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Approved Organisational Structure:
DIRECTORATE CORPORATE SERVICES

DIRECTORATE
CORPORATE 

SERVICES

STRATEGIC SUPPORT

ADMIN SUPPORT

SUB-DIRECTORATE 
HUMAN RESOURCE 

MANAGEMENT

SUB-DIRECTORATE 
HUMAN RESOURCE 

DEVELOPMENT

SUB-DIRECTORATE 
COMMUNICATION 

& TECHNOLOGY

SUB-DIRECTORATE 
CORPORATE 
SECRETARIAT

SUB-DIRECTORATE 
LEGAL SERVICES

HEAD: CORPORATE SERVICES

1 X SNR SECRETARY

1 X GENERAL MANAGER: 
STRATEGIC SUPPORT
1 X SECRETARY

1 X MANAGER: ADMINISTRATION
1 X SNR ADMIN OFFICER
1 X SNR CLERK
1 x CLEANER/TEA MAKER

1 X GENERAL MANAGER: 
HUMAN RESOURCE 
MANAGEMENT

1 X GENERAL MANAGER: 
HUMAN RESOURCE 
DEVELOPMENT

1 X CHIEF TECHNOLOGY 
OFFICER

1 X GENERAL MANAGER: 
CORPORATE SECRETARIAT

1 X GENERAL MANAGER: 
LEGAL SERVICES
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1 X GENERAL MANAGER: 
LABOUR RELATIONS
1 X MANAGER: LABOUR 
RELATIONS
1 X SNR LABOUR RELATIONS 
OFFICER
6 X LABOUR RELATIONS 
ASST//ASST//LABOUR 
RELATIONS OFFICER//SNR

(1 Vacant)
1 X COMMITTEE CLERK//GR 
I//SNR//CHIEF
1 x HR OFFICER
3 X SHOP STEWARD

(2 Vacant)

