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	FULL NAMES
	SARAH ANNE PIENAAR

	POSTAL ADDRESS
	P O BOX 30557

RICHARDS BAY

3900

	TELEPHONE
	083 593 6160 (CELLULAR)

(035) 907 - 5000/5070 (W)

(035) 753 – 5001 (H)

	DATE OF BIRTH
	13 AUGUST 1958

	COUNTRY OF BIRTH
	UNITED KINGDOM

	NATIONALITY
	SOUTH AFRICAN CITIZEN

	IDENTITY NUMBER
	5808130077085

	MARITAL STATUS
	MARRIED - 27 YEARS

	CHILDREN
	SON- 20 YEARS

	CURRENT POSITION
	MANAGER:  SECRETARIAT SERVICES - DEPARTMENT OF THE DIRECTOR CORPORATE SERVICES

uMHLATHUZE MUNICIPALITY



	QUALIFICATIONS
	B A LANGUAGES DEGREE

	CAREER
	· UMHLATHUZE MUNICIPALITY :

JANUARY 1994 - PRESENT

· EDENVALE TOWN COUNCIL :

(Former LETHABONG TOWN COUNCIL

Now Ekurhuleni Municipality)

JULY 1991 - DECEMBER 1993

· JOINT MUNICIPAL PENSION FUND :

FEBRUARY 1989 - JUNE 1991

· TRANSVAAL EDUCATION DPT.:

AUGUST 1988 - JANUARY 1989

· REBECCA OSTROWIAK SCHOOL OF READING :

SEPTEMBER 1980 - DECEMBER 1985 (AFTERNOONS)

JANUARY 1986 - MARCH 1987 ( FULL DAY )

· TRANSVAAL EDUCATION DPT.:

AUGUST 1980 - DECEMBER 1985




	CERTIFICATED COURSES COMPLETED
	· NOSA: SSTC

· NOSA: ASTRAC

· NOSA: HEALTH AND SAFETY REPRESENTATIVE TRAINING COURSE

· REGISTRY SYSTEMS: STATE ARCHIVES

· MODULAR TRAINING: COMMITTEES AND MEETINGS

· WORD PERFECT 5.1: BASIC

· WORD PERFECT 5.1: ADVANCED

· MICROSOFT WINDOWS: MS WORD 6.0

· GROUPWISE DOCUMENT MANAGEMENT SYSTEM

· POWERPOINT 4.0

· INTERVIEWS AND SELECTION PROCEDURES

	REFERENCES
	1.  CLR L C M FOURIE

WARD COUNCILLOR

uMHLATHUZE MUNICIPALITY

082 335 6271

2.  CLR N V GUMBI

WARD COUNCILLOR

uMHLATHUZE MUNICIPALITY

083 665 2810

3.  CLR R J VAN HUYSSTEEN

COUNCILLOR uMHLATHUZE MUNICIPALITY

082 457 8012

4.  MR B B BIYELA

CHIEF EXECUTIVE OFFICER 

UTHUNGULU DISTRICT MUNICIPALITY

(035) 799 - 2500

5.  MRS DAWN ANGELL-SCHAU – DEPUTY DIRECTOR CORPORATE SERVICES

(035) 907 - 5069

6.  MR FRANS PALM (NOW RETIRED)

FORMER MANAGER CORPORATE AND LEGAL- EKURHULENI METROPOLITAN COUNCIL (EDENVALE) 

083 381 0492

7.  MR THEO TOLMAY

FORMER TOWN CLERK - RICHARDS BAY TLC

FORMER DIRECTOR ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING

PROVINCIAL GOVERNMENT OF THE WESTERN CAPE

(012) 913 - 2882 (H)




Curriculum Vitae

SARAH ANNE PIENAAR

1.
uMHLATHUZE CITY COUNCIL – INCORPORATING THE FORMER RICHARDS BAY, EMPANGENI, ESIKHAWINI, NSELENI, VULINDLELA AND NGWELEZANE


I am currently in the employ of the uMhlathuze City Council a Grade 11 local authority.  I was appointed as an administrative officer in the Department of the Town Secretary on 1 January 1994.  This post was upgraded to that of Chief Administrative Officer with effect from 1 March 2000 by the Job Evaluation Committee and following a general re-evaluation of the entire organisational structure my post was once again upgraded to that of Manager Secretariat Services on a Post Level 16 (the TASK system has been implemented to evaluate posts following recommendations of the SALGBC and SALGA) – This is equivalent to a Level Four/Three position on the former grading system.  The department has subsequently also undergone a name change and is now the Department of the Director Corporate Services.

