
RESEARCH OFFICER (REF.: 26785/01)
Salary: R550 610 - R644 320 per annum (Total Cost to Company)

Job Purpose: To efficiently and accurately assist and support in identifying ETDP sector skills development training needs and initiatives in 
the sector through the process of coordinating and collating data from Workplace Skills Plans (WSP) and the Annual Training Reports (ATR), 
resulting in the compilation of a meaningful Hard-To-Fill-Vacancy (HTFV), Skills Gaps and Sectoral Priority Occupations and Intervention 
(PIVOTAL) lists especially for sector skills planning. To also assist in identifying internal and external research needs and disseminate ongoing 
research data and reports to the staff of the SETA and appointed researchers for the purpose of informing SSP updates and research initiatives.  
The successful applicant will be based at the ETDP SETA Head Office located in Johannesburg and will report directly to the Senior Research 
Specialist and will also develop a strong working relationship with internal staff and Constituencies. The incumbent should meet the following 
minimum requirements:

Qualifications and Experience: •A postgraduate degree in Social Science •A Master’s degree in Social Science will serve as an advantage •At 
least 4 years experience as a Researcher •Good understanding of all Legislation pertaining directly/indirectly to the Skills Development Act and 
understanding the skills development processes •Proven record of developing research reports •Computer skills (MS Office packages) and the 
ability to work with data •A valid driver’s licence.

Knowledge and Skills: •Good understanding of research methodologies and research best practices •Knowledge of programme and project 
management •Knowledge of the National Qualifications Framework and good understanding of the objectives of the Skills Development Act •Good 
written and verbal communication skills •Good coordination and prioritisation skills •Research related training •Ability to plan and organise work 
and to work on own initiative •Good communication, facilitation, presentation and report writing skills •Good interpersonal skills and conflict 
resolution skills •Ability to work under pressure •Ability to communicate processes effectively and adhere to timeframes and specific deadlines 
•Team work.

DISCRETIONARY CONTRACTS MANAGEMENT ADMINISTRATOR  
(REF.: 26785/02)

Salary: R357 370 - R438 430 per annum (Total Cost to Company)
Job Purpose: To provide administrative support to the operations division by ensuring good contracts management and adherence to the service 
level agreements. The successful applicant will be based at the ETDP SETA Head Office located in Johannesburg and will report to the Contracts 
Management Specialist and will also develop strong working relationships with the provincial offices and other business units within the ETDP 
SETA. The incumbent should meet the following minimum requirements:

Qualifications and Experience: •A National diploma in Archives and Records Management/Information Management or equivalent 
qualification •At least three years Projects Administration experience •Records management and information management skills  
•Knowledge of reconciliation of paid invoices •Maintenance of spreadsheets during payment processes and procedures skills •Good 
communication skills •Ability to work under pressure and think pro-actively, where required •High levels of personal planning and organising 
•Problem-solving skills •Good Interpersonal relations •Advanced computer literacy (MS Office packages).

Personal Attributes: •Excellent written/oral communication skills •Ability to produce/analyse statistical report and produce Excel spreadsheets 
•Ability to act on own initiative and meet deadlines •Sound multi-tasking and organisation skills with the ability to work effectively in a complex 
environment with little supervision.

Ultimate Recruitment Solutions has been appointed to handle the responses for these positions. Applications must be submitted  
via email to etdpseta@ursonline.co.za (with the relevant post title in the subject line) or fax to 086 654 1819. 
Detailed job specifications can be viewed on www.ursonline.co.za

Applications with no certified copies of qualifications and ID document will be disqualified.

The successful incumbents will be required to enter into a Performance Contract with the ETDP SETA.

Interested applicants (who qualify in respect of all the criteria above) are invited to send their comprehensive Curriculum Vitae with contactable 
referee details, certified copies of Qualifications and Identity document, a valid driver’s licence (for Research Officer position only) and a motivational 
letter highlighting previous career achievements to the email address and fax number mentioned for each post.

CLOSING DATE: 20 SEPTEMBER 2019 AT MIDNIGHT

The appointment will be made in accordance with the ETDP SETA’s Employment Equity Policy. Further, the ETDP SETA promotes the employment 
of people with disabilities and reserves the right not to make an appointment. Correspondence will be entered into with shortlisted candidates only.

www.ursonline.co.za


