
Title:  Pharmacovigilance (PV) Advisor. 
Contract type: Part-time appointment.
Duration of contract: Up to three years, renewable 
yearly. 
Deadline for application: 15 April 2010.
Duty Station: Gauteng.

Description of duties: The incumbent will be 
responsible for, but not necessarily limited to, the 
following duties: 
• Advise the national pharmacovigilance coordinator 

(NPC) on HIV/AIDS pharmacovigilance and audit on 
activities in various provinces.

• Advise NPC on a PV decentralization plan that will 
also include PHC.

• Assist NPC to develop a hospital-system ADR 
prevention, reporting and management.

• Assist NPC to identify and work with development 
partners on training, mentoring and setting up PV 
programs in various provinces.

• Assist NPC in the preparation and implementation of 
plans, standards, guidelines and procedures for PV 
activities. 

• Advise and provide technical assistance for 
the assessment of surveillance problems with 
recommended solutions.

• Advise NPC on creating a national repository on 
aggregate national ADR reports, carry out trending 
and give feedback to provinces, CCMT, SANAC and 
MRA.

• Advise NPC on collaboration with specialized units 
and academia to carry out pharmacoepidemiologic or 
cohort studies on new or speciþ c ADRs of national 
interest based on national ADR trends from aggregate 
data.

Å Identify and mobilise human, material and þ nancial 
resources for national and sub-regional surveillance of 
emerging ADR trends.

• Ensure the implementation of international best 
practices.

• Participate in developing, conducting and evaluating, 
training and mentoring programmes in PV.

Required Qualiþ cations:
Education: Advanced Pharmaceutical or Medical 
qualiþ cation.
Essential: Training in pharmacovigilance. Adequate 
knowledge of PV in South Africa, especially within the 
HIV/AIDS programme. 
Desirable:  Experience in HIV/AIDS Pharmacotherapy 
and Pharmacovigilance.

Key Competencies: 
• At least 10 years of local and/or international 

experience in the area of PV and HIV/AIDS 
Management.

• At least 5 years of local or international experience in 
monitoring of drug therapy in a Clinical setting. 

• Familiar with the National Treatment Guidelines.
• Experience in developing PV tools: training manuals, 

handbooks and other aids.
• Experience in training at PHC and tertiary intuitions in 

South Africa.
• Experience in HIV/AIDS Pharmacotherapy and setting 

up PV programs.
• Demonstrate skills and familiarity with drug safety 

risks drivers.

Technical Expertise:
IT Skills: Demonstrated ability to effectively use 
a computer and utilise software programs such as 
Microsoft Ofþ ce Word, Excel, PowerPoint and Outlook. 
Experience: Ten years of combined national and 
international experience in activities related to 
Pharmacovigilance.
Implementation of a PV programme in South Africa.
Languages: Very good knowledge of English
Annual Salary: Commensurate with skills and 
experience
Others: Must be available ASAP for frequent travel to 
various provinces by air and road.

May be requested to represent NPC in some meetings 
as assigned.   

Title: Administrative Coordinator.    
Contract type: Full time appointment. 
Duration of contract:  Up to three years, renewable 
yearly. 
Deadline for application: 15 April 2010. 
Duty Station:  Gauteng.
Description of duties: The incumbent will 
provides secretarial and administrative support with 
responsibilities for the national pharmacovigilance unit/ 
centre (NPU). The duties and responsibilities include, 
but not necessarily limited to:
• Coordinate activities in the national pharmacovigilance 

ofþ ce, in close collaboration with other 
pharmacovigilance (PV) units.

• Manage administrative activities and correspondences 
from and to NPC under the guidance of the National 
PV Coordinator. 

• Ensure correspondences/documents to and from NPC 
are in compliance with NPU rules, practices and 
procedures.

• Request information from the PV teams, other clusters/ 
departments/ programmes in PV to facilitate national 
PV action.

• Maintain and control access to national 
pharmacovigilance data or þ les.

• Prepare, organize and support PV meetings with 
guidance from the National PV Coordinator.

• Liaise with PV advisor and other stakeholders as 
instructed by National PV coordinator. 

Å Provide support to other Administrative Ofþ cers and 
Data Capturers. 

• Procure the necessary equipment and other item for the 
smooth running of the NPU.

REQUIRED QUALIFICATIONS
Education: A bachelor’s degree in science or any other 
related þ eld. 
Skills: A self-motivated individual with adequate 
personal initiative and good human relations.  A sound 
knowledge of the NPU administrative rules, regulations, 
procedures and practices, and of its structure is highly 
desirable.
IT Skills: Proþ ciency in the use standard ofþ ce 
software such as MS Word, Power Point, Excel, internet 
applications etc.
Experience: At least 3 years experience working within 
the MRA, national NPU or HIV/AIDS program. Be 
familiar with PV processes at MRA. 
Languages: Excellent knowledge of English. 
Annual Salary: Commensurate with skills and 
experience.