I have performed the following functions over the past years as Administrative and Chief Administrative Officer as well as Manager Secretariat Services:

1.1 As Committee Officer:

· all arrangements pertaining to the convening of all council related meetings including a vast number and variety of sub, ad hoc and portfolio committees established since the inception of the TLC on 14 February 1995 and subsequent Mayoral Terms of Office;

some of the committees referred to above include the Local Labour Forum, Audit Committee, various Land Claims Committees as well as the Management Team Committee (All Heads of Departments and their assistants up to post level 15), the Project Action Committee (which deals with all developmental issues relating to investment interest  and progress in the City) and a number of Social Compacts.

Committees previously appointed to assist the Executive Committee and Council with their functions were inter alia:

Audit, Standing Orders Revision, Bylaws Integration, Housing and Land, Budget and Finance, Local Labour Forum, Tenders and Contracts, New Services, Culture and Recreation, Health and Safety, Transport and Taxi and Integrated Development Planning as well as a number of as hoc committees relating to the appointment of a Municipal Manager, Organisational Structure, Land Invasions and Land Claims Committees

· During June 2003 a portfolio committee system was adopted and put into practice dealing with all reports in accordance with Departmental functions prior to submission thereof to the Executive Committee and Council (9 Departmental Portfolio Committees, i.e. Section 80 Committees, 7 Section 79 Committees of Council and numerous ad hoc and subcommittees dealing with specific issues)

· compilation and distribution of all Council, Management Committee/ Executive Committee as well as all Portfolio, ad hoc and subcommittee agendas;

· attendance and minuting of all meetings of Council and its committees;

· compilation and distribution of all minutes;

· compilation and distribution of instruction lists for the finalisation of resolutions subsequent to all meetings;

· arranging various council functions and responsible for the entire council chamber complex and Auditorium involving various high-tech audio visual aids etc.;

· safekeeping of all official council agendas and minutes;

· control over entire printing function;

· supervisor to four Senior Administrative Officers, two Administrative Officers, one Secretary to the Mayor, two Secretaries to the Speaker, Deputy Mayor and Full Time Councillors, one Clerk Grade 1, two Printer Operators and one General Office Worker;

· all administration and liaison between Councillors and officials in respect of 66 Councillors prior to the Local Government Elections, 30 Councillors serving since 26 June 1996 and subsequently 60 Councillors since the elections on 5 December 2000.

· Extensive knowledge of the acquisition and utilisation of numerous types of audio visual equipment for use in meetings and presentations as well as preparing Powerpoint presentations.

· Manage the entire Office Automation processes relating to the safekeeping, retrieval and updating of all Council reports, agendas, minutes and ensuing actions. 

1.2
Administrative duties as Manager Secretariat Services
1.2.1
Over and above my normal duties as Manager:  Secretariat Services I am responsible for the creation of a variety of reports and policies for submission to Council, proof reading and correctness of all reports to Council as well as general office administration including correspondence and media releases. 

I am also responsible for the writing and maintenance of Council’s policies and Delegated Powers.

Over these past years I have been involved to some extent with almost every aspect of local government, knowledge which I am certain will stand me in good stead in my future career path.  I have also on a number of occasions acted in the position of Deputy Director Corporate Services. 

1.2.2
New Local Government Dispensation - During 1993 I was extensively involved in Local Government Negotiations in terms of the Local Government Transition Act, 1993.  In this instance, over and above my duties as Committee Officer, my duties entailed constant liaison with various political parties, other role-players involved in the negotiating process and the Provincial Government as well the conveying of resolutions taken by the Forum on a weekly basis.  Forum negotiations were concluded at the end of December 1994 and the Richards Bay Transitional Local Council was established on 14 February 1995.

