to maintenance activities.

· Proactive follow-up with SCM to expedite the approval of service providers and ensure timely resolution of maintenance issues.



		4. SKILLS

		· Technical Skills and proficiency in plumbing, carpentry work, painting and minor electrical repairs.

· Ability to understand electrical components and troubleshoot minor electrical issues and safety practices.

· Ability to think outside the box

· Basic plumbing knowledge

· Physically fit

· Ability to communicate effectively in both written and verbal communication

· Ability to adapt and be flexible 



		5. QUALITIES

		· Reliable

· Versatile

· Accountability

· Ability to work independently

· Safety Conscious

· Good work ethic



















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

Date: --------------------------------------------------
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PLUMBER JOB DESCRIPTION





		1. BRANCH

		HERITAGE PROMOTION AND PRESERVATION



		2. CHIEF DIRECTORATE / DIRECTORATE 

		NATIONAL ARCHIVES AND LIBRARIES: ADMIN AND COORDINATION



		3.  SUPERVISORS NAME

		THOBEKA MTHETHWA



		4. COORDINATOR’S NAME

		THOBEKA MTHETHWA



		



		



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

		Trade certificated plumber



		

The purpose of this form is to ensure that there are clearly identified Key Results Areas and activities for plumber to be placed at National Archives and Records Service of South Africa to service the 3 premises.



Purpose of the job is ensure good state of repairs of all plumbing issues of National Archives and Records Service of South Africa, National Film Video and Sound Archives and Old Library.







		TARGETED DEVELOPMENTAL AREAS AND ACTIVITIES 



		Key Result Areas

		Key Activities



		1. PLUMBING MAINTEANCE AND REPAIRS 













		· Perform routine maintenance tasks such as plumbing repairs 

· Perform routine maintenance tasks on plumbing systems, including inspection, cleaning, and repair of pipes, fixtures, and fittings.

· Diagnose and troubleshoot plumbing issues such as leaks, clogs, and faulty equipment.

· Repair or replace damaged or defective plumbing components to ensure the integrity and functionality of systems.





		2. INSTALLATION AND UPGRADES

		· Install new plumbing systems, fixtures, and appliances according to building codes and specifications.

· Upgrade existing plumbing infrastructure to improve efficiency, reliability, and safety.

· Coordinate with other tradespeople and contractors as needed to complete installation projects.



		3. SAFETY AND COMPLIANCE

		· Ensure compliance with safety regulations and industry standards in all plumbing work.

· Use appropriate personal protective equipment and follow safety protocols to prevent accidents and injuries.

· Maintain accurate records of maintenance activities and inspections to demonstrate compliance with regulatory requirements.



		4. CUSTOMER SERVICE AND COMMUNICATION

		· Respond promptly to plumbing service requests from departmental staff.

· Communicate effectively with supervisors, and colleagues to understand requirements and provide updates on work progress.

· Provide courteous and professional assistance to address plumbing concerns and ensure customer satisfaction.

· Provide progress reports.

· Assist in drafting of specifications.



		5. TEAMWORK AND COLLABORATION

		· Collaborate with other maintenance personnel, contractors, and tradespeople to coordinate work activities and achieve common goals.

· Support team members and contribute to a positive work environment through cooperation, communication, and mutual respect.



		6. SKILLS

		· Proficiency in installing, repairing, and maintaining plumbing systems, including pipes, fixtures, valves, and appliances.

· Knowledge of plumbing tools and equipment and the ability to use them safely and effectively.

· Understanding of plumbing codes, regulations, and industry standards to ensure compliance with building and safety requirements

· Ability to diagnose plumbing issues accurately and develop effective solutions to address them.

· Analytical skills to identify the root cause of problems and implement appropriate repairs or modifications.

· Resourcefulness in troubleshooting complex plumbing systems and resolving issues efficiently.

· Clear and effective communication with clients, colleagues, and supervisors regarding plumbing tasks, project requirements, and progress updates.

· Active listening skills to understand client needs and concerns and address them appropriately.

· Ability to explain technical concepts and procedures in a manner that is understandable to non-experts.

· Ability to prioritize tasks and manage workload efficiently to meet deadlines and client expectations.

· Organizational skills to maintain accurate records of work performed, materials used, and client interactions.

· Flexibility to adapt to changing priorities and emergencies while maintaining productivity and quality of workmanship.





		7. QUALITIES

		· Reliable

· Versatile

· Accountability

· Ability to work independently

· Safety Conscious

· Good work ethic



















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

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