
 

 

Duties and responsibilities of portfolio holders on the OCA Sub Committee’s 
 
The duties of Architecture & Heritage include, but are not limited to 
a) The A+H assesses applications for building work, with regard to Heritage aspects, and provides such assessment to Heritage     West-

ern Cape.  
b)  The A+H may also participate in objecting to departures from the City of CT’s zoning regulations such as insufficient parking or 
     building heights being exceeded.  
Important: The Chair of the A+H should illustrate a thorough knowledge of Architecture, particularly the City of CT’s zoning regulations, 
and illustrate an interest in preserving the Heritage qualities that are present in Observatory. It would be preferable that the Chair is an 
Architect – either practicing or retired.  
 
The duties of Arts & Culture include, but are not limited to 
a) Engage with local creative artists, sports groups and NGOs about ACS activities that would advance community well-being in Obs 
b) Promote their involvement in the OCA 
c) Organise an annual Heritage Day event for the OCA with other partners 
d) Encourage and/or organise artistic, cultural or sports events that would advance community well-being in Obs 
e) Participate in, and report to the OCA Management Committee on activities of the group 
 
The duties of Car Park include, but are not limited to 
a) Perform a daily oversight role on: 

• Staff 
• Customers – Enforcing the rules and dealing with complaints. 
• Equipment and premises 
• Administration 
•  

 b) Engage with customers, suppliers and other role players (or manage the process). 
 For example:      

• Sign up monthly parkers. 
• Issue invoices to monthly parkers and follow up on payments. 
• Order goods or services and process invoices for payment 
• Negotiate and renew contracts. (Eg. Property Lease,  Insurance) 

  
c) Manage all aspects relating to the staff employed. 
d) Ensure that cash sales are reconciled for accuracy. 
e) Ensure that all the expenses are authorised, recorded and correctly reflected in the financial records. 
    (done in conjunction with the treasurer) 
d) Report to the OCA Management Committee on a monthly basis 
 
The duties of Communications include, but are not limited to 
a) The main task of the communications portfolio is to ensure that the OCA newsletter goes out to all OCA members at least 7 days 

before each Mancomm meeting 
b) Compile and present in an eye-catching way all news related to the OCA in at least one other Newsletter each month so as to inform 
    our members of what we are doing in a way that also encourages members to participate in and have their say about the  various 
    important activities that the OCA is engaged in. 
c) Update the OCA website and facebook page frequently, 
d) Posting to the many other facebook pages that cover issues of interest to Observatorians. 
e) Liaison with community papers and local and national press 
f)  Liaison with City Media department and Sub Council 16 
g) Supervision of the OCA admin assistant on all IT and social media matters 
 
The duties of Social Issues include, but are not limited to 

 a) Liquor license issues: 
 1. Deal with Liquor Licence Applications – consult local residents, the OCA and other structures and formulate an OCA 



 

 

      position on a license application, represent the OCA at any hearings 
 2. Develop and maintain good working relationship with the Woodstock SAPS DLO 
 3. Undertake any other engagements or activities needed to promote the effective management of liquor issues in Obs 
b)  Events: 
 1. Deal with Event License applications - – consult local residents, the OCA and other structures and formulate an OCA 
                     position on a license application. 
c) Homeless persons on the street:  
 1. Identify and implement strategies to address problems linked to homeless people in Observatory, in conjunction  
     with OBSID 
d) Action on other Social Issues affecting Obs that may arise from time to time 
e) Portfolio holder must represent the sub-group at at the OCA Man Comm at monthly meetings and submit a monthly report on 
    activities of the group 
 
The duties of the Large Development Group include, but are not limited to 
a) Responds on behalf of the OCA to Large Development Applications (e.g. advertising notices) in Observatory; and to any  
    opportunities for comments on by-laws, regulations and legislation 
b) Liaises with the A&H committee on matters where large developments involve heritage decisions 
c) Conducting capacity building workshops and sharing information 
d) Jointly with other OCA structures organises and hosts public information meetings on matter related to development 
e) Undertakes research into matters affecting development in Observatory 
f) Maintains a database on new developments in Observatory 
g) Updates information relating to developments on the OCA website, FB page and in the OCA management committee newsletter 
h) Monitors new developments in Observatory through keeping tabs on plans submitted at BDM offices (Erf watch), scanning property adverts,  

     monitoring practices of estates agents (estate agent watch); 

i) Maintains an LDG mailing list which it uses to share information and alert Observatory residents to new developments and actions taken around  

   new developments; 
j) Undertakes advocacy (e.g. lobbying councillors, writing to the press, etc) to promote appropriate development and oppose inappropriate 

    development in the area; 

k) Networks with other Civic Associations around matters to do with development and public participation (the Civic Action for Public Participation,   
CAPP); 
l) Engages with other OCA structures to advance better understanding of the context of urban development in Observatory (e.g. public meetings) 

    and to promote the OCA generally in Observatory (e.g. organizing tables at the local Spar).  
 
The Convener of the LDG should have a general understanding of the City of CT’s development framework; be willing to convene a group of interested 
individuals to achieve the goals of the LDG; be interested in translating democratic principles into civic engagement around participation; have some 
experience of organising community actions. The convener need not be an individual with any professional experience in the built environment (e.g. 
planner, architect, etc). 

 

The duties of TRUPA include, but are not limited to 
a) Attending meetings of TRUPA to share information from the OCA and identify information that should go back to OCA 
b) Submit reports to the OCA Mann Comm 
c) Attend meetings of the OCA Mann Comm to give feedback on TRUPA developments 
 
 
 
 

 
 


