	INTERNAL ADVERTISEMENT


DIRECTORATE: COMMUNICATION AND PPP
	REFERENCE #
	POSITION
	No. of VACANCIES

	        20000114
	Intranet/Internet Officer
        
	P10
R393 753 CTC per annum


Reporting to: Electronic Communications Officer

Purpose:

To manage the organizational intranet, produce content for the Communications & PPP Directorate page and provide editorial oversight on other unit/directorate pages.
KEY PERFORMANCE AREAS

Development and Management of Digital Film Production
· Provide content management services including but not limited to the conceptualization, planning, production, editing and review of multimedia content
· Produce an effective and engaging intranet that will foster a coordinated and modern Legislature

· Assist in photography and videography
Internal and External Stakeholder Relations
· Ensure seamless stakeholder relations
· Consult with Electronic Communications Officer on the appearance and functionality of the intranet system

· Troubleshoot end-user issues with the assistance of ICT

Budget and Risk Management

· Contribute toward managing the annual electronic communication budget

· Assist in ensuring the risk management systems and processes are in place for electronic communication

· Assist in following up on external and internal audit queries and ensure the necessary closure in this process

· Assist in compiling reports with recommendations with regard to audio-visual production
Required Competencies:

· Flexibility: Demonstrate willingness to embrace change; ability to adopt new ideas, approaches and insights.

· Goal Orientation: Undertake goals with enthusiasm and focuses on the achievement of personal and organizational goals  and participate in the strategic leadership of the GPL

· Proactive: the inclination and nature to take responsibility and action, without having to be told, to respond to the situation, having considered the long-term implications

· Teamwork & co-operation: the ability to identify with team purpose, goals and objectives. Encourages harmony and   co-operation within a team

· Customer Service Excellence (internal & external): demonstrating awareness and commitment to identifying customer expectations and strives towards consistently exceed them.

· Coping with pressure: Maintains composure and focuses on achieving objectives in a high-pressure environment.

Knowledge and Skills

· Institutional policies and communication best practice
· Communication principles 

· Principles of quality assurance
· Understanding branding and corporate identity principles
· Research skills

· Communication skills

· Stakeholder Relationship management

Qualifications/ Experience Required:

· Matric, National Diploma in Communications/ Media Studies/ Information Systems/ Journalism 

· A minimum of 3 years work experience in communication role with a proven track record in content management
· Solid experience in software packages such as Adobe Photoshop, Lightroom and Premiere Pro

· Interpretation and application of communication principles related to digital communication
Closing date for applications: 17 April 2018
NB: The Gauteng Provincial Legislature is committed to the achievement and maintenance of employment equity and diversity especially in respect of race, gender and disability. People with disabilities are particularly encouraged to apply. Appointment will be made subject to completion of background/reference checks. Potential candidates for the post will be subjected to security vetting and screening by State Security Agency, and appointment to the post will be determined by positive results from such screening and vetting. The Provincial Secretary of Gauteng Legislature reserves the right to approve or decline the appointment. 

TO APPLY FOR THIS POSITION, SUBMIT YOUR CV TO Hrrecruitment1@gpl.gov.za WITH YOUR CERTIFIED SUPPORTING DOCUMENTS (i.e. ID, certified Copy of qualifications with at least two contactable references) 

ALWAYS QUOTE THE POSTION REFERENCE NUMBER ON THE SUBJECT LINE – APPLICATIONS WITHOUT A POSITION REFERENCE NUMBER WILL NOT BE CONSIDERED.
