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1. INTRODUCTION

Human resources are the most important, and the most expensive resource that
the municipality has. Hence it is vital that it makes optimum use of this resource.
The municipality needs to have the right number, the right competencies and the
most appropriate organisational and functional spread of human resources, as well
as well functioning systems and structures that allow it to be effective and efficient.

The need for these resources will change over time as priorities and budget
limitations change, and hence we need to update our Human Resource
Management and Human Resource Development Strategy and Implementation
Plan every year to keep it relevant.

Skills planning is about setting goals for human resource development, developing
strategies, and outlining tasks and schedules to enable us to achieve those human
resource development goals. Skills planning is central to the improvement of our
overall skills levels in South Africa — we need to know what skills we require (our
goals) and develop strategies, tasks and schedules to ensure that we build those
skills. Similarly, in a municipality, we need to know “who needs training in what?” in
order to deliver on our Integrated Development Plan objectives. In South African
workplaces, the skills planning process is distilled into the Workplace Skills Plan
(WSP). According to the LGSETA: “The Workplace Skilis Plan is the key strategic
planning document relating to workplace training, career pathing, and employment
equity for the municipality. The Workplace Skills Plan (WSP) must relate to the key
municipal IDP objectives, and to the priority training areas identified in the sector
skills plan. It gives details to the training planned by a municipality in a given financial
year.

2. PURPOSE

The purpose of a Workplace Skills Plan, therefore,

* Is to provide employers with a structured plan which should help them to
ensure that skills development is encouraged and takes place at all
departmental levels.



4,

= Workplace Skills Pians also provide the LGSETA with critical quantitative
and qualitative information that enables it:

¥" To understand the profile and composition of the sector;

v" To determine skills requirements and priorities across the
sactor;

v" To develop a clear picture of areas where there is a high
demand for skills development — pinpointing areas where
Learnerships and Skills Programmes should be developed.

HUMAN RESOURCE OBJECTIVES
The Human Resources Division supports the Municipality mission through a
set of key objectives which are:

» Planning the municipal workforce in totality

» Developing a capable and skilled workforce that is striving towards
service excellent

» Setting guidelines to strengthen leadership and develop human capital
by attracting, retaining scarce, valued and critically required skills for
the municipality

> Make optimum use of human resources and anticipates and manages
surpluses and shortages of staff.

LEGISLATIVE CONTEXT
it is aiso vital to ensure that the integrated HRM & HRD Strategy and
implementation Plan further address the key requirements of a wide range of
legislation. Current legislation governing human resources management and

human resources development planning within the local government sector is
listed below:

v The Constitution of the Republic of South Africa.
¥v" Municipal Systems Act

v" Municipal Structures Act

v" Municipal Demarcation Act

¥" Municipal Finance Management Act, 1999



Treasury Regulations, 2002

Employment Equity Act, 1998

Labour Relations Act, 1895

Basic Conditions of Employment Act, 1997
Skilis Deveiopment Act, 1968

Skills Development Levies Act, 1999

AN U N U N N

South African Qualifications Authority Act, 1995

WORKPLACE SKILLS PLAN
5. DEFINITIONS

Senior Management (Level 0-1)

Managers (Level 3&4)

Professionals/ Technicians/ Skilled workers (diploma, degree, post grad)
Semi-skilled (Grade 12)

Elementary (lower than matric)

6. THE WORKFORCE PROFILE PER DEPARTMENT
6.1 MUNICIPAL MANAGER’S OFFICE
(A) Number of Employees

TEMPORARY POSITIONS:-

INTERNS
POSITIONS FILLED VACANT
4 | 2 2




PERMANENT POSITIONS

POST LEVEL POSITIONS FILLED VACANT
1 1 1 To

3 2 1 1

4 2 1 1

6 8 5 3

7 4 2 2

8 4 4 0

9 0 0 0

10 1 1 0

11 1 V] 1

13 1 4] 1
TOTAL 24 15 9

% 100 63% 37%

Number of Employees

¥ Filled
B Vacant

Total number of filled posts is 83% as compared to 37% of vacancies that exist within
this department. There are two key positions in this department which are vacant
and could affect the performance. These positions have been vacant for a very long
time. The municipality must try its best to fill up these positions.




