
 
 

 
 

 
 

 

 

Senior Legal Administration Officer MR6 (RCSM 14/2023) 

Salary: R531 381 per annum (OSD) 

Centre(s): Cape Town  

Requirements:  

• LLB degree (NQF8) with eight (8) years’ post qualification experience in legal field 

related to this position.  

• Knowledge of the following: environmental law, Constitutional and administrative 
law, General legal knowledge, public service and departmental procedures and 

prescripts relevant to post.  
• Knowledge of legislative drafting, legal research skills, and policy analysis 

experience with ability to gather and analyse information, and ability to apply 
policies.  

• Strategic coordination/ planning and policy analysis.  
• Knowledge of risk management, legal research methodologies and presentation 

and project management.  

• The candidate must have the following skills and competencies; excellent writing 
skills, advanced negotiation skills, adequate skills in computer use 

report/professional writing.  
• Good negotiation skills, interpersonal relations and diplomatic skills, relationship 

management, stakeholder engagement, presentation skills.  
• Honesty and integrity.  

• Ability to work individually and in a team.  
• Good interpersonal relations skill.  

• Ability to work under extreme pressure.  

• Ability to work with difficult persons and to resolve conflict, supervision. 

Duties:  

• The candidate will be responsible for engaging with line on policy supporting the 
development of legislation and translating it into draft legislation.  

• Draft bills and subordinate legislation – providing legal support to consultation 
processes.  

• Revising drafts and assisting line function with responding to comments.  
• Providing legal support during the cabinet processes.  

• Providing legal support in the tabling of legislation and during the parliamentary 

processes.  
• Providing legal support in respect of the publication of legislation for public 

comment, the publication and bringing into effect of bills after the president signed 
the bill into law delegate.  

• Supervise and quality check the work of subordinates.  
• Present bills, and subordinate legislation in working groups, MINTECH and MINMEC 

M, cluster meetings and in the portfolio committee and select committees.  
• Comment on legislation received from other departments.  

• Draft and vet subordinate legislation, norms and standards, policies and other 

statutory instruments originating from acts that are supported by the branches.  
• Engaging with line on policy supporting the development of subordinate legislation 

and translating the policy into draft legislation.  
• Vet permits, licenses and exemptions issued in terms of the ICM Act, marine 

species, and AIS under NEMBA, NEMPAA, Antarctic Treaties and MLRA, provide 



 
 

 
 

 

 

 

 

 

• All applications must be submitted on a signed new Z83 application form (click bold underlined text to download 

PDF form) with a copy of a comprehensive CV, certified copies of qualifications (Matric Certificate must also be 

attached, ID document, driver’s license (all attached documentation must not be older than six (06 )months) 

together with the recent curriculum vitae in order to be considered. 

• Please note that should you not use the newly amended Z83 and completed, initialed and signed in full, 

the department reserves the rights to disqualify your application. 

• Applications may be forwarded to: The Director-General, Department of Forestry, Fisheries and the 

Environment, Private Bag X4390, Cape Town, 8000 or hand-deliver to 14 Loop Street Cape Town. Marked for 

attention: Human Resources Management.  

• The National Department Forestry, Fisheries and the Environment, is an equal opportunity, affirmative action 

employer.  

• Preference may be given to appointable applicants from the underrepresented designated groups in terms of the 

department’s equity plan. Persons with disabilities are encouraged to apply.  

• It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority 

(SAQA). Correspondence will be limited to successful candidates only.  

• Short-listed candidates will be subjected to screening and security vetting to determine their suitability for 

employment, including but not limited to: criminal records; citizenship status; credit worthiness; previous 

employment (reference checks); social media checks, and qualification verification.  

• Short-listed candidates will be expected to avail themselves at the department’s convenience.  

• Entry level requirements for SMS posts: In terms of the directive on compulsory capacity development, mandatory 

training days & minimum entry requirements for SMS that was introduced on 1 April 2015, a requirement for all 

applicants for SMS posts from 1 April 2020 is a successful completion of the Senior Management Pre-Entry 

Programme as endorsed by the National School of Government (NSG).  

• The course is available at the NSG under the name certificate for entry into SMS and the full details can be obtained 

by following the below link:https://www.thensg.gov.za/training-course/sms-pre-entryprogramme/  

• The successful candidate will be required to provide proof of completion of the NSG Public Service Senior 

Management Leadership Programme certificate for entry into the SMS.  

• Furthermore, candidates shortlisted for the SMS post will be subjected to a technical exercise that intends to test 

relevant technical elements of the job.   

• Following the interview and the technical exercise, the selection panel will recommend candidates to attend a 

generic managerial competency assessment in compliance with the DPSA directive on the implementation of 

competency based assessments.  

• The person appointed to this position will be subjected to a security clearance, the signing of performance 

agreement and employment contract.  

• The department reserves the right not to make an appointment. If you have not been contacted within three (03) 

months after the closing date of the advertisement, please accept that your application was unsuccessful.  

 

legal advice and opinions in relation to permits, licenses and exemptions. Vet/draft 

letters and other documents relating to suspension/cancellation of permits, license, 

or exemptions.  
• Vet/draft RODs where permits, license or exemptions are refused.  

• Vet/draft permit/license/exemption conditions.  
• Vet/draft compliance and enforcement notices and directives. Provide legal advice 

and opinions on questions of law (legislation), vet submissions, and 
correspondence with legal implications, ad hoc legal support at meetings, 

workshops, stakeholder engagements.  
• Input into and drafting of provisions of multilateral conventions and resolutions. 

• Attendance at international meetings input into media queries/statements and 

parliamentary questions.  
• Provide legal support in respect of review applications and attend consultations 

when legislation is taken on review to the high court. 
 

 

Enquiries:   Ms N Vink 

Tel: 082 904 4834 

For attention:  Human Resource Management 

Closing date:  14 August 2023 

https://www.environment.gov.za/sites/default/files/docs/forms/Z83_application_for_employment.pdf
https://www.thensg.gov.za/training-course/sms-pre-entryprogramme/

