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LOCATION: Bridge Camp Admin Services (Eastern Cape) REFERENCES: EC22/12/17(1 post) Generic Requirements:



    



Applicants must display competency in the post-specific core functions of the post Be (proficient) in at least two official languages, of which one must be English Must be a SA citizen. Must have no previous convictions or cases pending Applicants will be subjected to a vetting process which will include security screening and fingerprint verification.



Additional Requirements:



 



Be in possession of Senior Certificate(Grade 12) Competency in MS Word, Excel and PowerPoint will be an advantage.



Core Functions:



 



Perform a variety of routine clerical duties. Handle complicated routine correspondence, together with the maintenance of records.



GENERAL







Only the official application form (available on the SAPS website and at SAPS recruitment offices) will be accepted. The Z83 previously utilized will no longer be accepted. All instructions on the application form must be adhered to. Failure to do so may result in the rejection of the application. The post particulars and reference number of the post must be correctly specified on the application form. A comprehensive Curriculum Vita must be submitted together with the application form. Certified copies of an applicant’s ID, Senior Certificate and all educational qualifications obtained, service certificates of previous employers stating the occupation, proof of relevant experience in the field of the post and motor vehicle driver’s license. The copies must be correctly certified on the copy itself, not at the back. The certification must not be older than three months. Qualifications and driver’s licences submitted will be subjected to verification checking with the relevant institutions. The South African Police Service will verify the residential address of applicants and conduct reference checks. Appointments will be made in terms of the Public Service Act, 1994, as specified. Applications must be mailed timeously. Late applications will not be accepted or considered. The closing date for applications is: 2017-12-19 at 14:00PM. If a candidate is short-listed, it can be expected of him/her to undergo a personal interview as well as a practical assessment. Reference checking will be conducted on all short listed applicants. Short-listed candidates for appointment to certain identified posts, will be vetted in terms of the Criminal Law (Sexual Offences and Related Matters) Amendment Act, 2007 (Act No 32 of 2007) and the Children’s Act, 2005 (Act No 38 of 2005). A candidate, whose particulars appear in either the National Register for Sex Offenders or Part B of the Child Protection Register, will be disqualified from appointment to that post. The Criminal Law (Forensic Procedures) Amendment Act, Act 37 of 2013 requires that all new appointments in the South African Police Service as from 31st of January 2015\provide a buccal (inside cheek) sample in order to determine their forensic DNA



profile. The forensic DNA profile derived from the sample will be loaded to the Elimination Index of the National Forensic DNA Database. All short-listed candidates will be subjected to fingerprint screening. Correspondence will be conducted with successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful. The South African Police Service is under no obligation to fill a post after the advertisement thereof. The South African Police Service is an equal opportunity, affirmative action employer and it is the intention to promote representivity in the Public Service through the filling of these posts. Persons whose transfer/appointment will promote representivity will therefore receive preference. The SAPS application forms can be obtained from any SAPS Recruitment Office within the South African Police Service. Successful applicants not yet appointed in terms of the South African Police Service Act, 1995 (Act no 68 of 1995) will be subjected to a medical examination and be expected to undergo training on a date as determined and prescribed by the National Commissioner. They will further have to comply with the prescripts on the SAPS Dress Order, whereby tattoos may not be visible when wearing a uniform.



In view of the expected high volume of applications faxes, e-mails or mailed applications will not be accepted Application forms must be hand-delivered to the relevant office indicated below



NB: (Please ensure that your application forms reach the correct Recruitment Centre according to the reference you apply for)



Alice - Recruitment



Aliwal North - Recruitment



Butterworth - Recruitment



For Ref. EC 1/12/17 to EC 5/17



For Ref. EC 6/12/17 to EC 10/12/17



For Ref.



EC 11/12/17 to EC 17/12/17



Enquiries: PO Bukani / PO Mawisa



Enquiries:



W/O Zililo



Enquiries: PO Ngcebshe



Contact: 040 653 1138 / 0875



Contact:



051 633 1443



Contact: 047 401 1148 / 75



Address: 1 Bell Street



Address:



21 Grey Street



Address: 44 Bell Street



Alice



(Old SPAR Building)



Butterworth



5700



Room 103 / 108 Ground Floor



4960



Aliwal North
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9750 Cofimvaba – Recruitment For Ref: EC 18/12/17 to EC 23/12/17



Cradock - Recruitment For Ref.



EC 24/12/17 to EC 31/12/17



Enquiries: PPO. N Tshantsha 047 874 0009 (Ext. 119/114)



Address:



Cofimvaba Cluster



For Ref.