(B) Workforce Skills Analysis

POSITION MALE | FEMALE | VACANT | TOTAL
Senlor management 1 0 0 1
Managers 0 2 2 4
Professionais/technicians/skilled 0 8 5 13
workers
Seml-skilled 1 2 1 4
Elementary workers 1 0 1 2
Interns
'TOTALS 3 12 9 24
% [18% [43% | 39% 100%
Workforce Skills Analysis
» MALE
B FEMALE
“ VACANT

There is 43% of females and 18% of male officials within Corporate Services Department.
The imbalances should be addressed and be guided by Employment Equity Plan of the
Municipality. The balance should be addressed when filling up the vacant positions as
indicated in the graph above. This can only be done if more male professionals are recruited
into the system. The present males must also be developed so that the acquire a

professional qualification.




(C) Qualification Analysis

QUALIJIFICATIONS NUMBER OF EMPLOYEES | %
=10 1 4%
10-12 3 13%
CERTIFICATE 1 4%
DIPLOMA 4 17%
DEGREE 6 25%
POST GRADUATE DEGREE 0 0%
VACANCY 9 37%
Qualification Analysis
4%

mgi10

®i1D-12

= CERTIFICATE

o DIPLOMA

= DEGREE

i POST GRADUATE DEGREE

= VACANCY

The 4% and 13% of the staff have a secondary qualification. The municipality must
empower these staff members to study and improve their qualifications beyond the
secondary qualification. In the recruitment process the municipality must only recruit
people with diploma or degree so that skilled people are increased and hence the
performance of the municipality can also improve. Programs must also be in place to
encourage those with diploma to attain a degree qualification and those with degree
to attain a postgraduate qualification.



(D) Age Demographics

AGE BRACKET NUMBER OF EMPLOYEES | %

£25 0 0

25-35 4 17%

36-45 5 21%

46-55 3 13%

255 3 13%

vacancy 9 36%

Age Demographics
0

<25
™ 25-35
i 36-45
m 4655
m255
& Vacancy

There is a need for skills transfer in the 13% of the ageing staff within the department. This
can be done by reshuffling employees such that they leam each other's work for future
benefits of the municipality. This will also help in cases of recruitment because the
municipality can do internal recruitment and select from its own internal employees. There
is also a high number of staff that are between 46 - 55 years of age. When vacant posts are
filled more skilled young employees below 35 years must be recruited. This will ensure that
whatever the municipality invests will stay with it for a very long time.




(E) Length of Service

EXPERIENCE NUMBER OF EMPLOYEES
<5 YEARS 8
6-10 YEARS 3
11-15 YEARS 2
16-20 YEAR 1
on YEARS 2
Length Of Service

Almost half of this department has people with more than 20 years of service. This is not a

good sign for the municipality because very soon most of its employees will be going on
retirement. Once again skills transfer must be started in order to close the gap for those who

are close to retirement. In the recruitment process more

board for future benefits of the municipality.

young people must be brought on
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6.2 CORPORATE SERVICES

(A)

Number of Emplcyees
PERMANENT POSITIONS:-

POST LEVEL | POSITIONS FILLED ~ | VACANY
1 IE 1 0

3 0 0 0

4 3 1 2

6 7 6 1

7 0 0 0

8 2 2 0

9 0 0 0

10 6 6 0

11 3 3 0

13 7 5 2

15 2 0 2
TOTAL 31 24 7

% 100 7% 23%
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Number of Employees

# Fllled
o Vacant

According to the analysis 77% of positions are filled and only 23 % are vacant. This is a
good sign for the department in terms of the expected performance. Two critical positions in
this department are vacant which would mean those occupying these positions have been
acting for a very iong time and is not good for the performance of the municipality. Temporary
positions are only allowed for a period of 3 months according to policy and in this case these
positions have been occupied for a very long time. The municipality must employ permanent
people in these positions so that the performance of the municipality can be improved.