1.2.3
Land Claims - I provided assistance in respect of various negotiations pertaining to a number of land claims submitted and have been involved in co-ordinating ministerial and provincial meetings between inter alia Minister D Hanekom, high ranking government officials and local Amakhosi.

1.2.4
Strategic Management and Affirmative Action- I was involved in arranging and attending a number of strategic management meetings and workshops for Councillors in liaison with the then Head Management Services.  I was also nominated as the then Town Secretary Department’s representative to facilitate the implementation of Council’s adopted Strategic Plan.

1.2.5
Office Automation - Involved in the devising of new procedures and training in close liaison with the then Head Management Services: Information Technology in respect of office automation and document handling in relation to the compilation of agendas etc. and implementation of Microsoft Windows within the organisation as well as devising systems for automated document handling procedures.  I am currently the Departmental representative for all liaison between GijimaAST (Council’s IT partner) and officials regarding IT systems and development.

1.2.6
Y2K Committee - I served as the Town Secretary Department’s representative on the Y2K Committee which was constituted by Council to investigate, confirm and, where necessary ensure Year 2000 Compliance of relevant computer hardware and software.

1.2.7
Richards Bay Spatial Development Initiative - As Secretariat for the Richards Bay Spatial Development Initiative I was responsible for all administrative functions, liaison with Provincial and National Government Departments as well as compilation of agendas and minutes for the Richards Bay/Empangeni Industrial Development Zone/Spatial Development Initiative Trust.  The Trust subsequently established an Investment Centre and operates independently under the auspices of Dr Syd Kelly, the Chief Executive Officer of the Richards Bay/Empangeni Spatial Development Initiative.

1.2.8 Departmental Representative on the Community Services and Health Portfolio Committee, Transport and Taxi Liaison Forum, Corporate Services Portfolio Committee, Performance Management Committee, Transformation Committee, Standards Committee, Vehicle Optimisation Committee, Departmental Safety Committee as well as the IT Steering Committee.

1.2.9 LGWSETA/SAQA - Underwent training as Departmental assessor for the conducting of assessments within skills development programs in accordance with NQF (National Qualifications Framework) principles and practices in terms of the responsibility laid down by the Sectoral Education and Training Authority (SETA) to see to it that assessors are trained in accordance with the Skills Development Act and that unit standards are met within the context of a specific area of workplace competence.  
1.2.10 Budget, MFMA and Supply Chain Management – With the introduction of the MFMA and SCM I have been extensively involved in devising strategies for the successful implementation of the Three Committee System as required in terms of the MFMA and have extensive knowledge of the application and implications of the MFMA.  Redeveloping Council’s delegated powers in terms of the MFMA is currently underway.  I am responsible for all aspects relating to the financial management of the Section: Secretariat Services.

1.2.11 Performance Audit/Performance Regulations

I am responsible for the compilation of all Performance Audit Assessment Panel and Evaluation agendas and convening of meetings and asssessments as prescribed in terms of the Performance Regulations and assist the Council’s strategic partner (GijimaAST) with all logistics relating to this function.

1.2.12 Municipal Councillors Pension Fund – Responsible for all liaison between family of deceased councillors as well retired councillors and the Municipal Councillors Pension Fund.

1.2.13 VUNA Awards – assisted the Chief Executive Officer on the past two occasions in drawing up entries for the Vuna Awards.

1.2.14 Councillor Development and Ward Committees – Currently, in collaboration with the Department of Community Facilitation and Marketing, in the process of compiling training material for on site training purposes following the Municipal Elections in order to inform new councillors of the processes currently in place at the uMhlathuze Municipality.

1.2.15 ISO 9000 and 14000 accreditation - Currently assisting with the compilation of all documentation pertaining to policies, procedures, templates etc these being some of the standardised documentation required for Council’s ISO 9000 and 14000 accreditation.