EC 32/12/17 to EC 35/12/17



Enquiries: W/O Hen Enquiries:



Contact:



East London – Recruitment



PPO Parkies Contact:



043 7113743



Address:



36 Phillip Frame Road



Contact: 048 881 7079 Address:- Cradock SAPS Chiselhurst



Main Street



Corner of regent & Sikulu Str



Ground flour 06



5880



East London



Cofimvaba 5380 5201 Elliot - Recruitment



Graaff-Reinet - Recruitment



Grahamstown – Recruitment



For Ref



EC 36/12/17 to EC 37/12/17



For Ref. EC 38/12/17 to EC 47/12/17



For Ref. EC 48/12/17 to EC 56/12/17



Enquiries:



PPO Sidzamba & PO Matshiqi



Enquiries:



Enquiries: PO Lungile



PO N Johnson



Contact: 049 807 1112



Contact: 046 603 9109



Address: 4 Middle Street



Address: Grahamstown Police Station



Contact: 045 931 6026 Address: 17 Barry Road Graaff-Reinet Elliot



16 Beaufort Street 6280



5460



Market Square Grahamstown 6141



Humansdorp - Recruitment



King William’s Town - Recruitment



Mdantsane - Recruitment



For Ref. EC 57/12/17 to EC 59/12/17



For Ref. EC 60/12/17 to EC 67/12/17



For Ref.



EC 68/12/17 to EC 73/12/17



Enquiries: PPO Gova



Enquiries: Capt Zoya



Enquiries: Capt Kemp



Contact: 042 200 7101



Contact: 043 604 0122



Contact: 043 708 7000



Address: 2 Rheebok Street



Address: King William’s Town SAPS



Address: Mdantsane SAPS



Panorama



28 Amatola Row



2ND Floor



Humansdorp



King William’s Town



1 Mazaule Street



6330



5600



NU1, Mdantsane 5219
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Motherwell - Recruitment



Mount Ayliff - Recruitment



Mount Fletcher - Recruitment



For Ref. EC 74/12/17 to EC 80/12/17



For Ref. EC 81/12/17 to EC 89/12/17



For Ref.



EC 90/12/17 to EC 97/12/17



Enquiries: Capt Engelbrecht PPO Bosman



Enquiries: Capt Diniso / PO Gaju



Enquiries: W/O Lesirela



Contact: 039 254 0319



Contact: 039 257 0020



Address: Mount Ayliff SAPS



Address: Taylor Bequest Street



Contact: 041 407 6462 / 6521 Address: Motherwell Police Station Sport Street / Erf 09



Mount Fletcher



Mount Ayliff



4770



1St Floor – Room 145 100 Tyinira Road 4735 Motherwell NU 10 6212 Mount Road - Recruitment



Mthatha - Recruitment EC 103/12/17 to EC 117/12/17



Port Alfred - Recruitment



For Ref. EC 98/12/17 to EC 102/12/17



For Ref.



Enquiries: Lt Col Pohleli



Enquiries:



Contact: 041 394 6629



Contact: 047 505 5272 / 9



Contact: 046 604 2024 / 2023



Address: Mount Road SAPS



Address:- PRD II Building



Address: 3 Pascoe Crescent



PO Morrison



For Ref. EC 131/12/17 to EC 133/12/17 Enquiries: AC Z Joni



1-9 Lennox Street



10th Floor, Room 1053



HRM – Room 28



Mount Croix



Sutherland Street



Port Alfred



Port Elizabeth



Mthatha



6170



6000



5099



Port St Johns - Recruitment



Queenstown - Recruitment EC 140/12/17 to EC 142/12/17



Uitenhage - Recruitment



For Ref. EC 134/12/17 to EC 139/12/17



For Ref.



For Ref. EC 143/12/17 to EC 150/12/17



Enquiries: Capt Ndlazulwana



Enquiries: Sgt Tshemese / PO Nyathi



Enquiries:



Contact: 047 564 6230 / 6223



Contact: 045 808 1052 / 1127



Contact: 041 996 3015



Address: Port St Johns SAPS



Address: Old SANDF Base



Address: Uitenhage SAPS



PO E Tshikila



Berea Road



Building 55, Room 8



Broad Way Building



Port St Johns



Queenstown



Chase Street



5120



5320



Uitenhage 6229



Provincial Office - Recruitment For Ref. EC 118/12/17 to EC 130/12/17 Enquiries: PO Nxitywa / PO Zenani Contact: 040 608 7248 / 158 Address: Provincial Commissioner Recruitment & Staffing
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Buffalo Street King William’s Town 5600



Applicants must ensure that applications are couriered and delivered before the closing date.



APPLICATIONS SENT BY FAX OR E-MAIL WILL NOT BE ACCEPTED OR CONSIDERED
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