12



(B) Workforce Skills Analyslis

POSITION MALE |FEMALE | VACANT | TOTAL |
Senlor management 0 1 0 1
Managers 1 0 2 3
Professionals/technicians/skiiled | 2 9 1 12
workers

Semi-skilled 0 2 0 2
Elementary workers 4 5 4 13
Interns 0 0 0 0
TOTALS e 17 T 3

% 3%  |54% | 23% | 100%

= MALE
E FEMALE
¥ VACANT

The majority of workers in this department are females, in fact more than half is females.
When balancing the equity within the municipality this must be taken into consideration.
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(C) Qualification Analysis

QUALIFICATIONS NUMBER OF EMPLOYEES | %
<10 5 16%
1012 6 20%
CERTIFICATE 2 6%
DIPLOMA 7 23%
DEGREE 2 6%
POST GRADUATE DEGREE 2 6%
VACANCY 7 23%

Qua!ificatio;i Analysis

E<10

¥ 1012

w CERTIFICATE

# DIPLOMA

B DEGREE

B POST GRADUATE DEGREE
» VACANCY

The majority of people in this department have a diploma qualification. The total percentage
for people with secondary school qualification add up fo 36%. This is one factor that could
actually affect performance within this department. There is a serious need to develop these
employess in order to improve performance. Those who have diploma must be encouraged
to improve their qualification to a degree and those of degree to post graduate qualification.
in the recruitment process except for grade 13 employess no one should be allowed to take
any position without a tertiary qualification.
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(D) Age Demographics

AGE BRACKET NUMBER OF EMPLOYEES | %

<25 0 0%

25-35 6 18%

38-45 8 26%

46-55 6 19%

255 4 13%

vacancy 7 23%

Age Demographics
o

m<25
m 25-35
£ 36-45
m 46-55
m255
» Vacancy

About 13% of the people in this department are due for retirement. System must be put in
place to ensure that there is skill transfer within this department; 19% of the paople in this
department are between 46 - 55 years of age. In the recruitment process more young skilled
people must be recruited.

15




(E) Length of Service

EXPERIENCE NUMBER OF EMPLOYEES
S5 YEARS 7
6-10 YEARS 9
11-15 YEARS 2
16-20 YEAR 3
220 YEARS 3
Length Of Service

H<5YEARS

¥ 6-10 YEARS
i 11-15 YEARS
+ 16-20 YEAR
2220 YEARS

In total abcut 24% of the people are close to retirement based on their experiences. This

again indicate a need for skills transfer programme in this department.



€.3. BUDGET AND TREASURY OFFICE
(A) Number of Employees

TEMPORARY POSITIONS:-
INTERNS
POSITIONS FILLED VACANT
5 4 1
PERMANENT POSITIONS:-
'POST LEVEL POSITIONS FILLED 'VACANT
i IE - =
3 3 2 1
4 0 0 0
6 4 3 1
7 1 1 0
8 7 6 1
TOTAL 16 13 3
% 100 81% 19%
Number of Employees

= Filled
® Vacant

The department has about 81% of its positions filled and only 19% vacant. There is one
critical position of a manager at level 3 that is vacant that can cause a very serious
performance problems.
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(B} Workforce Skilis Analysis

POSITION MALE | FEMALE | VACANT |[TOTAL |
Senior management 0 1 0 1
Managers 1 1 1 3
Professionals/technicians/skilled | 0 5 2 7
workers
Seml-skilled 2 3 0 5
Elementary workers 0 0 0 0
Interns
TOTALS 3 10 3 16
Y 19% 63% 18%. 100%
Workforce Skills Analysis

