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MEDIA DEVELOPMENT & DIVERSITY AGENCY
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VACANCIES
Closing Date:  23 October 2009 at 12h00

Applications are invited from a suitably qualified, innovative, visionary, highly resourceful, competent and experienced candidate for the position of Project Officer Monitoring and Evaluation. 
PROGRAMME MANAGER COMMUNITY MEDIA

REMUNERATION: R415 000.00 total cost to company per annum excluding a discretionary performance bonus. The Programme Manager Community Media will be reporting to the Project Director and the position is based in Parktown, Johannesburg.

THE PROGRAMME MANAGER - COMMUNITY MEDIA WILL:  Promote and encourage media development and diversity in South Africa, by supporting community electronic (radio, television and new electronic platforms for delivering content) and print media projects; providing specialist knowledge and advice to projects and programs as well as other key stakeholders; and implementing the MDDA Strategic & Business Plan in relation to the community media programme. 

KEY RESPONSIBILITIES INCLUDE:  * The MDDA grant making for community media in accordance with the grant making cycle * Project Management for the community media programme, using Project Tracking System  (PTS) or any other project management system used by the Agency * Overseeing the community media programme and the unit * Preparing submissions and reports  to the Projects Director * Project monitoring, assessment and evaluation, working together with the Monitoring and Evaluation Unit * Enhancing the delivery capacity of beneficiary organizations * Oversee the management of Service Level Agreements with service providers contracted to support MDDA projects under the community media programme * Maintain relationship with key stakeholders of the community media Projects * Commissioning and co-ordinating of research in relation to the Community Media programme, working together with the Research & Training Unit * Financial planning (including budgeting), management and reporting related to project activities and outputs in accordance with the MDDA Act and PFMA;

REQUIREMENTS: * An appropriate tertiary qualification or equivalent experience – with at least 3-5 years  project management  / grant –management experience * Knowledge and experience of the community media * Knowledge and experience in grant making * Experience in the development sector * Strong report writing skills * Ability to work under pressure

PROJECT OFFICER MONITORING AND EVALUATION
REMUNERATION:  R165 729.00 total cost to company per annum excluding a discretionary performance bonus. The Project Officer: Monitoring and Evaluation will be reporting to the Programme Manager: Monitoring and Evaluation and the position is based in Parktown, Johannesburg.

THE PROJECT OFFICER – MONITORING AND EVALUATION WILL:  Assist the Programme Manager: Monitoring and Evaluation with the monitoring and evaluation of MDDA projects in accordance with the Agency’s grant funding cycle and processes. 

KEY RESPONSIBILITIES INCLUDE:  *  Assist the Programme Manager: Monitoring and Evaluation with the monitoring of MDDA projects in line with the Agency’s grant funding cycle and processes and its M&E Strategy and plan * Assist with the evaluation of MDDA’s projects * Provide project administration support * Assist with stakeholders management * Assist in maintaining relationship with MDDA clients * Assist in the preparation and drafting of reports to the MDDA Board and its committees, funders, Parliament and GCIS  * Assist in project administration, documentation and project liaison * Assist with travel logistics * Assist with the Project Tracking System * Oversee and maintain the filing systems in the PM: Monitoring and Evaluation’s office.
REQUIREMENTS:  *  Tertiary qualifications – degree  in development studies, social studies, and monitoring and evaluation or equivalent experience * 1-3 years in monitoring and evaluation * Knowledge and preferably experience in the Media sector * Development sector expertise * Grant making experience and expertise * Analytical skills * Ability to prioritise * Data management skills * Report writing skills.
FINANCE AND DISBURSEMENT OFFICER 

REMUNERATION: R165 729.00 total cost to company per annum excluding a discretionary performance bonus. The Finance and Disbursement Officer will be reporting to the Chief Financial Officer and the position is based in Parktown, Johannesburg.
THE FINANCE AND DISBURSEMENT OFFICER WILL:  Support the Finance and Administration team in monitoring disbursement to MDDA beneficiaries in line with contracts and in consultation with the Projects team.  

KEY RESPONSIBILITIES INCLUDE: * Disbursements and contracts management * Financial Accounting and Reporting * Complete financial accounts to balance sheet level * Assist the CFO in budget compilation * Supervise and oversee the capturing of financial transaction(s) * Supervise salary administration * Prepare Internal monthly Financial Reports * Perform monthly Bank and General Ledger reconciliation(s) * Financial administration and support – asset management * Assist the CFO in the procurement function * Monitor expenditure against the budget to ensure compliance and early detection of issues or problems * Assist with the preparations necessary for interim and annual audits * Oversee the administrative and IT support service ensuring the smooth running of the MDDA Office * Managing disbursements to MDDA beneficiaries * Administer the HR systems and policies.

REQUIREMENTS: * Degree/Diploma in Accounting and/or equivalent * At least three (3) years experience in Accounting * Management accounting background and experience * Understanding and knowledge of financial audit requirements * Computer proficiency in MS Word; Ms PowerPoint; Excel, Pastel Partner or Evolution * Experience in working with the Public Finance Management Act (PFMA); Preferential Procurement Policy Framework Act and Supply Chain Management in the public sector; Public Audit Act ; Treasury Regulations; Public Administration and or in a grant making  would be an advantage. 

Suitable qualified and experienced candidates are invited to submit their CV together with a one page letter of motivation and names of at least three contactable referees to Ms Hariet Mhlanga (hariet@mdda.org.za) by 12h00 on the 19 October 2009.


Applications must be accompanied by a recent, updated comprehensive curriculum vitae as well as certified copies of all qualification documents and identity document. Failure to submit the requested documents will result in the application not being considered. Correspondence will only be conducted with shortlisted candidates.  
Should you not hear from us within two weeks of the closing date, please consider your application as unsuccessful. Only applicants who are interviewed will be advised of the outcome of their applications. Successful candidates will be required to enter into performance contracts.

MDDA is committed to employment equity polices and promoting equity, and to equal opportunity employment. Appointment is subject to appropriate reference checks and verification of information provided. The MDDA is under no obligation to fill the position after advertising it and reserves the right not to make any appointment. Although advertised, it may thus either be withdrawn or re-advertised. 
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