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ISEBE LEMFUNDO LENTSHONA KOLONI 

INKCAZO YOMSEBENZI 

A. IINKCUKACHA NGOKUBANZI

Igama lesithuba

:
UMabhalane (KwiZikolo zikaRhulumente 

eziQhelekileyo neze-ELSEN) 

Igama 


:
Inombolo yePesali
:

ISebe/ICandelo

:

Indawo 


:

Umhla 


:

Inqanaba lesithuba 
:

Umlinganiselo 

womsebenzi

:

Imigaqo yentlawulo 

yemivuzo (Core)
: 
Abasebenzi becandelo lezolawulo nabo bancedisayo

Uripota 


:
KwiNqununu/koGunyazisiweyo

I-oganogram



B. INJONGO YOMSEBENZI

Kukubonelela ngenkonzo eyenziwa ngokukhawuleza nangendlela eyiyo yokunika inkxaso kulawulo lwesikolo nakwi-ofisi yenqununu.

C. IMIBA ENGQONGE ESI SITHUBA SOMSEBENZI

· Indleko zokuhlawula abasebenzi
: 
Azikho   

· Ibhajethi



: 
Ayikho  

· Izixhobo zokusebenza


Izixhobo zokusebenza
Ixabiso lokuthenga izixhobo ezitsha

Ikhompyutha neprinta


Ifoni


Umatshini wokufeksa


I-Intakhom


Umatshini wokufotokopa


*Umatshini wokulaminetha nokwenza imiqulu


*Umatshini wombane wokwenza imiqulu ohamba ngesantya esiphezulu (iRisografu)


*Iskena


Iprinta ekhupha nemibala


Izishicileli-zandi nemifanekiso


D. 
IINJONGO EZIPHAMBILI

· Imisebenzi kamabhalane

· Kukuncedisa inqununu kwimicimbi yemali

· Iintlobo ngeentlobo zemisebenzi kamabhalane

Izigunyaziso

· Iisetyhula/ imigaqo-nkqubo yeSebe leMfundo leNtshona Koloni (WCED)
· UMthetho weNkonzo kaRhulumente/ImiMiselo (Public Service Act/Regulations)

· Nayiphi na imithetho/imimiselo esebenzayo
· ISicwangciso soKhuseleko seSikolo

· IMigaqo yokuZiphatha (Code of conduct)

· IMigaqo yeNtlawulo yeMivuzo (Code of Remuneration- CORE)

· IMigaqo-nkqubo yeSikolo

· Njl. njl.

Iinjongo eziphambili:

(Okona kubalulekileyo ekufuneka  kwenziwe. Yintoni ofuna ukuyizuza ekugqibeleni?
Iziqhamo  zomsebenzi:

(Yintoni emayibe  sisiphumo esibonisa ukuba iinjongo eziphambili ziphunyezwe ngempumelelo?) 
Imisebenzi eyenziwayo:

(Imisebenzi ethile, ekufuneka yenziwe ukuze kufikwe kwisiqhamo esinqwenelekayo)
IMilinganiselo yeNtsebenzo




Umhla oyithagethi/

Ukwenzeka qho 

(Kubonisa ukuzimisela komqeshwa kwixesha elisikiweyo lokugqiba umsebenzi)
Imigangatho:

(Ngokusemga-ngathweni kunye/okanye ngokobunga-kanani)

Imisebenzi kamabhalane 
Kukulawula ngokukuko 

i-ofisi yenqununu negumbi lokwamkela iindwendwe.
· Kukuphendula nokufowuna egameni lenqununu,  nokudlulisa iifoni ngokufanelekileyo. 

· Kukwamkela nokuthumela iifeksi.

· Kukwamkela nokuthumela ii-imeyili.

· Kukugcina irejista yefoni ngokumalunga neefoni eziya kude kunye neefoni zeselula.

· Kukugcina idayari yenqununu. 

· Kukwenza amalungiselelo amadinga/ eentlanganiso. 

· Kukuqokelela nokulungisa ingcaciso njengoko ecelwe yinqununu nazii-ofisi ze-WCED 

· Kukugcina iifayili zerekhodi yembalelwano, zamaxwebhu azizikhokelo, inkcitho, uluhlu lwestokhwe (inventory), njl njl.