SUB-DIRECTORATE 
LABOUR RELATIONS

1 x Manager: Equity & 
Diversity 
1 x Snr E&D Officer
1 x Clerk Gr I 

EQUITY & DIVERSITY

ANNEXURE G.1 ANNEXURE G.2 ANNEXURE G.3 ANNEXURE G.4 ANNEXURE G.5 ANNEXURE G.6

Wednesday, 06 Junel,,2017

SUB-DIRECTORATE 
HUMAN RESOURCE 

MANAGEMENT

SUB-DIRECTORATE 
HUMAN RESOURCE 

DEVELOPMENT

SUB-DIRECTORATE 
COMMUNICATION 

& TECHNOLOGY

SUB-DIRECTORATE 
CORPORATE 
SECRETARIAT

SUB-DIRECTORATE
FACILITIES

MANAGEMENT 

1 X GENERAL MANAGER: 
FACILITIES ANAGEMENT

SUB-DIRECTORATE 
OCCUPATIONAL 

HEALTH& WELLNESS

SUB-DIRECTORATE 
LABOUR RELATIONS

1 X GENERAL MANAGER: 
OCCUPATIONAL HEALTH & 
WELLNESS

ANNEXURE G.7
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SUB-DIRECTORATE HUMAN RESOURCE MANAGEMENT

SUB-DIRECTORATE 
HUMAN RESOURCE 

MANAGEMENT

HR BENEFITS 
ADMINISTRATION 

DIVISION

JOB
EVALUATION

DIVISION

WORK STUDY 
DIVISION

EMPLOYMENT 
DIVISION

HR POLICIES 
DIVISION

PAYROLL
MANAGEMENT 

DIVISION

SAFETY & LOSS 
CONTROL
DIVISION

ADMINISTRATION 
SECTION

INSPECTORATE 
SECTION

1 X MANAGER: HR 
BENEFITS

ANNEXURE G.1.1

1 X MANAGER: JE
2 X JE OFFICER

(1 Vacant)
2 x IPM OFFICER
1 X CLERK GR I
1 X WORD PROC 
OPER/CLERK

1 X MANAGER: 
WORK STUDY
6 X ASST//WORK 
STUDY OFF//SNR

(2 Vacant)
1 X WORK STUDY 
ASSISTANT

1 X MANAGER: 
EMPLOYMENT
8 X ASST//HUMAN 
RESOURCE OFF//SNR

(1 Vacant)
1 X ADMIN OFFICER
1 X CHIEF CLERK
2 X SNR CLERK
2 X CLERK GR I

(1 Vacant)
1 X CLERK GR II
1 X CLERK GR IV

1 X MANAGER: 
PAYROLL
1 X SNR ACCOUNTANT
1 X ACCOUNTANT
8 X ASST ACCOUNTING 
OFF//SNR//CHIEF

1 X MANAGER: HR 
POLICIES

1 X MANAGER: SAFETY 
& LOSS CONTROL

1 X SAFETY & LOSS 
CONTROL ASSISTANT
1 XCLERK GR I

1 X SAFETY OFFICER
1 X GMR 2 OFFICER

1 X GENERAL MANAGER: HUMAN 
RESOURCE MANAGEMENT

1 X SECRETARY

Friday, 19 May,,2017



4

October 16, 2017

HUMAN RESOURCE BENEFITS ADMINISTRATION DIVISION

HUMAN RESOURCE 
BENEFITS 

ADMINISTRATION 
DIVISION

1 X MANAGER: HR BENEFITS
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.1

LEAVE SECTION

LEAVE 
ADMINISTRATION 

SUB-SECTION

CLOSING OF FILES 
SUB-SECTION

ADMINISTRATIVE AND 
SUPPORT SERVICES 

SECTION

RETIREMENT AND 
MEDICAL AID FUNDS 

SUB-SECTION

HUMAN RESOURCE 
RECORDS

SUB-SECTION

1 X ADMINISTRATIVE ASSISTANT 1 X SENIOR ADMINISTRATIVE 
OFFICER
1 X CHIEF CLERK

2 X SNR CLERK
1 X CLERK GR I
2 X HR DATA CAPTURER
2 X CLERK GR II
1 X DATA CAPTURER/CLERK

1 X CHIEF CLERK
2 X SNR CLERK
3 X CLERK GR I

2 X SNR CLERK
1 X CLERK GR II
1 X CLEANER/TEA MAKER

1 X CHIEF REGISTRATION 
CLERK
5 X REGISTRATION CLERK//

SNR (2 Vacant)

Thursday, 28 Noveber,,2016
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SUB-DIRECTORATE 
HUMAN RESOURCE 

DEVELOPMENT

VEHICLE & EQUIPMENT 
TRAINING SUB-SECTION

FIRST AID TRAINING 
SUB-SECTION

DIVERSE TRAINING 
DIVISION

SUB-DIRECTORATE HUMAN RESOURCE 
DEVELOPMENT

FIRE & RESCUE TRAINING 
SUB- SECTION

1 X MECHANICAL INSTRUCTOR
1 X ASST//HRD FACILITATOR//
SNR 

2 X ASST//HRD 
FACILITATOR//SNR  

(1 Vacant) 

1 X HR DEVELOPMENT AID
1 X RECEPTIONIST/CLERK GR I

1 X GENERAL MANAGER: HRD

2 X DIVISIONAL OFFICER
1 X ASST DIVISIONAL OFFICER
1 X SNR FIRE FIGHTER

 1x General Manager: Diverse 
Training
1 X MANAGER: DIVERSE TRAINING 

1 X SECRETARY 

Thursday, 13 April,,2017

SKILLS DEVELOPMENT 
DIVISION

1 X MANAGERS: SKILLS 
DEVELOPMENT
6 X ASST//HRD FACILITATOR//

SNR (2 Vacant)
1 X HUMAN RESOURCE OFFICER

1 X RECEPTIONIST/CLERK GR I
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SUB-DIRECTORATE 
COMMUNICATION & 

TECHNOLOGY

SUB-DIRECTORATE COMMUNICATION & TECHNOLOGY

BUSINESS APPLICATION 
SUPPORT & ENABLEMENT 

DIVISION

SERVICE MANAGEMENT & 
INFRASTRUCTURE SUPPORT 

DIVISION

E-GOVERNMENT, 
ARCHITECTURE DESIGN & 

SUPPORT DIVISION

GOVERNANCE & 
ADMINISTRATION 

SECTION

WEB MANAGEMENT 
SECTION

TECHNICAL SERVICES 
SECTION

TELECOMMUNICATIONS 
SECTION

INFRASTRUCTURE 
SUPPORT SECTION

1 X CHIEF TECHNOLOGY OFFICER

1 X ADMINISTRATIVE OFFICER
1 X CLEANER

1 X IT ASSET ADMINISTRATOR
1 X CONTRACT & SLA MANAGEMENT 
PRACTITIONER
1 X GOVERNANCE & COMPLIANCE OFFICER
1 X SECURITY ADMINISTRATOR
1 X STRATEGIC PLANNING & PROJECT 
MANAGEMENT PRACTITIONER
1 X IT SOURCING & PROCUREMENT OFFICER

