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WESTERN CAPE EDUCATION 

DEPARTMENT 

 

EMDC – METROPOLE CENTRAL 

 

JOB DESCRIPTION & CORE FUNCTION 

OF THE 

CIRCUIT MANAGER 

 

IMG - REPORT 
 

INTRODUCTION 
 

The Department of Public Service Administration has two documents on its web-site 

directly related to job description in the Public Service. These documents are “Guide on 

Job Descriptions” and “Guide to Job Evaluations”. Other relevant documents are the 

PAM, EMDC-final report and the Norms and Standards policy for educators (law). 

Another important element which will help with this quest for a job description is the 

experiences and the emerging role and function of Circuit Managers. 

 

We recommend  that 4 basic approaches to the drafting of a job description for Circuit 

Managers be considered. These are : 

 

 Personnel Administrative Measures (PAM) 

 Norms and Standards 

 EMDC – final report 

 Back to the drawing board 

 Job Evaluation 

 Redesign a GENERIC job profile 

 Define a Core Function(s) 

 Define the Outcomes 

 Redesign/Negotiate a SPECIFIC job description. 

 

The comment as requested by the employer, made in my personal capacity does not 

replace the statutory obligation placed on the state/employer to : 

 

 Negotiate my  specific job description 

 Signed by both parties. 
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“The regulations require job descriptions essentially : 

 

 To encourage managers and employees to develop a more consistent understanding of 

the responsibilities attached to a post 

 To ensure that all employees have a defined career path 

 To encourage departments to review employees responsibilities to ensure that they 

align with departmental objectives” 

Job descriptions should be based on; 

 

 Main objectives of the job 

 Should indicate the inherent requirements of the job 

 Emphasis on service delivery 

 Career pathing. 

 

The DPSA has a suggested job description model : 

 

 Job Information Summary 

 Name of current post-holder 

 Job title 

 Applicable CORE/PAM 

 Grade and Salary in accordance with the job evaluation system (EQUATE) 

 Component where post is located 

 Organogram 

 Location 

 Date on which job description is completed/reviewed 

 

 Job purpose 

 Reason why the post was created 

 Short and accurate statement about the post 

 

 Main Objectives (not lists of duties,tasks,activities) 

 Goals to be achieved 

 Describe the objectives (don’t control the work process, assess the outputs) 

 Lists 5-6 main objectives (state ito measurable results) 

 Rank in order of importance 

 (no detail about how the work should be done) 

 Wording needs to reflect level of work (responsibilities-management, 

supervisory) 

 

 Inherent requirements of the job 

 Referred to the competencies, according to the evidence, an employee needs to 

carry out a job 

 Competencies refer to knowledge, skills, aptitude, ability 

 Not more than 5-6 core competencies 
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 Career pathing 

 HRM policy indicates that career management rests with the employee 

 Employer also has a responsibility for career management 

 Job description agreement 

 Important that employees understand what is expected of them and that they 

concur with it 

 Essential to conclude job description with an agreement 

 

PERSONNEL ADMINISTRATIVE MEASURES 
 

1. This chapter is very generic and very broad. 

2. Its foci are the duties and responsibilities of office-based educators. 

3. Aim – delivery of curriculum through support [DEVELOPMENT & 

SUPPORT]. 

4. Core responsibilities 

 Leadership 

 Communication 

 Financial management and planning 

 Strategic planning 

 Policy 

 Research and Development 

 Curriculum delivery 

 Staff development 

 

NORMS AND STANDARDS 
 

1. This chapter of law and regulation is equally very generic and very broad. 

2. Its foci are the roles and competence of educators. 

3. 7 ROLES 

 mediator/facilitator 

 designer of support materials 

 leader, administrator, manager 

 scholar and researcher 

 pastoral & community 

 assessor 

 specialist – learning area, subject, discipline 

4. RANGE OF APPLIED COMPETENCE 

 Practical – ability to demonstrate 

 Foundation – understanding 

 Reflective – integrate and connect 

 

BACK TO DRAWING BOARD 
 

The current and newly emerging practice and experiences of the job of the Circuit 

Manager could contest that to start from “scratch” by requesting a job evaluation in 
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terms of DSPA policy and procedures may do greater justice to unpack the complex 

nature of the job of the Circuit Manager. This process will also assist the argument 

that the job of the Circuit Manager has evolved differently at different times and 

different places. It is critical not to confuse the job evaluation with performance 

evaluation. 

