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SWELLENDAM

 MUNICIPAL COUNCIL

OFFICE OF THE 

MUNICIPAL MANAGER

PURPOSE: To ensure that municipal services are administered in accordance with the objectives of local 

government as prescribed in Chapter 7 of the Constitution

FUNCTIONS:

1. Manage and provide financial services to ensure financial viability, compliance and reporting

2. Manage infrastructure and planning services provisioning in order to ensure the rendering of sustainable and 

affordable services to the community

3. Manage integrated community services to enhance economic growth and promote a clean and safe 

environment

4. Render human resources management and support services to the municipality that will sustain the optimum 
utilisation of the municipality's human capital

5. Provide administrative support services to the institution

6. Provide advice, counsel and opinion regarding the organisation’s efficiency and effectiveness of internal 

controls, governance processes and performance management system

7. Manage, coordinate and provide the improvement of governance, compliance management processes and 

legal services

8. Manage and coordinate all municipal services, processes, customer relations, operations, systems and 
procedures to the community of Barrydale in conjunction with the relevant managerial staff who are based in 

Swellendam

9. Provide executive and administrative support services to the Municipal Manager

MUNICIPAL MANAGER SECT 57

SECTION

EXECUTIVE SUPPORT

PURPOSE: To provide executive and administrative 

support services to the Municipal Manager

FUNCTIONS:

1. Provide planning, research, analyses and 

reporting services to the Municipal Manager

2. Planning and monitoring of strategic/ critical 
matters

3. Coordinate logistical support

4. Provide executive secretarial and administrative 

support services

PA: MUNICIPAL MANAGER T

CLERK T

NEW POST

SEE PAGE 2

DIRECTORATE 
FINANCIAL SERVICES

PURPOSE: To manage and provide 
financial services to ensure financial 

viability, compliance and reporting

DIRECTOR: FINANCIAL 

SERVICES (CFO)

SECT. 57

SEE PAGE 7

DIRECTORATE 
INFRASTRUCTURE & PLANNING SERVICES

PURPOSE: To manage infrastructure and 
planning services provisioning in order to 

ensure the rendering of sustainable and 

affordable services to the community

DIRECTOR: INFRASTRUCTURE & 

PLANNING SERVICES

SECT. 57

SEE PAGE 22

DIRECTORATE 
COMMUNITY SERVICES

PURPOSE: To manage integrated 
community services to enhance 

economic growth and promote a clean 

and safe environment

DIRECTOR: COMMUNITY 

SERVICES

SECT. 57

SEE PAGE 33

BRANCH

HUMAN RESOURCES MANAGEMENT (HRM)

PURPOSE: To render human resources 

management and support services to the 

municipality that will sustain the optimum 

utilisation of the municipality's human capital

SNR MANAGER: HRM T

SEE PAGE 34

DIVISION

ADMINISTRATIVE SUPPORT SERVICES

PURPOSE: To provide administrative 

support services to the institution

MANAGER: ADMINISTRATIVE SUPPORT 

SERVICES

T

SEE PAGE 36

DIVISION

INTERNAL AUDIT

PURPOSE: To provide advice, counsel and opinion 

regarding the organisation’s efficiency and 
effectiveness of internal controls, governance 

processes and performance management system

CHIEF AUDIT EXECUTIVE (CAE) T

SEE PAGE 37

DIVISON

GOVERNANCE, COMPLIANCE & LEGAL 
SERVICES

PURPOSE: To manage, coordinate and 
provide the improvement of governance, 

compliance management processes and 

legal services

MANAGER: GOVERNANCE, 

COMPLIANCE & LEGAL SERVICES SEE PAGE 42

DIVISION

BARRYDALE

PURPOSE: To manage and coordinate all municipal services, 

processes, customer relations, operations, systems and 
procedures to the community of Barrydale in conjunction with 

the relevant managerial staff who are based in Swellendam

TOWN MANAGER: BARRYDALE T
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DIRECTORATE 

FINANCIAL SERVICES

PURPOSE: To manage and provide financial services to ensure 

financial viability, compliance and reporting

FUNCTIONS:

1. Manage budget, reporting and expenditure procedures to ensure 

legislative compliance and sound financial management practices

2. Implement and maintain revenue and credit control policies and 

procedures to ensure sound revenue management practices and 

compliance

3. Manage supply chain management services to ensure  proper 

systems, procedures and control for demand, acquisition, logistics, 

disposal management, as well as contract monitoring and 

performance

4. Render management and line function executive support services 

to the directorate and divisions

DIRECTOR: FINANCIAL SERVICES (CFO) SECT. 57

SECTION 

EXECUTIVE SUPPORT

PURPOSE: To render management and line function 

executive support services to the directorate and 

divisions

FUNCTIONS:

1. Provide executive support services

2. Provide logistic/ secretarial support services

3. Provide planning, research, analyses and 

reporting services to the Director

SECRETARY T

SEE PAGE 3

DIVISION

FINANCIAL MANAGEMENT & EXPENDITURE

PURPOSE: To manage budget, reporting 

and expenditure procedures to ensure 

legislative compliance and sound 

financial management practices

MANAGER: FINANCIAL 

MANAGEMENT & EXPENDITURE

T

SEE PAGE 4

DIVISION  

REVENUE

PURPOSE: To implement and maintain 

revenue and credit control policies and 

procedures to ensure sound revenue 

management practices and compliance

MANAGER: REVENUE T

SEE PAGE 5

DIVISION 

SUPPLY CHAIN MANAGEMENT (SCM)

PURPOSE: To manage supply chain management services 

to ensure  proper systems, procedures and control for 

demand, acquisition, logistics, disposal management, as 

well as contract monitoring and performance

MANAGER: SUPPLY CHAIN MANAGEMENT (SCM) T

SEE PAGE 6

DIVISION 

INFORMATION & COMMUNICATION 

TECHNOLOGY (ICT)

PURPOSE: To provide effective and efficient 

information and communication 

technology services

MANAGER: INFORMATION & 

COMMUNICATION TECHNOLOGY (ICT)

T
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DIVISION

FINANCIAL MANAGEMENT & EXPENDITURE

PURPOSE: To manage budget, reporting and expenditure procedures to ensure 

legislative compliance and sound financial management practices

FUNCTIONS:

1. Administer asset management, insurance portfolio and fleet administration

2. Control budgeting processes, financial statement processes (AFS) and 

compliance

3. Record, authorise, execute and report creditors, ad-hoc payment  

transactions and electronic funds transfer payments on financial system

4. Record, authorise, execute and report payroll transactions

5. Prepare and compile annual, adjusted operational and capital budgets 

including budget assumptions, forecasts based on historical trends and 

submissions from all user departments

MANAGER: FINANCIAL MANAGEMENT & EXPENDITURE T

SECTION

ASSET, INSURANCE & FLEET MANAGEMENT

PURPOSE: To administer asset management, insurance 

portfolio and fleet administration

FUNCTIONS:

1. Develop and adminster assets management system, 

policies, procedures and assets registers

2. Develop and maintain strategic and annual asset 

management plans and mechanisms to effectively safeguard 

assets

3. Administer insurance portfolio, claims, liaison with 

insurance company and transactional records and register

4. Administer loans, borrowing, update leases and loan 

registers

5. Provide administrative support services (insurance, 

assessment of fleet statistics and needs, monitoring fleet 

administration processes and controls, reporting)

6. Develop, implement and maintain fleet management 

program &  system and fleet replacement plan

7. Coordinate in-service training and internship programmes 

in terms of prescribed requirements

CHIEF CLERK T

CLERK T

SECTION

BUDGET, AFS & COMPLIANCE

PURPOSE: To control budgeting processes, financial statement 

processes (AFS) and compliance

FUNCTIONS:

1. Implement accounting policies, systems and procedures to 

ensure sound financial practices

2. Responsible for legislated return forms in terms of the 

budgetary function

3. Implement effective budget control management

4. Administer costing structure

5. Execute all budgeting compliance issues in terms of the 

compliance register, budget control and  accounting 

procedures

6. Perform SDBIP monitoring, capturing information, 

adjustment budgets, performance assessments and 

management advise

7. Render statistical financial administration and statutory 

financial reporting in terms of applicable legislation

8. Provide monthly, quarterly, mid-year and yearly reports in 

accordance with relevant legislation and execute and 

maintain Standard Chart of Accounts (mSCOA)

9. Coordinate in-service training and internship programmes 

in terms of prescribed requirements

ACCOUNTANT T

INTERN X 5

SECTION

CREDITORS

PURPOSE: To record, authorise, execute and report creditors, 

ad-hoc payment  transactions and electronic funds transfer 

payments on financial system

FUNCTIONS:

1. Accurate timeous payment of council’s creditors 

according to the approved budget and in compliance with 

relevant legislation

2. Administer creditors, balance creditors votes, monthly 

closures, capture creditors, invoicing, pay creditors, creditors 

and expenditure accounts

3. Implement and maintain expenditure processes and 

procedures, including ad-hoc payments, subsistence and 

travel claims, value-added tax, electronic funds transfer, & 

processing of invoices

4. Handle month end and year end procedures, control 

integration of creditors with ledger, capture budgets, 

reconciliations, balance records, bank statements

5. Administer retention register

6. Implement financial control procedures, answer audit 

queries, financial/ statistical reports, computerised systems 

requirements and maintenance

ACCOUNTANT T

CONTROLLER T PRINCIPAL CLERK T PRINCIPAL CLERK T

SECTION

PAYROLL

PURPOSE: To record, authorise, execute and report payroll 

transactions

FUNCTIONS:

1. Compile and administer salary budget

2. Handle staff queries, housing subsidies, deductions, group 

insurance, insurance policies, medical aid funds and pension 

funds

3. Administer third party payments

4. Calculate and capture salary information and wage 

payments and execute general payroll administration

5. Capture and update details of employees on the payroll 

system, prepare and effect payment of salaries, balance 

control accounts for salaries, reconciliation

6. Generate employees' tax certificates for all the employees 

of the Municipality in accordance with South African Revenue 

Service prescripts

7. Check Automated Clearing Bureau for the processing of 

magnetic electronic transfers (e.g. long service awards, leave 

accrual payments)

8. Provide input on the remuneration of councillors and 

section 57 appointments and the total expenditure

SNR ACCOUNTANT T

PRINCIPAL CLERK T CLERK T

NEW POST
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DIVISION  

REVENUE

PURPOSE: To implement and maintain revenue and credit 

control policies and procedures to ensure sound revenue 

management practices and compliance

FUNCTIONS:

1. Render rates and tax services

2. Administer cashiering, receipting and enquiries

3. Provide billing and meter reading services

4. Administer credit control policy and procedures in 

accordance with regulations and Council policies

MANAGER: REVENUE T

SECTION

RATES & TAXES

PURPOSE: To render rates and tax services

FUNCTIONS:

1. Render accurate levying of fixed municipal 

rates and taxes according to council’s by-

laws

2. Administer property valuation services and 

related financial procedures and 

reconciliations

3. Issue clearances and execute collection 

policies and control procedures

4. Handle queries/ complaints

5. Administer revenue protection processes 

and procedures

ACCOUNTANT T

CHIEF CLERK T

SECTION

CASHIERING

PURPOSE:  To administer cashiering, receipting 

and enquiries

FUNCTIONS:

1. Handle queries/ complaints and render 

customer care

2. Administer cashier services and capture 

transactions

3. Render bank reconciliations

4. Administer revenue protection processes 

and procedures

ACCOUNTANT T

BANK RECONCILIATIONS/ 

RECEIPTING

CONTROLLER T

CASHIER & ENQUIRIES

SWELLENDAM

CASHIER T

SUURBRAAK

SNR CLERK/ CASHIER T

BUFFELSJAGSRIVIER

SNR CLERK/ CASHIER T

RELIEF CASHIER DUTIES IN 

ALL TOWNS IF/ WHEN 

NECESSARY

CLERK/ RELIEF CASHIER T

SWELLENDAM

CLERK/ CASHIER T

SECTION

BILLING & METER READING

PURPOSE: To provide billing and meter 

reading services

FUNCTIONS:

1. Render billing services

2. Administer debtor’s accounts, generate 

accounts, journals & data capturing

3. Administer & manage meter reading 

services

4. Administer revenue protection processes 

and procedures

ACCOUNTANT T

BILLING & ENQUIRIES

PRINCIPAL CLERK T

SNR CLERK T

METER READING

CONTROLLER T

SWELLENDAM

METER READER T

SWELLENDAM

METER READER T

BARRYDALE/ SUURBRAAK/ 

BUFFELSJAGSRIVIER

METER READER T

CLERK T

SECTION 

CREDIT CONTROL

PURPOSE:  To administer credit control policy 

and procedures in accordance with 

regulations and Council policies

FUNCTIONS:

1. Initiate, develop, implement and maintain 

credit control policy and control procedures

2. Administer indigent register

3. Execute credit control measures and 

procedures

4. Provide customer care services, liaise with 

consumers and handle payment 

arrangements, queries/ correspondence

5. Perform data capturing and deal with 

statistical reports

FUNCTION OUTSOURCED
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DIVISION 

SUPPLY CHAIN MANAGEMENT (SCM)

PURPOSE: To manage supply chain management services to ensure  

proper systems, procedures and control for demand, acquisition, 

logistics, disposal management, as well as contract monitoring and 

performance

FUNCTIONS:

1. Render acquisition services and perform demand procedures

2. Administer and perform demand, logistics and contract 

management processes

MANAGER: SUPPLY CHAIN MANAGEMENT (SCM) T

SECTION

ACQUISITION MANAGEMENT

PURPOSE: To render acquisition services and perform demand 

procedures

FUNCTIONS:

1. Ensure that all acquisitions, as well as the appointment of service 

providers is done in accordance with authorised processes

2. Perform BID evaluation operations

3. Administer tender administration and CIDB

4. Execute procurement process compliance

5. Formulate supply chain management policies and procedures

6. Maintain supplier database, perform market research and sourcing 

of suppliers

7. Facilitate all bidding processes and apply system and procedures

8. Ensure that all acquisitions and the appointment of service providers 

is done in accordance with authorised processes

9. Execute prescribed procurement practices,  journals, orders, 

procure goods, requisitions, tenders, assessing patrons’ needs, 

sourcing suppliers, dispatch goods

ACCOUNTANT T

ADMINISTRATOR T CHIEF CLERK T

ADMINISTRATOR T

SECTION

DEMAND, LOGISTICS & CONTRACT MANAGEMENT

PURPOSE: To administer and perform demand, logistics and 

contract management processes

FUNCTIONS:

1. Implement effective systems for demand, contract, 

performance and risk management, to provide for an effective 

internal monitoring system to determine on a retrospective 

basis whether authorised SCM processes are being followed

2. Apply logistics management practices

3. Execute prescribed procurement practices, orders, 

requisitions, assessing patrons’ needs, dispatch goods

4. Administer and control specific accounting procedures 

associated with disposal management

5. Administer the disposal of obsolete items/ goods and 

maintain a database of redundant materials/ goods

6. Perform contract management processes, to ensure that the 

stipulations of the contract conditions are adhered to and to 

identify, consider and avoid potential risks in the supply chain 

management system

SCM PRACTITIONER T

DEMAND MANAGEMENT & 

COMPLIANCE

ASST SCM PRACTITIONER T

CHIEF CLERK T

LOGISTICS & DISPOSAL

ADMINISTRATOR T

STOREMAN T

CONTRACT MANAGEMENT

ADMINISTRATOR T
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DIVISION 

INFORMATION & COMMUNICATION TECHNOLOGY (ICT)

PURPOSE: To provide effective and efficient information and  

communication technology services

FUNCTIONS:

1. Plan, coordinate and render ICT services to the municipality  

to ensure efficient operations and support services in terms of  

the ICT strategy and policy

2. Develop and implement an ICT strategy and policy for the  

municipality

3. Provide operations and support services, network security  

and access

4. Research, develop and maintain ICT systems

5. Ensure network connectivity so that users have access to the  

network

6. Install ICT equipment and appropriate software programmes  

to ensure the availability of services and licensing

7. Provide expert advice regarding the acquisition and  

maintenance of ICT equipment and systems

8. Maintain ICT systems to ensure the efficient operation of all  

systems

MANAGER: INFORMATION & COMMUNICATION  

TECHNOLOGY (ICT)

T

SYSTEM ADMINISTRATOR T

NEW POST

PART FUNCTION 

OUTSOURCED
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DIRECTORATE 

INFRASTRUCTURE & PLANNING SERVICES

PURPOSE: To manage infrastructure and planning services provisioning 

in order to ensure the rendering of sustainable and affordable services 

to the community

FUNCTIONS:

1. Manage the provisioning and maintenance of civil engineering and 

electro-technical services

2. Manage town/ spatial planning and building control

3. Manage the coordination and implementation of project 

management processes with regard to engineering projects (MIG, 

EPWP, WSIG, RSEG and other grant funded projects)

4. Render management and line function administrative support 

services to the directorate and divisions

DIRECTOR: INFRASTRUCTURE & PLANNING SERVICES SECT. 57

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line function 

administrative support services to the directorate 

and divisions

FUNCTIONS:

1. Provide executive and general administrative 

support services

2. Perform tasks associated with the provision of 

general office support and assistance

3. Maintain registers and records

4. Provide planning, research, analyses and 

reporting services to the Director

5. Control and ensure the maintenance of the 

departmental complaints management system

ADMIN OFFICER T

CHIEF CLERK T ADMIN ASSISTANT T GENERAL ASSISTANT T

SEE PAGE 8

BRANCH

CIVIL ENGINEERING & ELECTRO-

TECHNICAL SERVICES

PURPOSE: To manage the provisioning 

and maintenance of civil engineering 

and electro-technical services

SNR MANAGER: CIVIL 

ENGINEERING & ELECTRO-

TECHNICAL SERVICES

T

SEE PAGE 18

BRANCH

LAND USE PLANNING

PURPOSE: To manage town/ spatial 

planning and building control

SNR MANAGER: LAND USE 

PLANNING

T

SEE PAGE 21

DIVISION 

PMU & CAPITAL PROGRAMMES

PURPOSE: To manage the coordination and 

implementation of project management 

processes with regard to engineering projects 

(MIG, EPWP and other grant funded projects)

MANAGER: PMU & CAPITAL 

PROGRAMMES

T
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BRANCH

CIVIL ENGINEERING & ELECTRO-TECHNICAL SERVICES

PURPOSE: To manage the provisioning and maintenance 

of civil engineering and electro-technical services

FUNCTIONS:

1. Manage the provisioning of water and wastewater 

treatment services and the construction and 

maintenance of water networks and treatment plants

2. Manage the construction, repair and maintenance of 

roads and storm water systems, including lead water 

irrigation systems

3. Provide and maintain electro-technical services to  

ensure the rendering of effective and efficient electrical 

and fleet maintenance service

4. Provide planning, design, compliance and technical 

support for civil engineering services

SNR MANAGER: CIVIL ENGINEERING & ELECTRO-

TECHNICAL SERVICES

T

SEE PAGE 9

DIVISION

WATER & WASTEWATER SERVICES

PURPOSE:  To manage the provisioning of 

water and wastewater treatment services 

and the construction and maintenance of 

water networks and treatment plants

MANAGER: WATER & WASTEWATER 

SERVICES

SEE PAGE 12

DIVISION

ROADS & STORM WATER SERVICES

PURPOSE: To manage the construction, 

repair and maintenance of roads and 

storm water systems, including lead water 

irrigation systems

MANAGER: ROADS & STORM WATER 

SERVICES

T

SEE PAGE 15

DIVISION

ELECTRO-TECHNICAL SERVICES

PURPOSE: To provide and maintain electro-

technical services to ensure the rendering 

of effective and efficient electrical and 

fleet maintenance service

MANAGER: ELECTRO-TECHNICAL 

SERVICES

T



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

..../..../2024

APPROVED BY COUNCIL

______________________

Signature

..../..../2024

CONFIDENTIAL SWELLENDAM LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE 

18 MARCH 2024 

9

DIVISION

WATER & WASTEWATER SERVICES

PURPOSE:  To manage the provisioning of water and wastewater 

treatment services and the construction and maintenance of 

water networks and treatment plants

FUNCTIONS:

1. Operate water treatment works, wastewater treatment works 

and plant to ensure potable water in compliance with the license 

agreement as issued by the Department of Water Affairs

2. Operate and maintain water and wastewater reticulation 

networks in order to ensure distribution of potable water and 

wastewater reticulation infrastructure

3. Provide planning, design and technical support services with 

regard to water services operations

4. Render water quality assurance and monitoring services for all  

municipal areas

MANAGER: WATER & WASTEWATER SERVICES

SEE PAGE 10

SECTION

WATER & WASTEWATER TREATMENT SERVICES

PURPOSE:  To operate water treatment works, wastewater 

treatment works and plant to ensure potable water in 

compliance with the license agreement as issued by the 

Department of Water Affairs

SNR SUPERINTENDENT T

SEE PAGE 11

SECTION

WATER NETWORK OPERATIONS

PURPOSE: To operate and maintain water and 

wastewater reticulation networks in order to 

ensure distribution of potable water and 

wastewater reticulation infrastructure

SNR SUPERINTENDENT T
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SECTION

WATER & WASTEWATER TREATMENT SERVICES

PURPOSE:  To operate water treatment works, wastewater treatment  

works and plant to ensure potable water in compliance with the license  

agreement as issued by the Department of Water Affairs

FUNCTIONS:

1. Manage the operation of water treatment works and plant  to ensure  

compliance with Blue Drop standards

2. Manage the operation of waste water treatment works and plant to  

ensure compliance with Green Drop standards

3. Manage the electrical maintenance of all plants, pumps and  

equipment wrt water and wastewater works

SNR SUPERINTENDENT T

WTW

SWELLENDAM, BUFFELSJAGRIVIER 

& SUURBRAAK

CLASS V

ASST SUPERINTENDENT

(CLASS V)

T

SWELLENDAM

CLASS B WORKS

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

ASST PROCESS 

CONTROLLER

T ASST PROCESS 

CONTROLLER

T

SNR PROCESS 

OPERATOR

T

BUFFELSJAGRIVIER

CLASS B WORKS

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

SNR PROCESS 

CONTROLLER 

(CLASS II)

T ASST PROCESS 

CONTROLLER

T

SUURBRAAK

CLASS B WORKS

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

NEW POST

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

ASST PROCESS 

CONTROLLER

T

WWTW

SWELLENDAM, BUFFELSJAGRIVIER 

& SUURBRAAK

CLASS V

ASST SUPERINTENDENT

(CLASS V)

T

SWELLENDAM

CLASS B WORKS

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

ASST PROCESS 

CONTROLLER

T ASST PROCESS 

CONTROLLER

T

PRINCIPAL PROCESS 

OPERATOR

T PRINCIPAL PROCESS 

OPERATOR

T

SNR PROCESS 

OPERATOR

T SNR PROCESS 

OPERATOR

T

SNR PROCESS 

OPERATOR

T

BUFFELSJAGRIVIER

CLASS C WORKS

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

NEW POST

ASST PROCESS 

CONTROLLER

T

SUURBRAAK

CLASS C WORKS

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

ASST PROCESS 

CONTROLLER

T

TREATMENT WORKS/ PUMP 

STATIONS/ EQUIPMENT

ARTISAN: MECHANICAL/ 

ELECTRICAL (MILLWRIGHT)

T
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SECTION

WATER NETWORK OPERATIONS

PURPOSE: To operate and maintain water and wastewater reticulation networks in order 

to ensure distribution of potable water and wastewater reticulation infrastructure

FUNCTIONS:

1. Manage the distribution of potable water in a sustainable manner to satisfy the 

needs of consumers:

i) Maintain the water distribution networks and pipelines

ii) Manage the construction, maintenance of reservoirs and pump station maintenance

iii) Manage, install and maintain the operation of bulk water network

iv) Render meter management

2. Manage the operations and construction of wastewater reticulation infrastructure to 

ensure a clean and healthy environment to the community in compliance with 

regulatory prescripts

i) Provide maintenance services for the wastewater networks

ii) Maintain ablution and render sewerage tanker services in outlying areas

3. Provide high pressure sewer cleaning services

SNR SUPERINTENDENT T

WATER NETWORK

ASST SUPERINTENDENT T

TEAM 1

ARTISAN: PLUMBER T

NEW POST

SPECIAL WORKMAN T

SUPERVISOR/ DRIVER T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

TEAM 2

ARTISAN: PLUMBER T

SPECIAL WORKMAN T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

TEAM 3

ARTISAN: PLUMBER T

SPECIAL WORKMAN T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

WASTEWATER NETWORK

ASST SUPERINTENDENT T

TEAM 1

ARTISAN: PLUMBER T

SPECIAL WORKMAN T

SUPERVISOR/ DRIVER T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

TEAM 2

ARTISAN: PLUMBER T

NEW POST

SUPERVISOR/ DRIVER T

NEW POST

GENERAL ASSISTANT T

SEWERAGE TANKER 

SERVICES

SUPERVISOR/ DRIVER 

GR III

T

GENERAL ASSISTANT T
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DIVISION

ROADS & STORM WATER SERVICES

PURPOSE: To manage the construction, repair and maintenance 

of roads and storm water systems, including lead water irrigation 

systems

FUNCTIONS:

1. Construct and maintain roads and storm water operations for 

the community of Swellendam

2. Provide and maintain technical services for the community of 

Suurbraak

3. Plan, monitor and control the design and construction of 

roads, transport and storm water infrastructure with the aim to 

ensure integrated roads access and quality infrastructure

MANAGER: ROADS & STORM WATER SERVICES T

SEE PAGE 13

SECTION 

SWELLENDAM

PURPOSE: To construct and maintain 

roads and storm water operations 

for the community of Swellendam

ASST SUPERINTENDENT T

SEE PAGE 14

SECTION 

TECHNICAL SERVICES

SUURBRAAK

PURPOSE: To provide and maintain 

technical services for the 

community of Suurbraak

SNR SUPERINTENDENT T
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SECTION 

SWELLENDAM

PURPOSE: To construct and maintain roads and storm  

water operations for the community of Swellendam

FUNCTIONS:

1. Provide minor construction and maintenance  

operations of surfaced roads, bridges and sidewalks

2. Provide minor construction and maintenance  

operations of gravel roads, storm water systems and  

channels

3. Provide lead water irrigation system

ASST SUPERINTENDENT T

ROAD CONSTRUCTION & 

MAINTENANCE

SUPERVISOR/ DRIVER T

SMALL PLANT 

OPERATOR

T SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T GENERAL ASSISTANT T

GENERAL ASSISTANT T GENERAL ASSISTANT T

GENERAL ASSISTANT T

STORM WATER 

MAINTENANCE

SUPERVISOR/ DRIVER T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

STORM WATER 

CONSTRUCTION

SUPERVISOR/ DRIVER T

HANDYMAN T

HANDYMAN T

GENERAL ASSISTANT T

BUFFELSJAGRIVIER

SMALL PLANT 

OPERATOR

T OPERATORS/ DRIVERS

OPERATOR SPECIAL GR T OPERATOR SPECIAL GR T

DRIVER GR III T DRIVER GR III T

NEW POST
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SECTION 

TECHNICAL SERVICES

SUURBRAAK

PURPOSE: To provide and maintain technical services for the 

community of Suurbraak

FUNCTIONS:

1. Manage the provisioning and maintenance of water 

services

2. Manage the construction, repair and maintenance of 

roads, storm water systems and municipal building

3. Maintenance of all pumps and routine repair/ services

4. Daily interaction and assistance with Water and Waste 

Water Services sub-sections personnel (purification services) 

in the absence of direct Supervisor or Manager.