1 X WEB ADMINISTRATOR
1 X WEB DEVELOPER
1 X WEB DESIGNER

1 X MANAGER: E-GOV. ARCHITECTURE DESIGN & 
SUPPORT
1 X SYSTEM ANALYST
2 X BUSINESS  APPLICATIONS SUPPORT 
PRACTITIONER
1 X E-BUSINESS PRACTITIONER
2 X APPLICATION DESIGN DEVELOPMENT & 
SUPPORT PRACTITIONER
2 X DISASTER RECOVERY ADMINISTRATOR
1 X SYSTEM USER SUPPORT & TRAINING 
PRACTITIONER

1 X MANAGER: BUSINESS APPLICATION SUPPORT 
& ENABLEMENT
1 X GIS ADMINISTRATOR
1 X GIS CO-ORDINATOR
1 X FINANCIAL SYSTEM ADMINISTRATOR
1 X HR SYSTEM ADMINISTRATOR
1 X BILLING SYSTEM ADMINISTRATOR
1 X PAYROLL SYSTEM ADMINISTRATOR
2 X DATABASE ADMINISTRATOR
2 X DATA TYPIST

1 X MANAGER: SERVICE MANAGEMENT & 
INFRASTRUCTURE SUPPORT
3 X SERVICE DESK OPERATOR

(2 Vacant)
1 x WORP PROCESSOR OPERATOR/CLERK

1 X TECHNICAL SERVICES 
SUPERVISOR
3 X LAN & WAN PRACTITIONER

(2 Vacant)
4 X TELECOMMUNICATIONS 
TECHNICIAN

(2 Vacant)
10 X IT SUPPORT PRACTITIONER

1 X TELECOMS SUPERVISOR
1 X MOBILE CO-ORDINATOR
1 X FIXED LINE CO-ORDINATOR
6 X SWITCHBOARD OPERATOR
1 X TELECOMS ASST

1 X SENIOR SUPERVISOR
1 X NETWORK ADMINISTRATOR
1 X SERVER ADMINISTRATOR
1 X AD ADMINISTRATOR
1 X EXCHANGE ADMINISTRATOR

Thursday, 28 Noveber,,2016

1 X SECRETARY 
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SUB-DIRECTORATE CORPORATE SECRETARIAT

SUB-DIRECTORATE 
CORPORATE SECRETARIAT

1 X GENERAL MANAGER:
CORPORATE SECRETARIAT

TRANSLATION, RECORDS 
& ARCHIVES SERVICES 

DIVISION

COUNCIL SUPPORT 
SERVICES DIVISION

1 X SECRETARY

1 X MANAGER: COUNCIL SUPPORT 1 X MANAGER: TRANSLATION, 
RECORDS & ARCHIVES SERVICES

COUNCIL
CO-ORDINATION 

SECTION

MAYCO
CO-ORDINATION 

SECTION

SECTION 79
CO-ORDINATION 

SECTION

SECTION 80
CO-ORDINATION 

SECTION

BID COMMITTEE
CO-ORDINATION 

SECTION

EMT & 
MANAGEMENT 

COMMITTEES CO-
ORDINATION 

SECTION

EXECUTION & 
RESOLUTIONS

CO-ORDINATION 
SECTION

RECORDS & 
ARCHIVES SECTION

TRANSLATION 
SERVICES SECTION

ADMIN SUPPORT & 
LOGISTICS

CO-ORDINATION 
SECTION

REPROGRAPHICS 
SERVICES SECTION

METRO MAIL 
SERVICES SECTION

INTERNAL 
MESSENGER 

SERVICES
SUB-SECTION

MOBILE MESSENGER 
SERVICES

SUB-SECTION

1 X COMMITTEE 
CLERK//GR. I//
SNR//CHIEF

1 x Snr 
Administrative 
Officer
1 X ADMIN OFFICER

1 X COMMITTEE 
CLERK//GR. I//
SNR//CHIEF

1 X ADMIN ASST.
1 X COMMITTEE 
CLERK//GR. I//
SNR//CHIEF

1 x Administrative 
Officer
1 X ADMIN ASST.
1 X COMMITTEE 
CLERK//GR. I//SNR//
CHIEF

1 X ADMIN ASST/
ADMIN OFFICER

1 X ADMIN ASST. 1 X SNR MESSENGER
1 X MESSENGER GR.I
1 X LIGHT VEHICLE 
DRIVER

1 X OFF. IN CHARGE 
(ARCHIVES)
1 X CHIEF: 
REGISTRATION OFFICE
11 X REGISTRATION 
CLERK//SNR

(3 Vacant)
2 X REGISTRATION AID

2 X MESSENGER GR.I

(1 Vacant)