· Kukuchwetheza izinto zenqununu nezamanye amacandelo esikolo eso.

· Kukuchwetheza amaphepha eemviwo.

· Kukuba ngunobhala kwiiforam nakwiintlanganiso.

· Kukujonga amaxwebhu ahluka-hlukeneyo ukuba agqityiwe aze awatshekishe ukuba enziwe ngokuchanekileyo


· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Ngekota.

· Yonke imihla.

· Yonke imihla. 




Uncedisa inqununu kwimicimbi yemali
Kukuthenga impahla

Iindlela ezifanelekileyo zokulawula ukubalwa kwee-akhawunti zemali


· Kukufumana iikoteshini ezi-3

· Kukufumana imvume yenqununu/yebhunga lolawulo phambi kokufaka i-odolo

· Kuku-odola ukutya, izinto zokubhala, izixhobo zesikolo  nezasehostele
· Ngeveki.

· Yonke imihla.

· Yonke imihla.






· Kukutshekisha zonke ii-akhawunti nee-invoyisi (zezixhobo zokubhala, zeemfuno zesikolo, zepetroli, njl. njl.)

· Kukulungisa iitshekhi ukuze zisayinwe.

· Kukuthumela iitshekhi.

· Kukufaka zonke iindleko kwileja yeefizi.

· Kukulungisa nokuchwetheza ii-akhawunti.

· Kukutshekisha iintlawulo, nokuthumela iileta zokukhumbuza abazali ukuba bahlawule. 

· Kukwamkela imali nokukhupha iirisithi zoku kulandelayo: 

( zeefizi zesikolo

      ( zonyuso ngxowa-mali

      ( zeefizi zomculo

      ( zeefizi zekhompyutha

      ( zekhefi

      ( zeempahla zokudlala

      ( zerenti yezixhobo  

         zokusebenza/zezakhiwo

      ( zezinto ezenziwa emva  

         kwexesha lokufundisa 

        (Extra curricular activities)

· Kukwamkela nokubhankisha zonke iimali ngokwee-akhawunti zazo ezifanelekileyo.

· Kukubhala imali engenisiweyo kunye nenkcitho. 

· Kukulawula imali yokuthenga iintwana-ntwana (petty cash).

· Kukuqinisekisa ukuba zenziwa ngokufanelekileyo iirisithi neevawutsha.
· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Okokoko.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Yonke imihla.

· Ngenyanga.





Kukulungisa ibhajethi nezitatimenti zemali
· Ukwenza iStatimente seNgeniso neNkcitho zingqinelane ukulungiselela ukwandlalwa kwaso phambi kwebhunga lolawulo.

· Ukulungisa izitatimente zenyanga. 
· Ngenyanga.

· Ngenyanga.



Ukuhlawula abasebenzi abaqeshwe ngemvumelwano nootitshala abaqeshwe libhunga lolawulo 
· Ukuhambisa iZatifikethi zeRhafu (I.R.P. 5 Tax Certificates) ezikhutshwa liSebe leMfundo (WCED) 

( Ukuthumela i-I.R.P 5 certificates 

   kubaninizo ngocwangco

( Ukutshekisha iidilesi zabo

   bangasasebenziyo apho esikolweni

( Ukugcina irekhodi yayo yonke 

   imivuzo yonyaka ukulungiselela 

   ukubalwa kwerhafu 

· Ukulawula imivuzo yabasebenzi abahlawulwa libhunga lolawulo 

  ( Ukubala nokukhupha iitsheki, 

   ( Ukubala iMali yeNgxowa ye-

        Inshorensi yokuNgabikho

       Ngqeshweni (Unemployment

        Insurance Fund)

     nokuyihlawula kuRhulumente

   ( Uxhuzulo lwezi rhafu S.I.T.E. 

      no-P.A.Y.E aze azihlawule 

        kwiReceiver of Revenue

   ( Ukubhala amaxwebhu 

      emivuzo (wage sheets)

   ( Ukubala iibhonasi ekufanele 

        bezifumene 

   ( Ukulungisa imali yemivuzo

      ayifake ezimvulophini 

   ( Ukubala esusela emva imali 

      yonyuso lwemivuzo 

     retrospective increases)

     kwakufumaneka imali.