Job evaluation involves an analysis of the relationship of jobs within an organisation. 

It measures the size and scope of the job. It is scientific in the sense that it requires the 

systematic analysis of various components of a job, using a standard system, to 

determine its size. This could result in the upgrading or downgrading of a job. 

 

Performance evaluation measures how well a person is performing a job. 

 

EMDC – FINAL REPORT 

 
This chapter is also very generic and very broad. The job description for Circuit 

Managers has listed an UNREALISTIC total of 21 key/main objectives/outcomes. Based 

on my experiences, philosophy and theory I have categorized the 21 main objectives into 

3 main categories each forming a coherent unit with conceptual links between the sub-

units/objectives of each main category. Certain tasks have been excised from the list of 

21 and a more suitable home should be found…this includes  

 liaise with NGO’s 

 progression & promotion  

 monitoring matric exams 

 registration & subsidy of schools 

 complaints from parents (unless serious in writing) 

 labour relations 

 

The approach has been eclectic by selecting certain parts from all the previous models or 

approaches. 

 

AN ECLECTIC MODEL FOR DEVELOPING A JOB 

DESCRIPTION FOR CIRCUIT MANAGERS 
 

The organisation of Education Management and Development Centers (EMDC’s) within 

the Western Cape Education Department (WCED) has as its role and focus; 

 

“To manage and develop education in the area of the EMDC” – this represents the vision 

of the organisation. 

 

The Institutional Management and Governance (IMG) pillar is but one of 4 vehicles to 

realise its vision/objective. Circuit Managers currently belongs to the IMG-pillar. 

 

The job purpose of IMG/Circuit Manager is to “To SUPPORT and ENABLE the 

DEVELOPMENT of effective, self-sustaining, learning sites that provide quality 

education within the framework of National and Provincial educational goals”. 
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JOB DESCRIPTION  - 1 

 

TITLE: DEVELOPMENTAL OFFICER [Development & Support Specialist] 

 

Roles   Facilitator 

   Supporter 

   Developer 

   Trainer 

   Scholar & Researcher 

   Assessor 

   Designer 

   Reporter 

 

Core Objectives Multi-functional teams – support and development 

    Training & Development 

   Design, Assess, Facilitate 

   HRD 

   SGB – support and development 

    

 

JOB DESCRIPTION - 2 
 

TITLE: LINK OFFICER [Control Specialist] 

 

Roles   Mediate 

   Control 

   HRM 

   Mentor 

   Assessor 

   Scholar & Researcher 

   Reporter 

 

Core Objectives Overall management 

   Communication-networks 

   Interpretation of policy 

   PRO 

   Administrator 

   Investigate & Report 

   Discipline 

 

JOB DESCRIPTION  - 3 

 

TITLE: SUPERVISOR [Monitoring & Evaluation/Quality Assurance Specialist] 

 

Roles   Scholar & Researcher 

   Facilitator 
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   Designer 

   Reporter 

   Assessor 

  

Core Objective Standard-setting & Benchmark(landmark) 

   Report on Good/Bad practice 

   Regular school visits – M&E 

   Link with Developmental & Link Officers 

   School Improvement/Development 

 

 

CORE FUNCTION OF THE CIRCUIT MANAGER AT 

EMDC-CENTRAL 
 

The core function(s) of the Circuit Manager is directly linked to the dynamics, demands 

and needs at the EMDC on the one hand and the determination of a final job description 

on the other hand. It is therefore important to take stock of the needs at the EMDC before 

the job descriptions are finalised. It could be argued that in the interim the historical 

evolution of the Circuit Manager’s core function could act as a basis for “a core function 

of Circuit Managers at the EMDC-METROPOLE CENTRAL”. 

 

Our core function has evolved over the years to include the following 

 

 MFT 

 IMS – enquiries & investigations 

 Complaints & investigations 

 Planning, Coordination and Management of IMG development plans 

 Key Result Areas of Director 

 Urban Plan of Director 

 Director’s monthly report on HIV/AIDS & Grade 3 systemic evaluation report 

 Other managerial and administrative Circuit duties 

 Demands from Head Office. 

 

It is however imperative that the respective role-players arrive and have a shared 

understanding and appreciation for the “core function of the Circuit Manager”.   

 