1 X LIGHT VEHICLE 
DRIVER

1 X LANGUAGE PRACT.
1 X COMMITTEE 
CLERK//GR.I//SNR//
CHIEF
1 X WORD PROC. 
OPERATOR

1 X REPROGRAPHICS 
SUPERVISOR
1 X PRINTING PRESS 
OPERATOR
3 X REPROGRAPHICS 
ASSISTANT
2 X PRINTING MACHINES 
OPERATOR
1 X LIGHT VEHICLE 
DRIVER

3 X DISPATCH AID

Thursday, 23 February,,2017

3 X COMMITTEE CLERK//GR. I//SNR//
CHIEF
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SUB-DIRECTORATE
LEGAL SERVICES

SUB-DIRECTORATE LEGAL SERVICES

LITIGATION DIVISION
CONTRACT & PERFORMANCE 

MANAGEMENT DIVISION
BY-LAWS DIVISION

1 X GENERAL MANAGER: LEGAL SERVICES

1 X SECRETARY

1 X MANAGER: BY-LAWS
1 X SNR CLERK

1 X MANAGER: LITIGATION
1 X SNR CLERK

1 X MANAGER: CONTRACT & 
PERFORMANCE MANAGEMENT

1 X SNR CLERK
1X REGISTRATION CLERK//SNR

PROCUREMENT 
CONTRACTS SECTION

NON-PROCUREMENT 
CONTRACTS SECTION

1 X SNR LEGAL OFFICER
1 X PERFORMANCE OFFICER
1 X SNR CLERK

1 X SNR LEGAL OFFICER
1 X SNR CLERK

1 X SNR LEGAL OFFICER

Thursday, 28 Noveber,,2016
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SUB-DIRECTORATE 

FACILITIES 
MANAGEMENT

 

BUILDING 
MAINTENANCE 

DIVISION

CLEANING AND 
HOUSE KEEPING 

DIVISIO

 
HELP DESK

 
4 X CLERK GR II

(1 Vacant)

1 X MANAGER: BUILDING 
MAINTENANCE (Conversion)
1 X CONGRESS FACILITATOR/
MARKETER
3 X OPERATIONAL OFICER
3 X ASST OPERATIONAL OFFICER

(1 Vacant)
1 X SUPERINTENDENT
2 X CLERK GR I
1 X WORD PROC OPER/CLERK

2 X WAITER (1 Vacant)
1 X WELDER
1 X PLUMBER
3 X ARTISAN ASSISTANT
1 X ARTISAN ASSISTANT
1 X TRADE WORKER GR I/II/III/
SPECIAL GR
2 X FACTOTUM GR III

3 X TEAM LEADER (2 Vacant)
58 X GENERAL WORKER

(1 Vacant)
9 X CARETAKER (Part-time)

(1 Vacant)

ELECTRICAL & AIR 
CONDITIONING

DIVISION

1 X CLEANING INSPECTOR
86 X CLEANER
(18 Vacant)
6 X CLEANER/TEA MAKER

 
 ADMIN 

SUPPORT
 2 X ADMINISTRATIVE 

OFFICER 
1 X LIGHT VEHICLE DRIVER
1 X CASHIER (SEASONAL) 
Loch Logan

GENERAL MANAGER: FACILITIES MANAGEMENT 

 
SUB-DIRECTORATE FACILITIES MANAGEMENT

Wednesday 07 June,,2017

PROJECT 
MANAGEMENT 

DIVISION

1 x PROJECT COORDINATOR

1 X SECRETARY
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1 X WIRING INSPECTOR
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SUB-DIRECTORATE 
HEALTH & WELLNESS 

1 X GENERAL MANAGER: 
HEALTH & WELLNESS

1 X MANAGER: OHC
1 X MEDICAL PRACTITIONER 
(Part-time)
1 X CLINICAL PSYCHOLOGIST 
(Part-time)
3 X OCCUPATIONAL HEALTH 

NURSE (1 Vacant)
1 x Admin Officer 
1 X CLERK GR I 
1 X PHARMACY ASST
1 X GENERAL WORKER

1 X MANAGER: EMPLOYEE 
WELLNESS
1 X WELLNESS OFFICER
1 X WORD PROC. OPER/
CLERK
1 X WELLNESS ASST

WELLNESS
 DIVISION 

SUB-DIRECTORATE HEALTH & WELLNESS 

1 X SECRETARY

 
OCCUPATIONAL HEALTH 

CLINIC DVISION
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