MALE
mFEMALE
w VACANT

The majority of people about 63% in this department are women and this must be taken into
consideration when addressing equity. During the recruitment for vacant posts only men
must be employed in the vacant positions. There is no one with secondary school
qualification less than grade 10 in this department which is a very good sign for improved
performance.
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{C) Quallfication Analysls

QUALIFICATIONS NUMBER OF EMPLOYEES | %
<10 0 0%
10-12 5 16%
CERTIFICATE 0 0%
DIPLOMA 3 28%
DEGREE 5 28%
POST GRADUATE DEGREE 0 0%
VACANCY 3 28%

Qualification Analysis

=<10

§i0-12

= CERTIFICATE

» DIPLOMA

m DEGREE

POST GRADUATE DEGREE
w YACANCY

More than 50% of the people in this department have a tertiary qualification which a good
sign for improved performance in this department. There is such a great balance between
those who have diploma and degres. There is no one with a qualification less than grade
10. Those who did grade 12 mostly did CPMD qualification in order to remain in BTO.
Programmes must be developed to ensure that more degrees are bom in this department.
Those who still have grade 12 qualification must be encouraged to obtain a tertiary
qualification
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(D) Age Demographics

AGE BRACKET NUMBER OF EMPLOYEES | %
£25 0 0
25-35 4 25%
36-45 4 25%
46-55 5 31%
255 0 0%
Vacancy 3 19
Age Demographics

m<25
52535
m36-45

~ 46-55
255

M VACANCY

There is a great challenge in this department as about 31% are close to retirement. The
department must as soon as possible kick-start skills transfer programme in order to ensure
retention of skills. This can be done through reshuffling where employees learn each other's
work. This will help during the recruitment process, as the municipality with focus on internal
employees who are already used to the environment rather that external ones. During the
recruitment procsss all those entering the system must at least have a tertiary qualification.




6.4 DEVELOPMENT AND PLANNING

(A) Number of Employess

PERMANENT POSITIONS:-

POST LEVEL POSITIONS FILLED | VACANT
1 1 0 — 1

3 1 1 0

4 3 1 2

6 2 2 0

7 0 0 0

8 3 3 0
10 3 3 0
13 3 2 1
TOTAL 16 12 4

% 100 75% n 25%

Number of Employees

® Fliled
& Vacant

According to the analysis 75% of the positions are filled while 25% are still vacant. There
are two critical managerial positions that are vacant and can cause very serious
performance problems. The municipality must ensure that these posts are permanently filled
for the sake of control and performance.

21



(B) Workforce Skills Anaiysis

POSITION MALE | FEMALE | VACANT | TOTAL
Senlor management 0 0 1 1
Managers 1 0 2 3
Professionalsitechniclans/skilled | 1 4 0 5
workers

Semi-skilled 3 0 0 3
Elementary workers 3 0 1 4
Interns

TOTALS 8 4 4 16
— (8% [8%  |25% | 100%

» MALE
» FEMALE
o VACANT

The majority of people in this department are men about half of the staff, and this must be
taken into consideration when doing the equity plan for the municipality. The majority of
peopls are also skilled workers which could contribute positively to improved performancs.




(C) Quallfication Analysis

QUALIFICATIONS NUMBER OF EMPLOYEES | %
=10 3 19%
10-12 3 19%
CERTIFICATE 0 0%
DIPLOMA 4 25%
DEGREE 1 6%
POST GRADUATE DEGREE 1 6%
VACANCY 4 25%

Qualification Analysis

<10

u10-12

¥ CERTIFICATE

» DIPLOMA

m DEGREE

= POST GRADUATE DEGREE
». VACANCY

The majority of people in this department have a diploma qualification, as compared to in
total 38% of those with a secondary school qualification that could have a negative impact
on performance. Very few people have a degree or post graduate qualification.
Programmes must be deveioped to ensure that with secondary qualification are trained
and developad to improve their qualification. Those with diploma must be developed to
have a degree qualification and those with degree a post graduate qualification.
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(D) Age Demographics