  ( Ukufaka izicelo zokurhoxa 

     kwiNgxowa-mali yePenshini 

         (Pension Fund)

· Ukuhambisa la maxwebhu I.R.P.5  nokukhupha la I.T.3 Tax Certificates awanike abasebenzi abahlawulwa libhunga lolawulo

· Ukusingatha yonke eminye imicimbi enxulumene nerhafu
· Ngenyanga.

· Ngenyanga.

· Ngenyanga.

·  Ngenyanga.


Imisebenzi kamabhalane eziintlobo ngeentlobo.
Ukunika inkxaso.
· Ukwenza amalungiselelo eentlanganiso/amatheko, njl njl.

· Ukukhupha izinto zokubhala azinike ootitshala

· Ukuncedisa esikolweni xa kukho amatheko nemisebenzi yesikolo 

· Ukuncedisa kumalinge okunyusa ingxowa-mali yesikolo      

· Ukuqhagamshelana noosomashishini nabazali njl. njl. malunga namalinge okunyusa ingxowa-mali.

· Ukwenza amalungiselelo okulungiswa kwezixhobo zomsebenzi ezonakeleyo.

· Ukwenza amalungiselelo eentlanganiso zezemidlalo nawokulungiselela ukutya kwamagosa nootittshala.

· Ukuqeshisa ngezibonelelo zoncedo (facilities) zesikolo.

· Ukulawula uluhlu lwestokhwe (inventory).
· Ukusingatha yonke imibandela yezolawulo (administration) yabafundi.


· Ngeveki.

· Ngeveki.

· Ngeveki.

· Ngeveki.
· Ngeveki.

· Ngeveki.

· Ngenyanga.

· Yonke imihla.

· Ngekota.

· Ngonyaka.





Ukulawula imicimbi enxulumene nezabasebenzi
· Ukuncedisa ekupapashweni kwezaziso zezithuba ezivulekileyo

· Ukucelela abaqeshwa amakhadi eNgxowa-mali yaBangaqeshwanga (Unemployment cards)

· Ukugcina irejista yekhefu yabasebenzi abaqeshwe libhunga lolawulo 
· Ngelo xesha.

· Ngelo xesha.

· Yonke imihla.





Ukunika inkxaso kubafundi
· Ukulungiselela abafundi amadinga abo kunye noogqirha, oogqirha bamazinyo, izibhedlele, njl. njl. 

· Ukuthumela izixhobo zokuncedisa abangevayo ukuba ziyolungiswa nokuzihambisa zakubuyiswa. (ELSEN) 

Ukufowuna egameni labafundi kwiimeko apho umfundi akhubazekileyo. (ELSEN)


· Yonke imihla.

· Ngenyanga.

· Ngelo xesha.



Ulawulo lweSkim soKutya (Feeding Scheme
· Ukwamkela ukutya okuzisiweyo.

· Ukugcina uluhlu lokutya okuzisiweyo.

· Ukukhupha ukutya xa kufuneka. 

· Uku-odola ukutya.

· Ukugcina irejista yomsebenzi yabapheki (chefs)/yamavolontiya.

· Ukungenisa iingxelo zenyanga kwinkampani iPeninsula/okanye kwezinye izikim zokutya.
· Yonke imihla/ Ngeveki.

· Yonke imihla.

· Ngeveki.

· Ngenyanga.

· Ngenyanga.

· Ngenyanga.





Ulawulo lwemicimbi yezothutho
· Ukuqhagamshelana nezikolo kunye nabazali xa esenza amalungiselelo othutho (xa ibhasi ifike emva kwexesha okanye ichaphazeleka engozini).

· Ukwenza amalungiselelo othutho eehambo zesikolo.

· Ukwenza amalungiselelo othutho okusa abafundi kwiikliniki nasezibhedlele.
· Ngelo xesha.

· Ngelo xesha.

· Ngelo xesha.



Ukubonelela ngoNcedo lokuQala (first aid)
· Ukunika uNcedo lokuQala kubafundi xa kuye kwehla iingozi ezincinane.

· Ukugcina uluhlu lwezixhobo zoNcedo lokuQala nokuqinisekisa ukuba kukho izixhobo ezaneleyo zoNcedo lokuQala.
· Ngelo xesha.