Title: Pharmacovigilance (PV) Data Manager. 
Contract type: Full-time appointment.
Duration of contract:  Up to three years, renewable 
yearly. 
Deadline for application: 15 April 2010.
Duty Station:  Gauteng.

Description of duties:
The incumbent will be responsible for, but not 
necessarily limited to, the following duties: 
• Assist in PV data capturing as needed
• Management of data and IT systems of the national PV 

centre under the guidance of National PV coordinator.
• Setting up and trouble shooting data bases. 
• Develop a user-friendly database to capture, analyse 

and give aggregate data in various categories.
• Prepare aggregate reports for review by PV team
• Validation of reports.
• Generating checklist. 
• Ensure that record keeping is complete and duplicate 

records are separately þ led.
• Ongoing quality assurance and administrative 

management of database, including contributing to 
upgrading of database (as required).

• Assist in database training (as required).
• Development of SOP in the IT aspect and web 

management.

REQUIRED QUALIFICATIONS
Education: A bachelor’s degree in IT or equivalent 
qualiþ cation or practical experience related to duties.
Skills: A self-motivated individual with adequate 
personal initiative and good human relations.  A sound 
knowledge of the NPU administrative rules, regulations, 
procedures and practices, and of its structure is highly 
desirable.
IT Skills:  Proþ ciency in the use of standard ofþ ce 
software such as MS Word, Power Point, Excel, internet 

applications in addition to database development and 
management etc. Knowledge of ADR database.
Experience: At least 5 years experience in computer and 
data management. 
Be familiar with setting up and trouble shooting larger 
data bases.
Develop a user-friendly data base to capture, analyse and 
give aggregate data in various categories.
Languages: Excellent knowledge of English. 
Annual Salary: Commensurate with skills and 
experience.

Title: Pharmacovigilance (PV) Data analyst. 
Contract type: Part-time appointment.
Duration of contract:  Up to three years, renewable 
yearly. 
Deadline for application: 15 April 2010.
Duty Station:  Gauteng.
Description of duties: The incumbent will be 
responsible for, but not necessarily limited to, the 
following duties: 
• Assist in data capturing as needed
Å Work with data capturers and manager to ensure proper 

data entry and analysis
Å Work with the data manager to prepare and present 

aggregate data under the guidance of the National PV 
coordinator.

• Validation of reports.
• Generating checklist. 
• Ensure that record keeping is complete and duplicate 

records are separately þ led.
• Ongoing quality assurance and administrative 

management of database, including contributing to 
upgrading of database (as required).

• Assist in database training (as required).
• Development of SOP in the IT aspect and web 

management.
Education: A bachelor’s degree in science or any other 
related þ eld or equivalent qualiþ cation or practical 
experience related to duties.
Skills: A self-motivated individual with adequate 
personal initiative and good human relations.  A sound 
knowledge of the databases is highly desirable. 
Data capturing and typing skills is nescessary. 
Knowledge of ADR database.
IT Skills:  Proþ ciency in the use standard ofþ ce 
software such as MS Word, Power Point, Excel, internet 
applications etc.
Experience: At least 3 years working experience, 
Excellent knowledge of English. 
Annual Salary: Commensurate with skills and 
experience.

Title: Pharmacovigilance (PV) Data capturer. 
Contract type: Full-time appointment.
Duration of contract: Up to three years, renewable 
yearly. 
Deadline for application: 15 April 2010.
Duty Station:  Gauteng.
Description of duties: The incumbent will be 
responsible for, but not necessarily limited to, the 
following duties: 
• Collection of all reports.
• Administrative screening of all reports.
• Capturing of reports into the database. 
• Generating checklist. 
• Answer telephonic data related queries.
• Ongoing quality assurance and administrative 

management of database, including contributing to 
upgrading of database (as required).

• Assist in database training (as required).
Education: A bachelor’s degree in science or any other 
related þ eld or equivalent qualiþ cation or practical 
experience related to duties.
Skills: A self-motivated individual with adequate 
personal initiative and good human relations. 
Knowledge of ADR database. IT Skills:  Proþ ciency in 
the use standard ofþ ce software such as MS Word, Power 
Point, Excel, internet applications etc.
Experience: At least 3 years working experience.
Excellent knowledge of English. 
Annual Salary: Commensurate with skills and 
experience.

APPLICANTS WILL BE CONTACTED ONLY IF THEY ARE UNDER SERIOUS CONSIDERATION. 
Interested candidates should send CV to Mukesh Dheda, National Pharmacovigilance Coordinator: 

aummuk@hotmail.com cc mabeldlamini@yahoo.com
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