AGE BRACKET NUMBER OF EMPLOYEES | %
25 0 0
25-35 1 6%
36-45 5 31%
486-55 6 38%
255 0 0%
vacancy 4 25%
Age Demographics

m£25

m 25-35

3 3645

% 46-55

M 255

o VACANCY

The department has a very serious problem since about 38% of its people are close to
retirement. A skill transfer programme must be developad so that there is consistency within

the department as some of the staff go on retirement. During the recruitment process more

must be done to recruit young skilled people so that the gap s also closed.




6.4 BASIC SERVICES & INFRASTRUCTURE

{A) Number of Employees
TEMPORARY POSITIONS:-
INTERNS
POSITIONS FILLED VACANT |
12 11 1 |
PERMANENT EMPLOYEES:-
POST LEVEL POSITIONS FILLED VACANT
1 1 0 1
3 1 0 1
4 2 1 1
6 3 2 1
7 2 2 0
8 2 0 2
10 4 1 3
11 1 1 0
13 3 2 1
"TOTAL 19 9 10
% 100 47% 53%
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Number of Employees

» Fllled
® Vacant

More than 50% of positions in this department are not filled. This could affect the
performance of the department negatively. 3 Managerial positions are long vacant and this
is also a serious threat to performance. The people in these positions have been acting for
a very long time which is also not good for the municipality’s performance. The municipality
must ensure that these posts are permanently filled for consistency and sustainability in
performance. The are less posts that are occupied as compared to those that are occupied.
The other significant feature in this department is the high number of intems who are not
really experienced. All this poses a very serious threat to the performance of this
department.



(B) Workforce Skills Analysis

POSITION MALE |FEMALE | VACANT | TOTAL
Senlor management 0 0 1 1
Managers 1 0 2 3
Professicnals/technicians/skiiled | 1 3 1 5
workers
Semi-skilled 1 0 6 7
Elementary workers 2 1 0 3
Interns
TOTALS 5 4 10 19

3 26% | 21% | 53% 100%

Workforce Skills Analysis

MALE
w FEMALE
EVACANT

There are more males than females in this department and that must be taken into
consideration when doing the equity plan for the municipality. During the recruitment process
more attention should be given to creating a balance between men and women in this
department.
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(C} Quallfication Analysis

QUALIFICATIONS - NUMBER OF EMPLOYEES | %
=10 2 11%
10-12 2 10%
CERTIFICATE 1 5%
DIPLOMA 1 5%
DEGREE 2 11%
POST GRADUATE DEGREE 1 5%
VACANCY 10 53%
Qualification Analysis

<10

£10-12

= CERTIFICATE

» DIPLOMA

DEGREE
u POST GRADUATE DEGREE
« VACANCY

There is a serious threat in this department as about in total 21% of the employees hold a
secondary school qualification. There is a very high need of development in this department
ranging to increasing those with tertiary qualification. This lack of skilled people must also
be taken into consideration when recruiting new employees into the municipality.



(D) Age Demographics

AGE BRACKET NUMBER OF EMPLOYEES | %
=25 0 0
25-35 3 16%
36-45 2l 21%
48-55 7 37%
255 0 0%
vacancy 10 53%

Age Demographics

0%

ms 25
m25-35
w3645
|/46-55
w255

» VACANCY

The department is facing a very serious probiem as 38% of its employees are very close to
retirement. There is a need to kick-start skilis transfer and skills retention programme within
the department. In the recruitment process more young people must be recruited in order to

also help with the ageing employees.



