[image: image1.jpg]



[image: image1.jpg][image: image2.jpg]&





Skills Development Advisor (SDAs) Services

Supporting SMME development in the Tourism sector
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1.1 What is a Skills Development Advisor (SDA)? 

Skills Development Advisor’s (SDAs) are Education, Training & Development Practioners who have been contracted by THETA to assist THETA’s member employers to participate in the National Skills Development Strategy (NSDS). 

SDAs will assist tourism sector employers to become compliant with the Levies & Grants Scheme, to plan and implement appropriate training for their employees and assist all interested employers to participate in Learnerships. 

1.2 Why has THETA appointed SDA’s?

To support its tourism sector SMME’s to participate in skills development initiatives. THETA is aware that many small business owners / operators do not have the resources, time or experience to implement skills development initiatives in their organisations. 

THETA’s SDA services should result in greater compliance with skills development legislation, assist employers to qualify for Mandatory and Discretionary Grants and will support SMME development in the sector.  
THETA would also like to support all its members large and small in implementing Learnerships and meeting the THETA Accreditation requirements, so that THETA has more accredited constituent providers. 

1.3 What services do SDA’s offer?

For Tourism SMMEs SDAs will give support in the following areas: 

1.3.1 Skills Development Facilitation

· Assist SMMEs in understanding the skills development legislative framework and its requirements for implementation.

· Compile and submit Workplace Skills Plans & Implementation Reports (Annual Training Reports) as per THETA requirements and schedules. 

· To serve as a contact person between THETA and the SMME 

1.3.2 SA Host Training

· Train the employees of SMME establishments on the THETA customer service programme – SA Host.

For Large, medium and small organizations, SDAs will render the following services:

1.3.3 Learnerships implementation

· Prepare for employers for implementation of  Learnerships

· Facilitate and advise on  Accreditation requirements for Training providers

· Conduct site monitoring visits

· Conducts audits (for Learnerships and Skills Development implementation purposes)

1.3.4 Monitoring and Auditing

Conduct site Audits to employers implementing Learnership for THETA.

Conduct site visits for THETA in monitoring implementation of Skills Development by companies registered with THETA. 

1.3.5 Accreditation

· Assist THETA employers with the accreditation application process 

· Refer providers to the THETA Education & Training Quality Assurance Authority (ETQA).

1.3.6 Advocating Investors in People Standard

· Presentation on IIP 

· Refer employers who want to take up IIP to THETA Skills Development Department 

1.4 How do I know if my small business qualifies for SDA services?

Small, Medium & Micro enterprises (SMME’s) whose annual wage bill (total salaries) are R 250 000.00 / annum or less and are registered to pay PAYE (Pay As you Earn) tax qualify for free SDA services.

Large and Medium Employers must also be member employers of THETA, i.e. pay their Skills Development levy (SDL) to SETA 25 (THETA).

1.5 Can an SDA charge me for their services?

· No. SDA services are FREE to tourism sector employers.

· SDAs are not allowed to accept or ask for fees for the services they are providing for THETA registered employers except when instructed by THETA to do so.

· All registered employers will be informed by THETA when there are changes to the conditions of service of SDAs.

1.6 What skills should SDA’s possess? 

1.6.1 Required Skills 

· Administration and Planning

· Computer Literacy

· Microsoft Word = Excellent

· Microsoft PowerPoint  = Good

· Microsoft Excel – Excellent

· Very high level of written and verbal communication

· Attention to detail

· Time management
· Driving Code 8 vehicle
1.6.2 Required Competencies 

· Commitment to Stakeholder Sensitivity

· Commitment to Education and Training

· Commitment to Achieving Goals

· Building effective client relationships

· Problem solving and trouble shooting

· Customer focus

· Influencing people

· Selling ideas

· Target driven

· Ability to work independently

1.6.3 Required Qualification and Experience

· Relevant teaching Diploma or Degree
· ETDP Practitioner experience

· Five or more years as an educator

1.7 Do the SDA’s adhere to a Code of Conduct?

Yes. Any perceived irregularity should be reported to THETA immediately. 