5. Assistance wrt electrical maintenance work

SNR SUPERINTENDENT T

SUPERVISOR/ DRIVER T

SNR ARTISAN 

ASSISTANT

T DRIVER GR III T

SMALL PLANT 

OPERATOR

T SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T SMALL PLANT 

OPERATOR

T
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DIVISION

ELECTRO-TECHNICAL SERVICES

PURPOSE: To provide and maintain electro-technical services 

to ensure the rendering of effective and efficient electrical 

and fleet maintenance service

FUNCTIONS:

1. Render and maintain electrical infrastructure in order to 

ensure system efficiency is maintained

2. Provide effective, efficient and economical operation of 

fleet maintenance and mechanical workshop service to 

ensure the  readily availability and road worthiness of 

Council's plant &vehicles

3. Develop and maintain databases with relation to 

protection, installations, settings, scheduled maintenance, 

S.C.A.D.A. and relays and telemetry

MANAGER: ELECTRO-TECHNICAL SERVICES T

SEE PAGE 16

SECTION

ELECTRO-TECHNICAL NETWORK 

SERVICES

PURPOSE: To render and maintain 

electrical infrastructure in order to 

ensure system efficiency is 

maintained

SNR SUPERINTENDENT T

SEE PAGE 17

SECTION

FLEET MANAGEMENT SERVICES

PURPOSE: To provide effective, efficient and economical 

operation of fleet maintenance and mechanical 

workshop service to ensure the  readily availability and 

road worthiness of Council's plant & vehicles

SUPERINTENDENT T
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SECTION

ELECTRO-TECHNICAL NETWORK SERVICES

PURPOSE: To render and maintain electrical infrastructure in order to 

ensure system efficiency is maintained

FUNCTIONS:

1. Provide and maintain electrical distribution networks including:

i) Procurement and safeguarding of electrical supplies and 

equipment

ii) Maintain and repair of streetlights, buildings and electrical water  

works equipment

iii) Maintain and repair of electrical and meter connections

2. Provide and maintain all electricity substations

3. Provide and maintain distribution network of Barrydale and 

Suurbraak

4. Conduct visual inspections of supporting structures, lines and 

cables and evaluating the performance of step-down transformers, 

switchgear and associated components in order to minimise losses 

and protect Council's revenue

SNR SUPERINTENDENT T

SWELLENDAM & 

BUFFELJAGSRIVIER

SNR ARTISAN: 

ELECTRICIAN

T

ARTISAN ASSISTANT T

ARTISAN: ELECTRICIAN T

ARTISAN ASSISTANT T

ARTISAN: ELECTRICIAN T

ARTISAN ASSISTANT T

ARTISAN: ELECTRICIAN T

ARTISAN ASSISTANT T

SPECIAL WORKMAN T

ARTISAN ASSISTANT T

LINESMAN T

ARTISAN ASSISTANT T

BARRYDALE

SNR ARTISAN: 

ELECTRICIAN

T

ARTISAN: ELECTRICIAN T

ARTISAN ASSISTANT T

LINESMAN T

ARTISAN ASSISTANT T

SUURBRAAK

LINESMAN T

ARTISAN ASSISTANT T
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SECTION

FLEET MANAGEMENT SERVICES

PURPOSE: To provide effective, efficient and economical operation of  

fleet maintenance and mechanical workshop service to ensure the   

readily availability and road worthiness of Council's plant & vehicles

FUNCTIONS:

1. Coordinate, facilitate and oversee the maintenance of the  

municipality's fleet, plant, equipment and machinery:

i) Execute all planned maintenance and repair work on municipal  

fleet, plant, equipment and machinery

ii) Perform vehicle inspections and initiate preventative maintenance  

on vehicles

2. Render a corporate fleet administration service to the municipality:

i) Develop, implement and maintain fleet management program &   

system and fleet replacement plan

ii) Provide administrative support services (insurance, assessment of  

fleet statistics and needs, monitoring fleet administration processes  

and controls, reporting)

iii) Determining and monitoring of operational criteria

iv) Render assistance wrt procurement, fleet performance reporting,  

complaints, assessment of fleet expansion needs and monitoring

SUPERINTENDENT T

MECHANICAL 

WORKSHOP

ARTISAN ASSISTANT T

MAJOR MAINTENANCE 

FUNCTION TO BE 

OUTSOURCED

FLEET ADMINISTRATION

PRINCIPAL CLERK T
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BRANCH

LAND USE PLANNING

PURPOSE: To manage town/ spatial planning and building control

FUNCTIONS:

1. Render  land use management and spatial services (policies,  

spatial development framework including urban and rural 

development planning) and GIS

2. Render and regulate building control activities and services

3. Provide administartive support regarding land use 

administration ans spatial planning

SNR MANAGER: LAND USE PLANNING T

LAW ENFORCEMENT & LAND

-USE COMPLIANCE OFFICER

T

SEE PAGE 19

DIVISION

TOWN PLANNING & GIS

PURPOSE: To render land use management 

and spatial services  (policies, spatial 

development framework including urban 

and rural development planning) and GIS

SNR TOWN PLANNER T
SEE PAGE 20

SECTION

BUILDING CONTROL

PURPOSE: To render and regulate building 

control activities and services

BUILDING CONTROL OFFICER T

SECTION

ADMINISTRATIVE SUPPORT

PURPOSE: To provide administartive support regarding land 

use administration ans spatial planning

FUNCTIONS:

1. Process administrative requirements of all applications 

and communicate decisions

2. Uphold and maintain planning records with regard to 

applications received, zoning register and map

3. Ensure consistency of land use applications with regard  

to legislative and policy prescripts

4.  Ensure land use audit and risk management of land use  

applications

ADMINISTRATOR T
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DIVISION

TOWN PLANNING & GIS

PURPOSE: To render land use management and spatial services  (policies,  

spatial development framework including urban and rural development  

planning) and GIS

FUNCTIONS:

1. Develop and implement the Spatial Development Framework and ensure  

compliance with town planning scheme and land use legislation / by-laws

2. Develop and implement land use management system to regulate the use  

and development of land

3. Formulation of spatial strategies, policies and plans

4. Provide information and advice to decision makers on strategic spatial  

planning issues

5. Provide land use legislation advisory service and ensure compliance and  

consistency of land use application processes with national and provincial  

legislation

6. Comment on applications for development of council land/ properties and  

tender process

7. Maintain zoning scheme, map and register

8. Manage land use rights, development outcomes and the provisioning of  

effective land use management services

9. Develop, implement and maintain integrated transport plan and related  

policies

10. Obtain, process, research and manage development information in  

support of development planning and management

11. Provide geographic information system wrt multiple technologies,  

processes, techniques and methods:

i) Provide GIS/drawing office services, GIS platform and maintain GIS function

ii) Maintain, coordinate and update GIS / CAD detail, licensing and user rights

SNR TOWN PLANNER T

GIS/ TOWN PLANNING 

TECHNICIAN

T
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SECTION

BUILDING CONTROL

PURPOSE: To render and regulate building control activities and services

FUNCTIONS:

1. Administer just processing of all building plan applications and related 

processes in terms of statutory requirements and standard operating 

procedures, and approval of building plans

2. Uphold the National Building Regulations and applicable by-laws, 

policies and guidelines in the approval of building plans

3. Ensure compliance and related law enforcement regarding building 

works, approved building plans, related statutory requirements and 

approvals

4. Ensure enforcement of outdoor advertisement policies and by-laws

5. Identify, protect and manage the heritage (built form) in the municipal 

area

6. Ensure administrative requirements associated with submission of building 

plans, payments for outdoor advertising and building line encroachments, 

calculation of fees, public and staff enquiries, scanning of building plans, 

distribution of plans for approval and approved plans are adhered to

BUILDING CONTROL OFFICER T

BUILDING INSPECTOR/ 

PLAN EXAMINER

T
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DIVISION 

PMU & CAPITAL PROGRAMMES

PURPOSE: To manage the coordination and implementation of 

project management processes with regard to engineering projects  

(MIG, EPWP and other grant funded projects)

FUNCTIONS:

1. Manage the planning and implementation of projects and ensure  

that projects meet planning objectives

2. Provide project management support, execute feasibility studies  

and administer contracts

3. Manage, monitor and control all projects/ contracts for all  

directorates / departments

4. Provide reporting database and data capturing services

5. Administer financial processes and contracts regarding projects

6. Implement and monitor quality management systems (QMS)

7. Coordinate project-based capacity building initiative

8. Liaise with all departments to determine project needs and  

conclude 3 year implementation plan

9. Ensure municipal building maintenance by means of structured,  

ad-hoc and emergency work in accordance with applicable 

legislation:

i)  Maintain and repair municipal properties, buildings and facilities

ii) Provide preventative maintenance services

10. Compile monthly reports

MANAGER: PMU & CAPITAL PROGRAMMES T

PROJECTS

SNR CLERK T

BUILDING 

MAINTENANCE

SUPERVISOR T

SMALL PLANT 

OPERATOR

T

MAJOR CONSTRUCTION 

& MAINTENANCE 

FUNCTION TO BE 

OUTSOURCED

GENERAL ASSISTANT T
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DIRECTORATE 

COMMUNITY SERVICES

PURPOSE: To manage integrated community services to enhance economic growth  

and promote a clean and safe environment

FUNCTIONS:

1.  Provide and maintain parks, cemeteries, recreation, sport development, grounds  

and council amenities

2. Render efficient and sustainable traffic, licensing, law enforcement services and  

disaster management to all road users and public to ensure compliance wrt  

legislation

3. Render environmental and waste management control in accordance with  

applicable legislation, by-laws and standards

4. Provide library and information services to the municipality's communities

5. Provide integrated human settlements administration and support services to  

address the housing needs in the area

6. Coordinate and facilitate community, ecomonic and tourism development  

programmes

7. Render management and line function administrative support services to the  

directorate and divisions

DIRECTOR: COMMUNITY SERVICES SECT. 57

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render management and line function  

administrative support services to the directorate  

and divisions

FUNCTIONS:

1. Provide executive and general administrative 

support services

2. Perform tasks associated with the provision of  

general office support and assistance

3. Maintain registers and records

4. Provide planning, research, analyses and 

reporting services to the Director

5. Control and ensure the maintenance of the  

departmental complaints management system

ADMIN OFFICER T

CLERK T

SEE PAGE 23

DIVISION 

PARKS, SPORT & RECREATION

PURPOSE: To provide and maintain parks, 

cemeteries, recreation, sport  

development, grounds and council  

amenities

MANAGER: PARKS, SPORT & 

RECREATION

T

SEE PAGE 25

DIVISION 

TRAFFIC SERVICES

PURPOSE:  To render efficient and sustainable 

traffic, licensing, law enforcement services and  

disaster management to all road users and  

public to ensure compliance wrt legislation

CHIEF: TRAFFIC & LAW ENFORCEMENT T

SEE PAGE 28

DIVISION 

WASTE & ENVIRONMENTAL MANAGEMENT

PURPOSE: To render waste and 

environmental management control in 

accordance with applicable legislation, 

by-laws and standards

MANAGER: WASTE & ENVIRONMENTAL 

MANAGEMENT

T

SEE PAGE 30

DIVISION 

LIBRARY SERVICES

PURPOSE: To provide library and 

information services to the municipality's 

communities

CHIEF LIBRARY SERVICES T

SEE PAGE 31

DIVISION

INTEGRATED HUMAN SETTLEMENTS

PURPOSE: To provide integrated human 

settlements administration and support  

services to address the housing needs in  

the area

MANAGER: IHS T

SEE PAGE  32

SECTION  

ECONOMIC DEVELOPMENT & TOURISM

PURPOSE: To plan and develop a coherent and 

integrated framework for economic & 

community and tourism development

ED & TOURISM OFFICER T
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DIVISION 

PARKS, SPORT & RECREATION

PURPOSE: To provide and maintain parks, cemeteries, 

recreation, sport development, grounds and council amenities

FUNCTIONS:

1. Provide and maintain parks, playgrounds, town entrances, 

gardens, open spaces and cemeteries  to the benefit of the 

community wrt Swellendam, Suurbraak & Buffelsjagsrivier

2. Coordinate relevant processes and activities pertaining to 

community centres and halls

3. Coordinate sport development functions and identify 

opportunities to create and expand new and existing facilities

MANAGER: PARKS, SPORT & RECREATION T

ADMIN SUPPORT

CLERK T

SEE PAGE 24

SECTION 

PARKS, CEMETERIES & OPEN SPACES 

SWELLENDAM

PURPOSE: To provide and maintain parks, 

playgrounds, town entrances, gardens, open 

spaces and cemeteries  to the benefit of the 

community

SUPERINTENDENT T

SECTION 

PARKS, CEMETERIES & OPEN SPACES 

SUURBRAAK

PURPOSE: To provide and maintain parks, 

playgrounds, town entrances, gardens, open 

spaces and cemeteries  to the benefit of the 

community

FUNCTIONS:

1. Provide and maintenance caravan parks and 

recreational areas

2. Provide and maintain parks, grass cutting, 

public gardens, open spaces, street sweeping 

and cleansing service

3. Provide and maintain sports fields, cemeteries 

and prepare burial facilities

4. Provide and maintain clean-up and fire breaks

FOREMAN T

DRIVER GR III T CARETAKER

(COMMUNITY HALL)

T

SMALL PLANT 

OPERATOR

T SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SECTION 

PARKS, CEMETERIES & OPEN SPACES 

BUFFELSJAGSRIVIER

PURPOSE: To provide and maintain parks, 

playgrounds, town entrances, gardens, open 

spaces and cemeteries  to the benefit of the 

community

FUNCTIONS:

1. Provide and maintenance caravan parks and 

recreational areas

2. Provide and maintain parks, grass cutting, 

public gardens, open spaces, street sweeping 

and cleansing service

3. Provide and maintain sports fields, cemeteries 

and prepare burial facilities

4. Provide and maintain clean-up and fire breaks

FOREMAN T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SECTION 

COMMUNITY CENTRE & HALLS

PURPOSE: To coordinate relevant processes and 

activities pertaining to community centres and 

halls

FUNCTIONS:

1. Coordinate and provide administrative support 

wrt community centres and halls

2. Perform cleaning, simple repairs and 

maintenance to council amenities

3. Perform caretaker functions

ADMINISTRATOR T

SPECIAL WORKMAN

(THUSONG CENTRE)

HALL CARETAKER

(SWELLENDAM TOWN 

HALL)

HALL CARETAKER

(RAILTON 

COMMUNITY HALL)
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SECTION 

PARKS, CEMETERIES & OPEN SPACES 

SWELLENDAM

PURPOSE: To provide and maintain parks, playgrounds, 

town entrances, gardens, open spaces and cemeteries  

to the benefit of the community

FUNCTIONS:

1. Provide and maintenance caravan parks and 

recreational areas

2. Provide and maintain parks, grass cutting, public 

gardens and open spaces

3. Provide and maintain sports fields, cemeteries and 

prepare burial facilities

4. Provide and maintain clean-up and fire breaks

SUPERINTENDENT T

CARAVAN PARKS & 

RECREATIONAL AREAS

SUPERVISOR: RESORTS T

SNR CLERK/ CASHIER T GENERAL ASSISTANT T

GENERAL ASSISTANT T GENERAL ASSISTANT T

GRASS CUTTING, 

CLEAN-UP & FIRE BREAKS

TEAM I

SUPERVISOR/ DRIVER T

OPERATOR

(TRACTOR & DOZER)

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

TEAM II

SUPERVISOR/ DRIVER T

OPERATOR

(TRACTOR & DOZER)

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

TEAM III

SUPERVISOR/ DRIVER T

OPERATOR

(TRACTOR & DOZER)

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T

FACILITIES 

(SPORTS FIELDS & 

CEMETERIES)

SUPERVISOR/ DRIVER T

CARETAKER: RAILTON 

SPORTFIELD

T

GENERAL ASSISTANT T

GENERAL ASSISTANT T
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DIVISION 

TRAFFIC SERVICES

PURPOSE:  To render efficient and sustainable traffic, 

licensing, law enforcement services and disaster 

management to all road users and public to ensure 

compliance wrt legislation

FUNCTIONS:

1. Render efficient and sustainable traffic law enforcement 

services to all road users and public

2. Provide traffic administration services

3. Render administrative support services

4. Render disaster management services  to prevent/ 

manage potential losses/threats to property and lives

CHIEF: TRAFFIC & LAW ENFORCEMENT T

SEE PAGE 26

SECTION

TRAFFIC CONTROL & LAW 

ENFORCEMENT

PURPOSE: To render efficient and 

sustainable traffic law enforcement 

services to all road users and public

SUPERINTENDENT T SEE PAGE 27

SECTION 

TRAFFIC ADMINISTRATION

PURPOSE: To provide traffic 

administration services

SUPERINTENDENT T

SECTION 

ADMINISTRATIVE SUPPORT

PURPOSE: To render administrative 

support services

FUNCTIONS:

1. Provide administration support 

services, procurement and performance

2. Provide planning, research, analyses 

and reporting services

3. Provide logistic support services

PRINCIPAL CLERK T
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SECTION

TRAFFIC CONTROL & LAW ENFORCEMENT

PURPOSE: To render efficient and sustainable traffic law enforcement 

services to all road users and public

FUNCTIONS:

1. Render specialised traffic functions and road traffic accident 

management

2. Provide traffic law enforcement services:

i) Visible traffic policing and law enforcement

ii) Speed limit enforcement

iii) Point duties and parking regulations

iv) Escort duties

v) Road block operations

vi) Serving of summonses and execution of warrants

vii) Supervise and coordinate traffic law enforcement with regard to 

taxi's including administer permits, liaise with taxi associations

3. Perform contract administration wrt service providers

4. Administer public transport liaison services

5. Paint and maintain municipal traffic markings and signs, including 

directional and information boards

6. Administer law enforcement, security and impoundment of 

abandoned vehicles and stray animals to ensure compliance with 

regard to municipal legislation

7. Render local fire fighting and disaster management services to 

prevent/ manage potential losses/ threats to property and lives

8. Render anti-land invasion, demolishing of illegal structures and 

control illegal occupancy of derelict/ dilapidated buildings

SUPERINTENDENT T

TRAFFIC CONTROL

SNR TRAFFIC OFFICER T SNR TRAFFIC OFFICER T

SNR TRAFFIC OFFICER T SNR TRAFFIC OFFICER T

TRAFFIC OFFICER T TRAFFIC OFFICER T

BY-LAW ENFORCEMENT

SNR LAW 

ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T

LAW ENFORCEMENT 

OFFICER

T LAW ENFORCEMENT 

OFFICER

T

MAINTENANCE: ROAD 

MARKINGS, TRAFFIC 

SIGNS, GROUNDS & 

OFFICES

SUPERVISOR T

SMALL PLANT 

OPERATOR

T HANDYMAN T
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SECTION 

TRAFFIC ADMINISTRATION

PURPOSE: To provide traffic administration services

FUNCTIONS:

1. Administer financial and administrative procedures  

wrt traffic fine management, contravention system  

management and court services

2. Administer processes of motor vehicle registration  

and licensing on a service level agreement basis

3. Administer testing for learner and driving licenses

4. Render vehicle test station operations

SUPERINTENDENT T

FINES SECTION

SNR ADMINISTRATOR T

PRINCIPAL CLERK: 

FINES

PRINCIPAL CLERK: 

FINES

MOTOR VEHICLE 

REGISTRATION 

AUTHORITY (MVRA)

SUPERVISOR T

PRINCIPAL CLERK: 

LICENSING

PRINCIPAL CLERK: 

LICENSING

PRINCIPAL CLERK: 

LICENSING

NEW POST

PRINCIPAL CLERK: 