6.5 COMMUNITY DEVELOPMENT SERVICES
(A) Number of Empioyees

PERMANENT POSITIONS:-

POSTLEVEL | POSITIONS | FILLED TVACANT

1 K 1 To

3 1 1 0

4 1 1 5

6 3 2 1

7 6 6 0

8 1 1 0

10 7 6 1

11 1 0 1

13 0 0 0

TOTAL 21 18 3

% 100 86% 14%
Number of Employees

# Fllled
» Vacant

Most of the positions in this department are filled about 86% and only 14% of the positions
are not filled. This is a good sign for improved and excelient performance in this department.
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(B) Workforce Skills Analysis

POSITION MALE |FEMALE | VACANT | TOTAL
Senior management 1 0 0 1
Managers 2 0 0 2
Professionais/technicians/skliled | 2 6 1 9
workers

Semi-skilled 1 2 2 5
Elementary workers 3 1 0 4
Interns 0 0 0 0
TOTALS M M T - 1
% W% |43% | 14% | 100%

EMALE
¥ FEMALE
M VACANT

All the managerial positions in this department are filled. There is a good balance between
male and female in this department. The majority of employees are skilled and professional
workers.
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(C) QUALIFICATION ANALYSIS

The majority of employees in this department either have a diploma or degree qualification
which is relevant to the work they do. Although the department still have employee with
secondary qualifications that needs to be developed and empowered in order to have tertiary

qualification.

QUALIFICATIONS NUMBER OF EMPLOYEES | %
<10 3 14%
10-12 4 19%
CERTIFICATE 0 0
DIPLOMA 7 34%
DEGREE 4 19%
POST GRADUATE DEGREE 0 0
VACANCY 3 14%
Qualification Analysis
<10

E510-12

1 CERTIFICATE

» DIPLOMA

& DEGREE

m POST GRADUATE DEGREE

u VACANCY




(D) Age Demographics

AGE BRACKET NUMBER OF EMPLOYEES | Percantage

<25 0 0

25-35 4 19%

36-45 4 19%

48-55 9 43%

255 1 5%

vacancy 3 14%

Age Demographics

£25
m2535
M 3645
» 46-55
m 255
B VACANCY

The majerity of employees in this department are close to retirement. This poses a very
serious threat in the consistency and sustainability of the performancs of this department. A
programme of skills transfer and skills retention must be started in order to ensure that the
good performance of this department is maintained. When recruitment is done more young
people must be brought on board in order to close the ageing gap.



(E) Length of Service

EXPERIENCE NUMBER OF EMPLOYEES

< 5 YEARS 7(33%)

6-10 YEARS 2(10%)

11-15 YEARS 3(14%)

1620 YEAR 2(10%)

220 YEARS 4(19)

VACANCY 3(14%) =)

Length Of Service
< SYEARS
% 6-10 YEARS
11-15 YEARS

» 16-20 YEAR
% 220 YEARS
VACANCY

It is very clear that the majority of employees are nearing retirement age as indicated in the
graph above. This poses a serious threat in this department and must be taken into
consideration during the recruitment processes.



7.

SUMMARY
PERMANENT POSITIONS
'DEPARTMENT TOTAL POSITIONS | FILLED VACANT
MM 24 15 9
CORPORATE 31 24 7
BTO 16 13 3
DEV&PLAN 16 12 4
BASIC 19 9 10
COMMUNITY |21 18 3
INTERNS
DEPARTMENT TOTAL POSITIONS | FILLED VACANT
MM 4 2 2
BTO 5 4 1
| BASIC 12 11 1
POLITICAL OFFICE

The Political Office has 11 counciliors (full-time & part-time).



7.1 Forecasting demand and supply of Human Resources and analysing the
gaps within the workforce.

Although the organogram indicates vacant posts, the present budget analysis of the
municipality in terms of employee salaries based on treasury requirement is not
compliant. According to ratio calculation the salaries should be at about 40% but
presently it is at 74%. The municipality must by all means retain the current staff and
only empioy for those positions that are very critical for the performance of the
municipality. In cases where individuals retire or resign where possible no
replacement should be done.

There are discrepancies hampering growth of municipal staff. The findings are listed
below and action plan for rectification.
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