THETA will welcome all feedback - complaints and compliments. Please submit your comments in writing, to: 

Mr. William Chuene
Acting Skills Development Manager

Email: 
william@theta.org.za
Fax:
011 803 6702

1.7.1 THETA SDA Code of Conduct

· Devote their energy, skill and ability to rendering the services and to further the interests of THETA;

· Carry out all duties and render such services that are assigned to them from time to time, to the extent that these are reasonable and lawful;

· Observe the utmost good faith toward THETA and the highest standards of corporate ethics;

· Not behave in a manner detrimental to the reputation of the THETA;

· Not engage in any work, which will adversely affect the rendering of the service to the THETA;

· Or contradict the objectives of the THETA.

1.8 What information do I need when meeting with an SDA?

· Skills Development Levy (SDL) number

· Relevant company information (e.g. business plan, details of organisational objectives or goals, personnel files, details of all employees, their designations, job functions or role and responsibilities within the organisation)

· Workplace Skills Plan (if available)

· Training records and / or details of training courses you are interested in.

1.9 What are the SDA’s official working hours?

Week Days

Monday – Friday

Hours


08h00 – 16h30

Selected SDAs may be available after hours, on special request.

1.10 Can I meet at their offices? 

No. 

THETA SDAs work from home so they will meet with you at your place of work, at your convenience.

1.11 Where can I get a listing of THETA SDA’s?

See Annexure A below.

Annexure A

National Project Co-ordinator

Ms. Martha Lubasi

Telephone: 
011 8036010 

Facsimile: 
011 8036702 

Email: 

martha@theta.org.za
THETA Skills Development Advisors

	Province
	Region
	Full Name 


	Cell phone
	Email Address

	Gauteng
	Johannesburg / Vaal (Gauteng South )
	George Ngwenya
	084 706 8730
	george@theta.org.za


	Gauteng
	Centurion /Pretoria / Gauteng North 
	Nomhle Gwanya
	082 200 6177
	nomhleg@theta.org.za

	Gauteng
	East Rand (Edenvale – Witbank)
	Ina van Deventer
	082 926 8296
	ina@theta.org.za

	Limpopo
	Polokwane/ Waterburg /Strydpoorberge 
	Nomvuzo Reve
	082 593 3320
	nomvuzo@theta.org.za

	Limpopo
	Vhambe / Soutpansberg
	Phuti Tele
	082 337 9325
	phuti@theta.org.za

	Mpumalanga
	Panoroma / Highlands Meander / Lowveld Legogote and Wild Frontier
	Wesna Middleton
	082 411 7091
	wesna@theta.org.za

	North West
	Bophirima

Central North West

Southern North West
	Anria Kromhout
	082 786 5063
	anria@theta.org.za

	North West
	Rustenburg / Bojanala  East / South and West
	Lebogang Seepi
	082 663 1976
	lebogang@theta.org.za

	Western Cape
	Mossel Bay/ Winelands / Great Karoo
	Martha Collett
	073 448 8687
	marthac@theta.org.za

	Western Cape
	Cape Town / West Coast
	Alistair Cyster
	083 472 3183
	alistair@theta.org.za

	Western Cape
	Bellville / Winelands
	Lucus Jacobs
	072 242 6585
	lucus@theta.org.za

	Western Cape
	Garden Route / Little Karoo
	Siyanda Qumana
	073 445 5770
	siyanda@theta.org.za

	Kwa Zulu Natal
	Durban/ Pinetown / South Coast
	Sibongile Nhlangulela
	083 360 8164
	sibongile@theta.org.za

	Kwa Zulu Natal
	Pietermaritzburg / Midlands
	Ravanee Pillay
	083 355 3455
	ravanee@theta.org.za

	Kwa Zulu Natal
	Eshowe / Maputoland

KZN North
	Ria Enslin
	083 468 6281
	ria@theta.org.za

	Eastern Cape
	East London / Border Region / Aliwal North
	Nombulelo Zanele Jonas
	082 544 4616
	nombulelo@theta.org.za

	Eastern Cape
	Port Elizabeth / South Western Districts
	Msutukazi Bango
	082 748 3248
	msutukazi@theta.org.za

	Eastern Cape
	Butterworth/ Transkie / Kokstad
	Sakhiwo Ngcwangu
	073 148 2638
	sakhiwo@theta.org.za


Information supplied by: THETA Skills Development Department, 

Tel: + 27 11 803 6010 / Email: info@THETA.org.za
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