2.
EDENVALE TOWN COUNCIL (Former Lethabong now Ekurhuleni Municipality)

2.1
I was employed as an Administrative Officer Grade One in the Department of the Town Secretary from July 1991 to December 1993 where, in short, I performed the following duties:


A wide spectrum of town planning issues including inter alia, in close liaison with the Town Planning Section and various private concerns and government departments, township establishment, rezoning and consent use applications, subdivisions and consolidations, sectional title applications as well as committee work and various administration relevant thereto, administration pertaining to Council’s two bursary schemes, proof reading etc.

2.2
I was the Chairman of the Departmental Safety Committee

3.
JOINT MUNICIPAL PENSION FUND (TRANSVAAL)(JMPF)

3.1
Administrative Officer -


I joined the JMPF during February 1989 where, in short, I performed the following duties:

· general office administration and  correspondence

· correction and proof reading of all non-standard correspondence for the entire organisation

· compilation of all agendas and minutes in respect of the Management Committees, General Committees and Advisory Board committees of the three pension funds administered by the JMPF namely the Municipal Councillors Pension Fund, Transvaal Joint Municipal and Gratuity Fund and the JMPF

· Second in charge in the Administration Department and relieved as Head of Department for a period of six months prior to resigning for an increased salary offer by Edenvale Town Council

· The above included the supervision and control of approximately 25 staff members as well as cleaning staff.

4.
TRANSVAAL EDUCATION DEPARTMENT

4.1
I joined the TED in August 1980 and taught various subjects at the following schools in the Transvaal:

· Germiston High School : August 1980 - December 1981

· Germiston South Primary School ; January 1982 - December 1985

· Hoër Handelskool Boksburg : August 1988 - December 1988

· Germiston South Primary School : January 1989 (Relief Post)

5.
REBECCA OSTROWIAK SCHOOL OF READING

5.1
I joined the staff of the Rebecca Ostrowiak School of Reading during September 1980 as a remedial teacher in the afternoons.  During this time I taught both adult and children’s literacy classes and was also involved in the training of new teachers to the method applied.  I also undertook a number of presentations to parents as well as teaching institutions regarding the remedial reading programme.

5.2
After leaving Germiston South School at the end of 1985, I commenced full time work at the Reading School, which involved the interviewing of potential pupils and their parents as well as the administration of the school.  I continued teaching in the afternoons and on Saturdays.  During this time I was also responsible for all arrangements regarding a tour of the country by Mrs Marion Welchman, a renowned authority on Dyslexia from the United Kingdom, as well as all press conferences and preparation of media releases during her stay.

5.3
I translated the entire English Reading Programme into Afrikaans in order to make it applicable to Afrikaans spelling rules and reading methods thereby enabling the School to apply the same method of teaching to Afrikaans speaking children with reading disabilities.

5.4
During March 1987 I left their employ to start a family.

6.
QUALIFICATIONS

6.1
I obtained a B A Languages degree at the Randse Afrikaanse Universiteit in July 1980.

6.2
I matriculated at the Hoërskool Alberton in 1975.

7.
CERTIFICATED COURSES COMPLETED

7.1
I have completed the following courses over the past few years:

· NOSA: SSTC

· NOSA: ASTRAC

· NOSA: HEALTH AND SAFETY REPRESENTATIVE TRAINING COURSE

· NOSA: OFICE HEALTH AND SAFETY

· REGISTRY SYSTEMS: STATE ARCHIVES

· MODULAR TRAINING: COMMITTEES AND MEETINGS

· WORD PERFECT 5.1: BASIC & ADVANCED

· MICROSOFT WINDOWS: MS WORD 6.0

· GROUPWISE DOCUMENT MANAGEMENT SYSTEM (Internal)

· POWERPOINT 4.0

· LABOUR LAW

7.2
I am a professional member of IMASA (Institute for Administration in South Africa).


THE ABOVEMENTIONED CERTIFICATES ARE AVAILABLE ON REQUEST.

8.
INTERESTS AND HOBBIES

Reading

Writing 

Poetry

Gardening

Patchwork

Stained glass painting

The outdoors and camping

9.
REFERENCES

References are as set out at the beginning of this document.

