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Transversal

fundamental component focuses on intermediate communication skills required to ef-
fectively fulfil public administration and management functions within the public sector 
and this component caters for nine credits. Eight credits have been allocated to ethics 
and professional codes of conduct required in the public sector. It is also viewed that 
self-development and awareness are an integral part of the effective public finance ad-
ministration and management function. For this reason, ten credits have been allocated 
to this learning area, covering all aspects of selfdevelopment, ranging from awareness of 
self and interactions with others, and developing a career plan within the public sector.

All the Unit Standards are compulsory.

NatioNal Diploma: HumaN ResouRce maNagemeNt 
aND pRactices (QualificatioN iD 61592 - NQf level 5)
Purpose:
This diploma will be useful to people who operationalize some aspects of the core 
processes and practices at a basic level across the four role clusters in human resources 
management and practices:
•  Strategic planning for human resources management and practices.
•  Acquisition, development and utilisation of people.
•  Establishment and improvement of labour and employee relations.
•  Compensation and administration related to human resources management  

and practices.

Holders of the qualification will be able to operationalise some aspects of the core 
human resources management processes at a basic level and integrate them into 
an organisation’s business processes. Holding the qualification will enable holders to 
enter learning programmes for a generalist degree in Human Resources Management 
and Practices. Holding this qualification could serve as a requirement for professional 
registration at associate level.

Target Audience:
Human Resource Practitioners.

Exit Level Outcomes:
Holders of this qualification will be able to:

1. Co-ordinate and contribute to the management of some aspects of all of the four 
role clusters related to human resources management and practices:

 • Provide information for the development of policies.
 • Participate in the development of procedures for processes related to 

human resources management and practices in accordance with legislative 
requirements.

 • Recruit and induct new employees.
 • Contribute to the development of employees.
 • Supervise a work unit and manage individual and team performance.
 • Contribute to the establishment and improvement of labour and employee 

relations (including contributing to employee assistance and wellness 
programmes).

 • Contribute to the establishment, maintenance and utilisation of an 
information system related to human resources management and practices 
(including compensation).

2. Adhere to legislative requirements and organisational policies and procedures 
when co-ordinating and contributing to the management of some of the core 
processes related to human resources management and practices, as described 
in exit level outcome 1 above.

3.  Promote best human resources management practices in an organisation.
4. Contribute to the monitoring of Health and Safety at the workplace.
5.  Identify strengths and areas for improvement in own learning through self-reflection 

and reflection on organisational human resources management and practices

 120372 – Introduction to 
   Project Management
 243811 – Advanced 
   Project Management
 14667 – Supervisory Management
 114278 – Effective Labour Relations
 114215 – Coaching and Mentoring
 114941 – HIV/AIDS in the Workplace
 114226 – Conflict Management
 120303 – Risk Management

 15237 – Team building
 120301 – Public Policy Formulation
 8600 – Customer Care
 242901 – Customer Care
 119336 – Performance Management
 120306 – Managing service delivery
 120304 – Effective Communication
 113955 – Batho Pele Principles
 15219 – Strategic Planning
 264400 – Corporate Governance

 Provincial Growth & Development Plan

 Management and Leadership Development

Short Courses
Unit standard coUrses

oUtcome based coUrses



Transversal

Full Qualifications
Fort Hare Trading Solutions has been accredited with four Qualifications, skills pro-
grammes and short courses under transversal 

 National Certificate: New Venture Creation (Qualification ID 49648 - NQF Level 2)

 Further Education and Training Certificate: Public Administration  
(Qualification ID 57824 – NQF Level 4)

 National Certificate: Public Administration (Qualification ID 50060 – NQF Level 5)

 National Diploma: Human Resource Management and Practices  
(Qualification ID 61592 - NQF Level 5)

ceRtificate pRogRamme iN New veNtuRe cReatioN 
(smme)
The purpose of the NQF level 2 New Venture Creation qualification is to provide 
a qualification that can form the basis for structured programmes for potential and 
existing entrepreneurs to capitalize on opportunities to start and grow sustainable 
businesses that form part of the mainstream economy, enabling the learners to tender 
for business opportunities within both the public and private sectors. This qualification 
is designed for learners who intend to set up or have already set up own ventures. 
Assessment of the competencies and knowledge in the qualification needs to be done 
in the context of the learner’s own new venture.

The small business sector is growing and it is in light of this that various stakeholders 
have taken the initiative to provide mentorship programmes that will assist budding 
entrepreneurs to become a more integral part of the mainstream economy, serving both 
the public and private sectors. Apart from the formative development that can take place 
via these programmes, it also provides more importantly for sustainable development.

Thus the design and establishment of an entrepreneurship qualification aims to:

•  Develop appropriate skills and knowledge for the establishment and development 
of an enterprise.

•  Address the economic/administrative and behavioural barriers that contribute to 
failures in starting and sustaining an enterprise.

•  Create long-term solutions for job creation and SMME development via the building 
blocks and structure of a qualification that practically addresses the learning 
requirements of budding entrepreneurs.

Target Audience:
Entrepreneurs.

Qualification Rules:
The Certificate is made up of a planned combination of learning outcomes that have 
a defined purpose and will provide qualifying learners with applied competence and 
a basis for further learning. The qualification is made up of Unit Standards that are 
classified as Fundamental, Core and Elective. A minimum of 138 credits is required to 
complete the qualification.