· Ngelo xesha.


E.
 UKUDLULISELA KOMNYE IGUNYA 

Akukho 

F. 
IPROFAYILI YOMSEBENZI OWENZIWAYO

1. Abona bantu benzelwa iinkonzo nobungakanani benkonzo eyenziwayo 

· Inqununu yesikolo


:
Yonke imihla
· Ootitshala /abasebenzi besikolo
:
Yonke imihla
· Abafundi 



:
Yonke imihla
· Ibhunga lolawulo lesikolo

:
Ngenyanga
· Uluntu/abahlali 


:
Yonke imihla
· Abazali



:
Yonke imihla
Okulindelwe ngabenzelwa iinkonzo

· Ukwenzelwa inkonzo eyiyo, nangokukhawuleza maxa onke 

· Umsebenzi owenziwa ngobuchule nangokwemigaqo (professionalism)

· Ukuthobela

· Ukwazi ukusebenza ngokuzimeleyo 
2. Izalathi-nkqubela

· Ingxelo okanye izikhalazo ngendlela umsebenzi owenziwa ngayo 

· Ingxelo okanye izikhalazo ezivela kwabenzelwa iinkonzo

· Iingxelo zophicotho-zincwadi

· Iingxelo zekota - WCED 043

· Iingxelo-mali zonyaka
· Ingxelo evela kwisuphavayiza emalunga nendlela asebenza ngayo
G. 
ULWAZI LOKWENZA UMSEBENZI (COMPETENCY PROFILE)

Ulwazi neZakhono zomsebenzi
Iziphiwo anazo
Izinto anokuzifunda

· Ulwazi lokusebenzisa ikhompyutha

· Ulwazi lokwenza umsebenzi wemihla ngemihla

· Ubudlelane nentsebenziswano nabanye abantu (Interpersonal skills)

· Ulwazi lokufayilisha

· Ulwazi lokusebenzisa umatshini wokufeksa nowokufotokopa 

· Ukwazi ukuthetha kakuhle nangembeko nokucacisa kakuhle ingcaciso efunwayo

· Ulwazi lokubhala kakuhle aza kulusebenzisa ekubhaleni iimemo, amanqakwana neengxelo 

· Ulwazi lokusebenza beliqela labantu

       (Team-player skills) 
· Ukugcina okuyimfihlo

· Ukubonisa intsebenziswano nomoya omhle

· Ukuba nenkathalo

· Ukuthembeka

· Ukuba nembeko

· Ukuba luncedo

· Ukunyaniseka 

· Ukuthobela 

· Ukusebenza ngenkuthalo (Motivated)


· Ulawulo lwemicimbi yemali

· Ulawulo lwabasebenzi (Personnel administration)

· (MS Office)
· Njl. njl.


H. IKHONDO LOMSEBENZI (CAREER PATHING)

Umntu ngamnye (osesithubeni somsebenzi ) makenze isigqibo ngekhondo lakhe lomsebenzi ngokomgaqo othi ithuba lokukhuphisana livulekile nakubani na ngokolwazi analo.


Unyuselo kwinqanaba elilandelayo kuxhomekeke koku:

· Ubukho besithuba somsebenzi (esipapashiweyo)

· Ukusebenza ngendlela encomekayo 

· Ukungqinelana nemigaqo ebekiweyo yokugaya nokuchonga abasebenzi abenze izicelo


Iimfuno emazaneliswe ukuze anyuselwe esikhundleni
Zixhomekeke kwiimfuno njengoko zipapashiwe nakwisigqibo salowo ukweso sithuba somsebenzi ngokwekhondo lomsebenzi alikhethileyo.

            IMVUMELWANO YENKCAZO YOMSEBENZI

Thina sisayine apha ngasezantsi siyavumelana ngokubhalwe kule nkcazo yomsebenzi nekwaye kwathetha-thethwana ngayo yaye iza kuhlala isebenza ngokusemthethweni okwethuba elisusela ………………………ukuya……………………….

…………………………………………..


……………………………………………..……..

Isiginitsha yomntu okwisithuba somsebenzi

Isiginitsha yesuphavayiza/yeNtloko

Umhla:






Umhla:

INqununu/koGunyazisiweyo 





UMabhalane 