CLIENT SERVICES

DRIVING LICENSE 

TESTING CENTRE (DLTC)

GRADE L: EXAMINER 

DRIVER'S  LICENSE

T

VEHICLE TEST STATION 

(VTS)

EXAMINER OF 

VEHICLES

T

PIT ASSISTANT T
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DIVISION 

WASTE & ENVIRONMENTAL MANAGEMENT

PURPOSE: To render waste and environmental management  

control in accordance with applicable legislation, by-laws and  

standards

FUNCTIONS:

1. Provide solid waste management (street cleaning, open  

spaces, street cleansing, residential, business and bulk refuse  

removal services and disposal services) in accordance with  

applicable legislation, by-laws and standards

2. Perform environmental management through related plans  

and strategies, prevention of air, soil and noise pollution  

including radiation hazard control, preservation of natural and  

cultural environment

MANAGER: WASTE & ENVIRONMENTAL MANAGEMENT T

ADMIN SUPPORT

PRINCIPAL CLERK T

SEE PAGE 29

SECTION 

SOLID WASTE MANAGEMENT 

(STREET CLEANING, OPEN SPACES, STREET CLEANSING & REFUSE  

COLLECTION)

PURPOSE:  To provide solid waste management (street cleaning,  

open spaces, street cleansing, residential, business and bulk  

refuse removal services and disposal services) in accordance  

with applicable legislation, by-laws and standards

SUPERINTENDENT T

SECTION 

 ENVIRONMENTAL MANAGEMENT

PURPOSE:  To perform environmental management through related plans  

and strategies, prevention of air, soil and noise pollution including  

radiation hazard control, preservation of natural and cultural environment

FUNCTIONS:

1. Coordinate, inspect and enforce compliance on practices that  

negatively impact on the environment and render measures to curb and  

control risks to support climate change mitigation policy

2. Manage the monitoring of air, soil and noise pollution including  

radiation hazard control

3. Participate in strategic environmental, social environmental impact  

assessments, intergovermental task teams and environmental  

coordinations (YCOP)

4.  Coordinate and issue business licenses and street trading; administer  

complaints/ inspections and ensure enforcement of by-laws and relevant  

legislation

5. Provide waste minimization and disposal services, bulk waste transfer  

facilitie, waste disposal facilities and illegal dumping  in accordance with  

applicable legislation, by-laws and standards

6. Evaluate environmental impact assessments, development proposals,  

municipal capital projects and rezoning applications which are submitted  

to the municipality in terms of the relevant legislation i.e. National  

Environmental Management Act (NEMA), Land Use Planning Ordinance

7. Facilitate the development of Integrated Environmental Management  

Systems Framework for the municipality and establish environmental  

policies i.e. bio-diversity policy and programs and manage  

environmental information

8.  Promote public awareness of environmental issues and form  

networking relationships with relevant government departments,  

community organizations, schools and conservancies

9. Ensure the preservation, promotion of awareness and management of  

the heritage resources in terms of statutory requirements and related by-

laws, policies and guidelines

TECHNICIAN T

ENVIRONMENTAL 

OFFICER

T SWELLENDAM

CARETAKER T

NEW POST

BARRYDALE

CARETAKER T

SUURBRAAK

CARETAKER T

COMPOSTING 

FUNCTIONS - 

OUTSOURCED

RECYCLING FUNCTIONS 

- OUTSOURCED
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SECTION 

SOLID WASTE MANAGEMENT 

(STREET CLEANING, OPEN SPACES, STREET CLEANSING & REFUSE 

COLLECTION)

PURPOSE:  To provide solid waste management (street cleaning, 

open spaces, street cleansing, residential, business and bulk 

refuse removal services and disposal services) in accordance with 

applicable legislation, by-laws and standards

FUNCTIONS:

1. Render administrative support services

2. Provide street cleaning services in accordance with refuse 

removal program

3. Provide open spaces and street cleansing services in 

accordance with refuse removal program

4. Provide residential, business and bulk refuse removal services in 

accordance with refuse removal program and refuse collection 

services in the rural areas

5. Coordinate elimination of waste by reducing the amount of 

waste produced in society and helps to eliminate the generation 

of harmful and persistent wastes

SUPERINTENDENT T

HOUSEHOLD & BUSINESS 

REFUSE REMOVAL

SUPERVISOR/ DRIVER

GENERAL ASSISTANT T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

SUPERVISOR/ DRIVER

GENERAL ASSISTANT T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

SUPERVISOR/ DRIVER

GENERAL ASSISTANT T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

STREET SWEEPING, 

CLEANSING & PUBLIC 

TOILETS

LEADING HAND T

GENERAL ASSISTANT T GENERAL ASSISTANT T

GENERAL ASSISTANT T GENERAL ASSISTANT T

WASTE MINIMIZATION

OPERATOR T

NEW POST

GENERAL ASSISTANT T GENERAL ASSISTANT T
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DIVISION 

LIBRARY SERVICES

PURPOSE: To provide library and information services to the  

municipality's communities

FUNCTIONS:

1. Administer library services in accordance with provincial and  

Council policies

2. Identify and satisfy the communities' needs regarding library  

services

3. Manage the procurement, lending and use of library material  

(issuing, circulation, preservation, referencing, shelving and  

guidance)

4. Provide specialised library services (internet facilities, information  

services, cataloguing and classification)

5. Coordinate user education, promote reading and perform  

information technology training for future growth of the community

CHIEF LIBRARY SERVICES T

ICT CADET T

SWELLENDAM/ RAILTON

LIBRARIAN T

SWELLENDAM

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY ASSISTANT T

LIBRARY AID T

LIBRARY AID T

RAILTON

SNR LIBRARY 

ASSISTANT

T

LIBRARY AID T

BARRYDALE/ 

WELTEVREDE

SNR LIBRARY 

ASSISTANT

T

LIBRARY ASSISTANT T

LIBRARY AID 

(PART-TIME)

T

SUURBRAAK

SNR LIBRARY 

ASSISTANT

T

LIBRARY ASSISTANT T

LIBRARY AID 

(PART-TIME)

T

BUFFELSJAGSRIVIER

SNR LIBRARY 

ASSISTANT

T

LIBRARY AID T
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DIVISION

INTEGRATED HUMAN SETTLEMENTS

PURPOSE: To provide integrated human settlements administration 

and support services to address the housing needs in the area

Functions:

1. Administer funding and administration of housing projects and 

basic services to informal settlements

2. Render administrative support services and ensure implementation 

of electronic and digital application systems

3. Coordinate social housing stock and stakeholder relationships,  

National and Provincial Human Settlements, SHRA (Social Housing  

Regulatory Authority), NASHO (National Association of Social Housing 

Organisations), SHI’s (Social Housing Institutions) and SLA’s with SHI’s

4. Coordinate housing project development in rural areas and  

emergency housing provisioning

5. Initiate plan, coordinate, facilitate, promote and enable 

appropriate housing development projects in its area of jurisdiction

MANAGER: IHS T

SECTION  

HOUSING PROJECTS

PURPOSE: To administer funding and administration of  

housing projects and basic services to informal settlements

FUNCTIONS:

1. Initiate, plan, coordinate, facilitate, promote and enable 

appropriate housing development in its area of jurisdiction

2. Provide project funding, planning and project 

administration services

3. Provide departmental technical support service to 

monitor the implementation of housing / basic service 

delivery projects

4. Provide financial administration support services ensuring 

compliance with funding requirements

5. Manage housing project development and emergency  

housing provisioning within rural areas in terms of ESTA

6. Research, develop, review, facilitate and implement 

housing policies, municipal accreditation and 

development processes

7. Monitor informal settlements

IHS OFFICER T

SECTION  

ADMINISTRATIVE SUPPORT

PURPOSE: To render administrative support services and 

ensure implementation of electronic and digital 

application systems

FUNCTIONS:

1. Administer housing demand database, title deeds  

registration (BNG & unit houses) and updating of housing 

applications

2. Interact with clients regarding applications processes 

and progress

3. Capture data for housing data base

4.  Housing consumer education, promotion of home 

ownership and social cohesion programme

5. Administer housing rental stock administration and 

maintenance support services

SNR IHS ASSISTANT T



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

..../..../2024

APPROVED BY COUNCIL

______________________

Signature

..../..../2024

CONFIDENTIAL SWELLENDAM LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE 

18 MARCH 2024 

32

SECTION  

ECONOMIC DEVELOPMENT & TOURISM

PURPOSE: To plan and develop a coherent and integrated framework for 

economic & community and tourism development

FUNCTIONS:

1. Facilitate development projects with strategic economic and social 

benefits for the greater Swellendam community, implement integrated ED 

framework, ensure funding requirements and sources to optimise the impact 

of catalytic investments

2. Manage the implementation of investment promotion and aftercare 

programmes and promote Swellendam as a viable investment destination 

through the implementation of integrated marketing and communication 

programmes

3. Derive maximum value of the municipality’s immovable and properties 

asset portfolio for maximum return on investment

4. Coordinate the economic development to ensure the functionality is 

capable of supporting Council's objectives through recognition of immediate 

priorities and longer term interventions, leases and renting

5. Coordinate departmental ED activities:

i) Agricultural support and rural development

ii) Informal trading, economic hubs, project implementation, policy 

development and markets

iii) Business development, project implementation and policy development

6. Facilitate sustainable community based projects and capacity building 

programs linked to the IDP/EPWP, vulnerable groups and special/ outreach 

programmes

7. Coordinate and perform processes regarding events

8. Promote and support local tourism organisations

9. Facilitate tourism development and investment initiatives within the region

10. Coordinate and perform processes regarding events

ED & TOURISM OFFICER T
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BRANCH

