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Appendix “A”

Priority - - KP : . Department -Responsibility . Frequency

Ensure that all correspondence marked out to Admin Head: Corporate Services Continuous
the Administration Segment receives attention
within seven (7) working days after receipt from
the Registration office.

RECORDS MANAGEMENT - incoming comrespandence [letters, facsimiles, Admin Head: Corporate Services Continuous

Admin OFFICER : Records e-mail, memorandums}.

o 100% of all correspondence must be Admin Head: Corporate Services Continuous
distributed to Officials.
Securities programme — Input and filing of all Admin Head: Corperate Services Continuous
contracts/ agreements [100%].
Insertion of amendment pages in Statute Admin Head: Corporate Services Continuous
Books [100%].
Promoticn of Aceess to Information Act - Admin Mead: Corporate Services/CFO Continuous
Amend Manual / Handle requests [100%].
Up to date policies systems, procedures, Admin Head: Corporate Services Continuous
bylaws, contracts and agreements and clear
office instructions in place and reviewed
annually. Delegation manual in place.
Effective advertising of bids. Admin Head: Corporate Services Continuous
Recordkeeping and availability of applicable Admin Head: Corporate Services Continuous
legislation.
Maintenance of an effective record and registry Admin Head: Corporaie Services Continuous
_ system.

HUMAN RESOURCES Administration of Human Resource recruitment Admin Head: Corporate Services Continuous
and selection.
Effective management of Labour relations Admin Head: Corporate Services Continuous
iSSUES.
Update of Skills Deveiopment Plan Admin Head: Corporate Services 30-dun-15
Oversee that training in terms of the Skills Admin Head: Corporate Services Continuous

Development Plan is being implemented.

-
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Priority KPI Department Responsibility Frequency
Reclaim all monies due i.t.o. Skills Admin Head: Corporate Services Continuous
Development Plan.
Repori on Employee Equity Plan and Admin Head: Corporate Services 01-Oct-14
submission of report in terms of Legislation to
Department of Labour.
Development, implementation and Monitoring Admin Head: Corporale Services Continuous
of an effective communication system - Section
8 of Act 32/2000 refers
Administration of Staff establishment and Admin Head: Corporale Services Continuous
organograms reviewed for efficiency and
effectiveness at least quarterly.
Effective functioning of Labour- and Training Admin Head: Corporate Services Continuous
forums. Regular meetings.
Ta deal with disciplinary Hearings. Labour Officer Head: Corporate Services Continuous
Motivate and develop staff Ta investigate, report and implement a more Municipal Manager 31-Dec-14
members (o be a well- conducive office environment which is more
resourced and positive client orientated and customer friendly
component to serve the
community
To comply with all labour legislation Corporaie Services 30-Jun-15
'KPA3: Local Economic Development-~: - oot T o L R i SRR
Managing, implementation and | To ensure that the development of the 5 year IDP-LED Head: Corperaig Services 30-dun-15
monitoring the review process | Integrated Development Plan of the
of the Integrated Development | Municipalfity is being conducted in terms of the
Plan: guidelings stipulated in Chapter 5 of the
Municipal Systems Act of 20G0.
To faciliate active and structured public IDP-LED Head: Corporate Services Continuous

participation during the drafting of the iDP
Process.




Appendix "A"

Priority . KPi _ o Department Responsibility Frequency .
Managing the drafting and 7o record the pricrity needs of all sectors of the IDP-LED Head: Corporate Services Continuous
review process of the LED community in the amended IDP document.
Strategy for the Municipality
Corporate Services 31-Mar-15

Review and Implementation of
the LED Strategy of the
municipality to create more
opportunities

To review the LED Sirategy

~ [ B-Monthly Council Mestings with a 100%

mxmm:ﬂzm & 093%

" Council

) Bi- ?‘_o:.ﬁrq

attendance.
Approval revised IDP Plans Executive & Council Coungil 3-May-15
Approval of Budget 2013/14 Executive & Council Council J1-May-15
Approval of the Annual Report 2010/11 Executive & Council Council 31-Jan-15
Periormance Management implement a Performance Management Executive & Council Municipal Manager 31-Aug-14
System.
Council Meetings Resolutions of Council executed within 60 Executive & Council Municipal Manager Continuous
days.
Alignment of the IDP To ensure the alignment of the IDP objectives IBP-LED Head: Finance 31-May-15
be reflected in the municipal budget.
Draft IDP for approval by Council IDP-LED Head: Corporate Services 31-May-15
Facilitate community meetings for Mayor per {DP-LED Head: Corporate Services Cuiarterly
fown.
Compilation of Annuat Report and submit to |IDP-LED Head: Corporate Services J1-Jan-15

Councit
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Priority KPI Department Responsibility Frequency

The communication and Ta communicate the vision, mission and values Corporate Services Corporate Services 30-Nov-14

implementation of the to the siaff of the municipaiity and obtain their

municipality's vision, mission commitment in executing the vision, mission

and values to internal and and values in all their activities

external stakeholders and

ensure the municipality's

commitment in executing the

vision
To inform the community on the vision of the Corporate Services Corporate Services 31-Dec-14
municipality
To monitor the  upholding of the values of the Carporate Services Corporate Services 30-Jun-15
municipality in all its programmes and activities

Explore and create procedures | To develop and implement a Communication Corporate Services 3t-Mar-15

and structures to communicate | policy

with community structures
Establishment of ward committees Corporate Services 30-Nov-14
To sustain and services the institutional needs Corporate Services 30-Jun-15
of the ward committees R

R R CORE COMPETENCY REQUIREMENTS FOR EMPLOYEES (CCR)
CORE MANAGERIAL COMPETENCY o T N ‘Weight

- (Indicate choice)

Core Managerial Competencies:

Strategic Capability and Leadership

10

Programme and Project Management

Financial Management

compulsory

10
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Change Management
Knowledge Management
Service Delivery Innovation

Problem Solving and Analysis 10
People Management and Empowerment compulsory 10
Chlient Orientation and Customer Focus compulsory 10

Communication

Haonesty and Integrity

Core Occupational Competencies:
Competence in Self Management
Interpretation of and implementation within the legislative and national policy frameworks 10
Knowledge of developmental local government 10
Knowledge of Performance Management and Reporiing
Knowledge of global and South African specific political, social and economic contexis 10
Compeience in policy conceptualisation, analysis and implementation 10
Knowledge of more than one functional municipal field / discipline
Skiils in Mediation

Skills in Governance

Competence as required by other national line sector deparfments
Exceptional and dynamic creativity to improve the functioning of the municipality 10

Total percentage 100%
PERSONAL DEVELOPMENT PLAN

Skillsf - io | Outcomes - ISuggested - | Buggested Mode - Suggested Time | Work opportunity - | Support person
Performance .| ‘Expected {'Training and or | of delivery Frames | created to practice LS
Gap - i e Development R skillldevelopment

2

3

A

5
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