In this qualification the credits are allocated as follows:

•  Fundamental: 36 credits: 27%

•  Core: 70 credits: 50%

•  Electives: 32 credits: 23%

•  Total: 138 credits: 100%

This programme will be delivered in 10 Block sessions with a portfolios to be prepared 
by learners.

fuRtHeR eDucatioN aND tRaiNiNg ceRtificate iN public 
aDmiNistRatioN (QualificatioN iD 57824 – NQf level 4)
Purpose:
The purpose of the FETC: Public Administration is to provide a structured programme 
for public officials that work in support of senior management officials in providing for 
service delivery objectives. The need for well-qualified efficient, client-oriented public 
officials is therefore identified as a priority in all the three spheres of government. 

The FETC: Public Administration is aimed at practitioners working in the public sector. It 
is a qualification in a career pathway towards an accomplished public administration and 
management specialist. The FETC: Public Administration consists of Exit Level Outcomes 
covering service delivery, applying public sector policy and legislation in their respective 
work contexts, identifying and solving problems, communications and administration.

The competencies covered in the proposed unit standards encapsulate the compe-
tencies required by public officials working at the operational level and responsible 
for implementing specific service delivery objectives within a public sector depart- 
mental context. This qualification enables transferability of skills between the private 
and the public sector. The possession of relevant knowledge, skills and attitude by  
public officials is crucial to the implementation of public sector administration and 
management reforms.

Qualifying learners should be able to follow various careers within the Public Sector’s:
•  Financial Services
•  Administration
•  Management
•  Procurement and Supply Chain Management
•  Supervisory Administration

Rationale:
In South Africa public service officials operate in a wide variety of roles within the Public 
Administration and Management structures. Often they work in diverse operating and 
service delivery circumstances. The strength of the democratic process in South Africa 
and developmental of good governance practices are strongly linked to capacity building 
within the three spheres of government - national, provincial and local. The Certificate in 
Public Administration is a specialised Qualification which offers administrative knowledge 
and skills that contributes to service delivery in the public sector for learners who:
•  Have attained the National Certificate: Public Administration: Level 3 or any related 

administration, public administration or municipal administration and generic admin-
istration qualifications and wish to continue on a path of life-long learning within the 
Public Administration or related qualifications.

•  Have worked in Public Administration or Municipal Administration for many years, 
but have no formal Qualifications in their area of expertise.

•  Wish to extend their range of skills and knowledge of Public Administration so that 
they can become knowledgeable workers.

•  Are contracted in a learnership agreement.
•  Have recently taken up a position in Public Administration.

The Certificate in Public Administration: Level 4 is aiming at producing knowledgeable, 
multi-skilled workers who are able to contribute to improved productivity and efficiency 
within the public sector. It should provide the means for current workers to receive 
recognition of prior learning, to upgrade their skills and achieve a nationally recognised 
qualification. It should also assist new entrants to the public sector.

The Certificate at NQF Level 4 allows the learner to work towards a nationally recognised 
qualification.

Target Audience
It is assumed that all learners accessing this qualification are competent in Communi-
cation at NQF Level 3, and Mathematical Literacy at NQF level 3.

Fundamental Component:
The Fundamental Component consists of Unit Standards in:
•  Mathematical Literacy at Level 4 to the value of 16 credits.
•  Communication at Level 4 in a First South African Language to the value of  

20 credits.
•  Communication in a Second South African Language at Level 3 to the value of 

20 credits.

It is compulsory therefore for learners to do Communication in two different South 
African languages, one at Level 4 and the other at Level 3.

NatioNal ceRtificate: public aDmiNistRatioN 
(QualificatioN iD 50060 – NQf level 5)
Purpose:
The purpose of the NQF level 5 Public Administration qualification is to provide 
a structured programme for public officials that work with senior management 
officials so as to provide support to strategic leadership and management needed 
to transform all spheres of government. The need for well-qualified efficient, client-
oriented public officials is therefore identified as a priority in all the three spheres of 
government. The National Certificate in Public Administration (NQF Level 5) is aimed 
at practitioners working in the public sector. It is a qualification in a career pathway 
towards an accomplished public administration and management specialist.

The National Certificate in Public Administration consists of Exit Level Outcomes 
covering service delivery, knowledge management, formulation of public sector 
policies, risk management, applying the public sector legislative framework, managing 
people, leadership, financial administration, project management and information 
technology for the public sector. The competencies covered in the proposed unit 
standards encapsulate the competencies required by public officials working at the 
operational level.

The qualification will therefore enhance the ability of the qualifying learner as a public 
finance official to perform the necessary administration tasks expected as well as 
improve management abilities. In this way, the qualification enhances transferability of 
skills within different spheres of the public sector. At the same time, a learner will gain a 
firm foundation required for furthering studies at NQF levels 6 and 7. This qualification 
enables transferability of skills between the private and public sector. With regard to the 
implementation of public administration and management reforms, the qualification 
serves, as a basis of an effective implementation process by defining and identifying 
those competencies required by technical public officials.

The possession of relevant knowledge, skills and attitude by public officials is crucial to 
the implementation of public sector administration and management reforms. Thus, 
the qualification contributes to the upliftment of South African economy in line with 
the aims of existing skills development legislations through enhancing of skill levels 
of public sector employees.

Qualifying learners could follow a career within the Public Sectors:
•  Financial Services.
•  Administration.
•  Management.
•  Accounting.
•  Project/Public Entity Management.

Target Audience
Public officials that work with senior management officials so as to provide support to 
strategic leadership and management needed to transform all spheres of government.

Fundamental Component
Unit Standards to the value of twenty-seven credits are allocated to the subject areas 
of communication, ethics and self-development. The communications aspect of the 