HUMAN RESOURCES MANAGEMENT (HRM)

PURPOSE: To render human resources management and 

support services to the municipality that will sustain the 

optimum utilisation of the municipality's human capital

FUNCTIONS:

1. Develop and implement HRM administrative services to 

ensure efficient HR management processes

2. Render an effective and efficient labour relations 

function and to ensure compliance with relevant labour 

legislation, collective agreements and council policy

3. Ensure that training and development is coordinated 

and implemented in line with organizational strategies 

and legislation and administer Employee Performance 

Appraisal System (EPAS)

SNR MANAGER: HRM T

SECTION 

HR ADMINISTRATION, STAFF PROVISIONING & EMPLOYMENT 

EQUITY

PURPOSE: To develop and implement HRM administrative 

services to ensure efficient HR management processes

FUNCTIONS:

1.  Provide staff provisioning services: recruitment and selection, 

policies, systems, procedures, job descriptions and staff 

establishment

2.  Render human resources administration services

3. Administer conditions of service/ benefits, memberships, 

leave and terminations and remuneration

4. Administer and maintain HR database and records

5. Administer staff establishment, job descriptions and 

remuneration procedures

6. Investigating, implementing and reporting on all processes 

regarding employment equity

7. Responsible for reporting on all compliance issues within the 

section

8. Monitor and coordinate functions wrt Expanded Public Works 

Programme (EPWP)/ contracts/ EPIP/ interns and ensure quality 

control

SNR HR OFFICER T

ASSISTANT HR OFFICER T SNR CLERK T EPWP PROJECTS

ADMINISTRATOR T

SECTION 

LABOUR RELATIONS MANAGEMENT, OCCUPATIONAL H&S, 

EMPLOYEE WELLNESS

PURPOSE: To render an effective and efficient labour relations 

function and to ensure compliance with relevant labour 

legislation, collective agreements and council policy

FUNCTIONS:

1. Managing the labour relations function and provide a 

general administrative and advisory service to management 

and trade unions

2. Develop, implement and maintain sound labour relation 

policies and procedures, grievance procedures and 

disciplinary hearing processes

3. Implementation of employee wellness programmes

4. Establish and maintain a safe and healthy working 

environment

5. Ethical management

6. Anti-corruption & fraud prevention/management

SNR HR PRACTITIONER T

ADMINISTRATOR T

SECTION 

SKILLS DEVELOPMENT & PERFORMANCE MANAGEMENT

PURPOSE: To ensure that training and development is coordinated 

and implemented in line with organizational strategies and legislation 

and administer Employee Performance Appraisal System (EPAS)

FUNCTIONS:

1. Develop, implement and maintain skills development policies and 

procedures

2. Perform SDF’s functions

3. Coordinate training and development

4. Appraisal System (EPAS) and ensure remuneration and 

development, implementation and maintenance of Organisational 

Efficiency Improvement (OEI) services, norms and standards, services 

strategies, workforce planning and policies

5. Provide support wrt EEP

SDF/EPAS OFFICER T

ASSISTANT SDF & EPAS T
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DIVISION

ADMINISTRATIVE SUPPORT SERVICES

PURPOSE: To provide administrative support services to the  

institution

FUNCTIONS:

1. Provide secretariat/ committee services to the council  

and its committees in support of appropriate decision-

making processes

2. Provide sound registry/ archive, records management  

and auxiliary services to ensure sound record  

management, switchboard and office cleaning services

3. Render secretarial, administrative, liaison and logistical  

support services to the Political Office Bearers

4. Provide comprehensive communication and customer  

relations management (CRM) services

MANAGER: ADMINISTRATIVE SUPPORT SERVICES T

SECTION  

COMMITTEE & AUXILIARY SERVICES

PURPOSE: To provide secretariat/ committee services  

to the council and its committees in support of  

appropriate decision-making processes

FUNCTIONS:

1. Provide committee services to support appropriate  

decision making processes: meeting planning and  

organising services, logistics, agendas and minutes

2.  Liaise with various directorates to facilitate the 

implementation of resolutions

3. Render committee/ secretariat functions for the  

Municipal Planning Tribunal and liaise with members

4. Provide office cleaning services for the  

municipality in accordance with laid down  

instructions

ADMIN OFFICER T

PRINCIPAL CLERK T

SNR CLERK T

SNR CLERK T

CLEANING SERVICES

SWELLENDAM

GENERAL ASSISTANT T

SWELLENDAM

GENERAL ASSISTANT T

SWELLENDAM

GENERAL ASSISTANT T

BARRYDALE

GENERAL ASSISTANT T

SUURBRAAK

GENERAL ASSISTANT T

SECTION 

RECORDS MANAGEMENT

PURPOSE: To provide sound registry/ archive, records  

management and auxiliary services to ensure sound record  

management, switchboard and office cleaning services

FUNCTIONS:

1. Provide sound record keeping and record management  

practices

2. Render support wrt document management system,   

implementation and maintenance

3. Development, implementation, maintenance and support of  

the document management system (Collaborator)

ADMINISTRATOR T

SNR CLERK T MESSENGER/ OFFICE 

ASSISTANT

T

SECTION 

OFFICE OF THE POLITICAL OFFICE BEARERS

PURPOSE: To render secretarial, administrative, liaison  

and logistical support services to the Political Office  

Bearers

FUNCTIONS:

1. Provide secretarial, administrative, liaison and  

logistical support services to the Political Office  

Bearers

2. Conduct research, analyses and speach writing

3. Advise the Mayor and Political Office Bearers on a  

daily basis with regard to functional activities

OFFICE OF THE MAYOR

PA: MAYOR

OFFICE OF THE SPEAKER

PA: SPEAKER T

SEE PAGE 35

SECTION 

COMMUNICATION & CUSTOMER RELATION 

MANAGEMENT (CRM)

PURPOSE: To provide comprehensive  

communication and customer relations  

management (CRM) services

SNR MEDIA RELATIONS OFFICER & CRM T
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SECTION 

COMMUNICATION & CUSTOMER RELATION 

MANAGEMENT (CRM)

PURPOSE: To provide comprehensive communication and customer 

relations management (CRM) services

FUNCTIONS:

1. Render a public and media relations and comprehensive 

communication service to promote and build sound relationships 

between the municipality and all stakeholders and to promote and 

manage the corporate image:

i) Provide media relations services

ii) Coordinate, scrutinize and arrange media statements, briefings 

and conferences

iii) Cultivate good media relationships and liaison and rapid 

response 

iv) Develop and maintian municipality's website and perform website 

content management

v) Perform event management functions

2. Perform translation/ interpreting services

3. Coordinate languages services

4. Develop and coordinate customer relations management (CRM) 

policy, systems and procedures to ensure that all service delivery 

units of the municipality conduct their business accordingly

5. Provide departemenal support services with regard to the 

municipality's switchboard, telephone management system

SNR MEDIA RELATIONS OFFICER & CRM T

SNR CLERK T
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DIVISION

INTERNAL AUDIT

PURPOSE: To provide advice, counsel and opinion regarding the organisation’s 

efficiency and effectiveness of internal controls, governance processes and 

performance management system

FUNCTIONS:

1. Develop and implement a risk-based audit plan and internal audit program 

for each financial year and provide assurance regarding the effectiveness and 

efficiency of the organisational performance management system

2. Advise the accounting officer and report to the audit committee on the 

implementation of the internal audit plan and matters relating to:

i) Section Compliance: 

* Compliance (DORA, MSCOA)

* Control Engagements

* Combined Assurance 

* SCM

ii) Section Performance:

* Risk Management 

* Performace

* Accounting/ Financial Information

3. Perform the following functional activities:

i) Internal controls;

ii) Accounting procedures and practices;

iii) Loss control;

iv) Compliance with Municipal Finance Management Act and other relevant 

legislation

v) Manage audit files and audit outcomes

4. Coordinate and liaise with external auditors wrt external audit findings

5. Liaise with Audit Committee

CHIEF AUDIT EXECUTIVE (CAE) T

COMPLIANCE & PERFORMANCE

SNR INTERNAL AUDITOR T

INTERNAL AUDITOR T
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DIVISON

GOVERNANCE, COMPLIANCE & LEGAL SERVICES

PURPOSE: To manage, coordinate and provide the improvement of 

governance, compliance management processes and legal services

FUNCTIONS:

1. Manage and coordinate the integrated development planning (IDP) 

processes in accordance with legislative requirements and public 

participation processes

2. Manage and coordinate institutional performance management (PM) & 

service delivery and budget implementation plan (SDBIP)

3. Provide comprehensive legal services to the municipality to safeguard the 

municipality's interests in all legally related matters and compliance within the 

organisation

4. Establish and maintain enterprise risk management, ethics management 

and monitor compliance within the organisation

MANAGER: GOVERNANCE, COMPLIANCE & LEGAL SERVICES

SEE PAGE 38

SECTION

INTEGRATED DEVELOPMENT PLANNING (IDP)

PURPOSE: To manage and coordinate the integrated 

development planning (IDP) processes in 

accordance with legislative requirements and public 

participation processes

SNR IDP OFFICER T

SEE PAGE 39

SECTION

INSTITUTIONAL PERFORMANCE 

MANAGEMENT (PM) & SDBIP

PURPOSE: To manage and coordinate 

institutional performance management 

(PM) & service delivery and budget 

implementation plan (SDBIP)

PM OFFICER T
SEE PAGE 40

SECTION

LEGAL SERVICES & CONTRACT MANAGEMENT

PURPOSE: To provide comprehensive legal 

services to the municipality to safeguard the 

municipality's interests in all legally related 

matters and compliance within the organisation

SEE PAGE 41

SECTION

RISK MANAGEMENT

PURPOSE: To establish and maintain 

enterprise risk management, ethics 

management and monitor compliance 

within the organisation
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SECTION

