
 

 
 

INTERNAL VACANCY  
 

NOTICE NO:10/2025 
 

Umsobomvu Local Municipality, with its seat in Colesberg and servicing the towns of Colesberg, 
Noupoort and Norvalspont seeks applications from suitably qualified candidates for appointment in the 
under-mentioned post. The municipality subscribes to the principles of equal employment opportunities 
and affirmative action.  

 

 

 

 
 

DIRECTORATE : Finance 

PLACE OF WORK :  Colesberg 

DURATION  : Permanent 

SALARY   : Task Grade 6 (R 165 768,00) plus normal fringe benefits applicable to Local  

    Government.  

     

Requirements: Qualifications and Experience    
 

• Grade 12  

• 2 – 5 years’ relevant experience  

• Certificate in Book-keeping– NQF Level 5 or relevant 

• Computer Literacy: MS Office applications & Financial Systems 

• Ability to communicate in two or more of the local official languages. 

• Driver’s license, will be an added advantage 
 

Job Purpose:   

Plays a critical role in safeguarding the financial health of an organization or municipality by ensuring 
timely and efficient collections of outstanding debts. Through managing the credit control team, enforcing 
credit policies, and maintaining strong customer relations, the Chief Clerk helps improve cash flow, 
reduce financial risk, and contribute to the overall financial stability of the organization. 
 

Knowledge and scope of work: 

The scope of work and knowledge required for credit control in a municipality is comprehensive, ranging 
from legal and financial expertise to communication and customer service skills. Effective credit control 
helps municipalities maintain fiscal health, ensuring they have the funds to provide essential services 
and invest in community development. The role requires a balance between enforcement of payment 
obligations and sensitivity to the financial constraints of residents and businesses. 
 
 

                        CLERK:CREDIT CONTROL 



 

Key Performance Areas:  

- Maintenance of debtors’ records: Receive applications for new accounts from customer care or 
enquiries and check completeness of information; Compiling of applications and termination of 
services. 
 

- Maintenance of termination lists: Scrutinize the Financial report and identify debtors that are in 
arrears; Compile final demand letters and keep the records in a register; Submit final demand letters 
and register to Chief Clerk for review and for his or her signature for approval; For debtors in arears 
check each debtor’s account in the system to see if there are arrangements; In the case of customers 
with arrangements, whether payment was made on or according to arrangement; If no arrangement 
or no payment on or according to arrangement, put the debtor on the cut off list, unless already on 
previous days list for the same cut off period; Hand deliver the signed letter to the customer to sign 
the same; Send list to electricians to execute the cut offs; Monitor the feedback of the final demand 
letter for the further follow up. 

 
- Processing Indigent application: File application forms for reference; Update (removed/add) 

indigent account and database; Assist with the update / maintenance of indigent register. 
 

- Completion of collection report: Monitor the arrangement register; Check receipt for payments on 
arrears and record payment made; Trace and compile list (number) of disconnections that have been 
connected; Compile credit control report to Chief Clerk. 

 

COMPETENCIES: 

The competency level for this position is at level 2 as stipulated in Annexure A of the Municipal Staff 
Regulations Notice No. 890 as promulgated in Government Gazette 45181 dated 20 September 2021 
and comprises of the following competencies: 

 
Core Professional 

Competencies 
Functional 

Competencies 
Public Service 

Orientation 
Competencies 

Personal Management / 
Leadership 

Competencies 
• Oral 

Communication  
• Written 

Communication 
• Attention to detail 
• Organisational 

awareness 
• Problem Solving 
• Influencing 
• Ethics and 

Professionalism 
• Planning and 

Organising 
 

• Business 
Processes 

• Use of 
Technology 

• Data 
Processing & 
Analysis 

 
 

• Interpersonal 
relationships 

• Communication 
• Negotiation 
• Service delivery 

Orientation 
• Client Orientation 

and Customer 
Focus 
 
 

• Action and 
outcome 

• Orientation 
• Resilience 
• Change 

Readiness 
• Cognitive ability 
• Learning 

orientation 
 

• Impact and 
influence 

• Team 
Orientation 

• Direction 
Setting, 

• Coaching and 
Mentoring 

 
CLOSING DATE:  The closing date shall be 21 February 2025 at 16:30.  

 
Application Instructions:  

Applicants MUST use the official Application for Employment and supplement it with a comprehensive 
CV together with certified copies of qualifications (not older than six months) and MIE Background 
screening form obtainable on the municipality’s website and Human Resource Management Office. 
Applications,  including all relevant documentation must be submitted to the Registry Office addressed 
to: The Municipal Manager Umsobomvu Local Municipality, 21A Church Street, Colesberg, 9795 or e-



mailed to apiwe@umsobomvumun.co.za. Should applicants not receive any response within three 
months after the closing date, please accept that your application has not been successful.   
 
All enquiries must be directed to the Section Head: Corporate Services. Canvassing and/or lobbying of 
Councilors and or municipal officials will result in the disqualification of an applicant. No late applications 
will be considered. 
 
Inquiries to be directed to Apiwe Khalankomo at 051 753 0040 or send an e-mail to 
apiwe@umsobomvumun.co.za 
 
 
 
 
 
 
T.W. MSENGANA 
MUNICIPAL MANAGER                                                                                                

 
Notice: 10/2025 
Date:   07 February 2025 

 

UMSOBOMVU MUNICIPALITY 
21A CHURCH STREET 
COLESBERG 
9795 
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