INTEGRATED DEVELOPMENT PLANNING (IDP)

PURPOSE: To manage and coordinate the integrated development planning  

(IDP) processes in accordance with legislative requirements and public  

participation processes

FUNCTIONS:

1. Guide and direct planning and logistical arrangements of the integrated  

development planning processes

2. Integrate organisational management activities with the strategic  

planning process

3. Monitor and report on the implementation of the IDP

4. Coordinate public participation processes associated with the delivery of  

plans and programs to promote and achieve sound public participation  

objectives

5. Ensure integration of the IDP budget in terms of the Municipal Finance  

Management Act and Systems Act, by following the annual IDP review  

processes through conducting workshops and working group/team sessions  

with management, councillors and the community

6. Set up systems and processes to ensure community and stakeholder  

participation in processes by active participation in the budget public  

hearings process whereby the proposed  IDP projects are submitted to the  

communities together with the budget

7. Respond to comments on the IDP as received from the public or other  

spheres of government

8. Ensure proper documentation of all phases of the IDP process by ensuring  

that meetings and workshops are minuted and that the implementation of  

the process plan and all phases are recorded

9. Develop reports to report on implementation progress and highlighting  

problem areas to management and Council

SNR IDP OFFICER T

ADMINISTRATOR T

NEW POST



RECOMMENDED BY 

MUNICIPAL MANAGER

_____________________

Signature

..../..../2024

APPROVED BY COUNCIL

______________________

Signature

..../..../2024

CONFIDENTIAL SWELLENDAM LOCAL MUNICIPALITY

PROPOSED MICRO STRUCTURE 

18 MARCH 2024 

39

SECTION

INSTITUTIONAL PERFORMANCE MANAGEMENT (PM) & SDBIP

PURPOSE: To manage and coordinate institutional performance 

management (PM) & service delivery and budget implementation plan 

(SDBIP)

FUNCTIONS:

1. Develop, maintain and monitor institutional performance management

2. Operate and manage the system throughout the planning, performance 

review and reporting stages

3. Ensure legislative compliance of institutional performance management

4. Monitor and evaluate service delivery and strategic projects

5. Prepare and submit legislated reports such as quarterly and annual 

reports

6. Compile regular audit reports to Audit Committee, Accounting Officer 

and AG

7. Implement procedures, systems and controls to regulate specific work 

and associated sequences associated with the functionality

8. Provide information and/or reports on the status and outcomes 

internally/externally

9. Apply methods and standards to determine specific requirements and 

dimensions of PM

10. PERFORMANCE MANAGEMENT SYSTEM APPLICATIONS: Provides 

guidelines and information on the Performance Management System

11. Identify, define and implement immediate, short and long term strategic 

objectives and plans associated with the strategic planning process

PM OFFICER T

SNR CLERK T SNR CLERK T
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SECTION

LEGAL SERVICES & CONTRACT MANAGEMENT

PURPOSE: To provide comprehensive legal services to the municipality 

to safeguard the municipality's interests in all legally related matters 

and compliance within the organisation

FUNCTIONS:

1. Provide/ coordinate legal advisory services pertaining to Council 

resolutions, prosecution management and defense of legal action by 

and/ or against the municipality, contracts, service agreements, legal 

obligations, delict, statutes, by-laws, regulations and labour law matters

2. Administer and coordinate the development and maintenance of by

-laws and policies

3.  Ensure the organisation is conforming with, or eligible for, 

contractual obligations, SLA'S, government regulations, laws, or 

licenses and permits

4. Analyse and advise on risk management issues and review the risk 

philosophy of the municipality

5. Render administrative processes in respect of all land and property 

transactions

FUNCTION OUTSOURCED SUB-SECTION

PROPERTY MANAGEMENT ADMINISTRATION

PURPOSE:  To render administrative processes in respect of 

all land and property transactions

FUNCTIONS:

1. Administer all processes regarding alienation, sales, 

leases, donations, servitudes, notarial agreements, deeds 

of sales and confirmation of registration of properties

2. Administer land and properties purchases, sales and 

leases

3. Contract administration of Council’s immovable assets

4. Administration of leases in respect of municipal houses

5. Provide legal guidance regarding ESTA evictions in order 

to ensure that the municipality operate within the legal 

parameters of the country

ADMINISTRATIVE OFFICER T
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SECTION

RISK MANAGEMENT

PURPOSE: To establish and maintain enterprise risk management, ethics  

management and monitor compliance within the organisation

FUNCTIONS:

1. Establish and maintain enterprise risk management:

i) Develop/ implement risk policy, strategy and risk implementation plan of the  

municipality wrt risk financing, business risk management and governance &  

compliance

ii) Facilitate the updating of risk registers with management and advise  

management on risk management issues

iii)Facilitate the development of action plans to address risks

iv) Communicate risk and control information to appropriate areas of the  

organisation

v) Review the risk philosophy of the municipality and report to the Risk  

Management Committee

2. Establish ethics management practices within the organisation:

i) Promote and communicate appropriate ethics and values in the organisation

ii) Develop and establish fraud prevention initiatives

iii) Develop and implement initiatives to minimise unethical and improper  

conduct in the municipality

iv) Updating standards of conduct and development of periodical reviews

v) Coordinate fraud and financial misconduct prevention inclusive of the fraud  

hotline

vi) Liaise with the Risk Management Committee, management and other role  

players on ethics management

3. Monitor compliance of the municipality:

i) Develop and update a compliance register

ii) Monitor, review and evaluate compliance activities

iii) Interact with all directorates regarding issues related to compliance

4. Provide reasonable assurance on compliance and Risk Management  

Activities

SHARED SERVICES
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DIVISION

BARRYDALE

PURPOSE: To manage and coordinate all municipal services, 

processes, customer relations, operations, systems and 

procedures to the community of Barrydale in conjunction with 

the relevant managerial staff who are based in Swellendam

FUNCTIONS:

1. Provide and maintain technical services for the community 

of Barrydale

2. Provide and maintain parks, playgrounds, town entrances, 

gardens, open spaces and cemeteries  to the benefit of the 

community

3. Provide billing, meter reading, cashiering, receipting and 

enquiries

TOWN MANAGER: BARRYDALE T

SEE PAGE 43

SECTION 

TECHNICAL SERVICES

PURPOSE: To provide and maintain 

technical services for the 

community of Barrydale

SUPERINTENDENT T

SEE PAGE 44

SECTION 

PARKS, CEMETERIES & OPEN SPACES

PURPOSE: To provide and maintain 

parks, playgrounds, town entrances, 

gardens, open spaces and cemeteries  

to the benefit of the community

FOREMAN T

SECTION

BILLING, CASHIERING & METER READING

PURPOSE: To provide billing, meter reading, 

cashiering, receipting and enquiries

FUNCTIONS:

1. Render billing services and bank 

reconciliations

2. Administer debtor’s accounts, generate 

accounts, journals & data capturing

3. Administer & manage meter reading 

services

4. Administer revenue protection processes 

and procedures

5. Handle queries/ complaints and render 

customer care

6. Administer cashier services and capture 

transactions

ADMIN OFFICER T

SNR CLERK/ CASHIER T
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SECTION 

TECHNICAL SERVICES

PURPOSE: To provide and maintain technical services for the 

community of Barrydale

FUNCTIONS:

1. Manage the provisioning and maintenance of water 

services

2. Manage the construction, repair and maintenance of 

roads, storm water systems and municipal building

3. Maintenance of all pumps and routine repair/ services

4. Daily interaction and assistance with Water and 

Wastewater Services sub-sections personnel (purification 

services) in the absence of direct Supervisor or Manager

SUPERINTENDENT T

BARRYDALE 

CLASS C WORKS

CHIEF PROCESS 

CONTROLLER 

(CLASS IV)

T

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

ASST PROCESS 

CONTROLLER

T

BARRYDALE 

CLASS E WORKS 

(OXIDATION DAM)

PRINCIPAL PROCESS 

CONTROLLER 

(CLASS III)

T

WATER & WASTEWATER 

SERVICES

SUPERVISOR/ DRIVER T

SMALL PLANT 

OPERATOR

T GENERAL ASSISTANT T GENERAL ASSISTANT T

SEWERAGE TANKER 

SERVICES

DRIVER GR III 

(TANKER)

T

SMALL PLANT 

OPERATOR

T

ROAD & STORM WATER 

CONSTRUCTION & 

MAINTENANCE

FOREMAN T

SMALL PLANT 

OPERATOR

T

GENERAL ASSISTANT T

GENERAL ASSISTANT T

GENERAL ASSISTANT T
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SECTION 

PARKS, CEMETERIES & OPEN SPACES

PURPOSE: To provide and maintain parks, 

playgrounds, town entrances, gardens, open 

spaces and cemeteries  to the benefit of the  

community

FUNCTIONS:

1. Provide and maintenance caravan parks and 

recreational areas

2. Provide and maintain parks, grass cutting, 

public gardens, open spaces, street sweeping 

and cleansing service

3. Provide and maintain sports fields, cemeteries 

and prepare burial facilities

4. Provide and maintain clean-up and fire breaks

FOREMAN T

HEAVY VEHICLE 

DRIVER

T SMALL PLANT 

OPERATOR

T

SMALL PLANT 

OPERATOR

T SMALL PLANT 

OPERATOR

T

GENERAL ASSISTANT T GENERAL ASSISTANT T

GENERAL ASSISTANT T


