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WORKFORCE ASSOCIATES



CUSTOMER SERVICE CO-ORDINATOR (24 October 2011)



Due to fast and sustained growth, our client, a leading ICT firm, requires a suitable candidate to fill in the above position.



Key Tasks •



Deal directly with customers either by telephone, electronically or face to face



•



Evaluate requests for service or complaints and enter into CRM system.



•



Follow up progress on customer inquiries.



•



Produce up to date daily reports



•



Act as customer advocate and liaise on customer’s behalf with other staff when required.



•



Analyze, evaluate and resolve customer enquiries at the first point of contact



•



Deal with customer complaints and resolve them with a positive problem-solving attitude.



•



Process orders, forms, applications and requests



•



Direct requests and unresolved issues to the designated resource



•



Interact with Technical Support to assist customers with trouble resolution



•



Keep records of customer interactions and transactions



•



Communicate and coordinate with internal departments



•



Actively look for ways in which the service could be improved



•



Respond to input from customers and support team (complaints, praise and concerns) to help us identify better ways of providing the service



•



Identify root causes of issues and put forward proposals to the management team for improving the system and service to ensure that a longer term solution is provided



•



Undertake customer satisfaction research



•



Any other duties as assigned



Knowledge and Skills Requirements •



Degree in Business Administration, Computer Science or Information Systems preferred



•



2 years in the customer support position.



•



Knowledge of relevant computer applications



•



Knowledge of customer service principles and practices



•



Technical background (Telecommunications, IT, Network Solutions)
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•



Excellent interpersonal skills



•



High levels of professionalism, enthusiasm and a ‘can do’ attitude



•



Ability to prioritize and work with a sense of urgency



•



Ability to work with a significant attention to detail and thoroughness



•



Strong interpersonal skills, ability to work with diverse groups



•



Must be able to effectively handle stressful situations



•



Work with minimum supervision



•



Attention to detail and accuracy



•



Analytical skills



•



Excellent negotiation and conflict resolution techniques



Interested and qualified candidate to send their resume indicating expected and current salary to [email protected]



On the subject line indicate CUSTOMER SERVICE CO-ORDINATOR on or before 24th Oct 2011



MARKETING MANAGER (24 October 2011



Our client, a distribution company, requires a suitable candidate to fill in the above position:



REPORTING TO: DIRECTOR



Summary: Provide leadership and coordination of the company’s marketing function so as to balance the firm’s objectives and customer satisfaction.



Specific Performance Standards



Creative Marketing Strategies •



Develop strategies and programs that position the brand accurately in the market segment.



•



Implement the program and strategies.



•



Develop and implement schemes aimed at building customer loyalty



•



Develop ways of tapping into the target segment market



•



Identify growing market, emerging market, untapped market etc



•



Generate and coordinate persuasive communication content for the customers
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Market Research •



Research market trends in order to identify the market potential for the product.



•



Handle all aspects of the market entry, penetration and growth.



•



Continually enhance revenue generation activities through market research



Managing Marketing Budget •



Plan and administer the company marketing budget.



•



Demonstrate the ability to manage projects.



•



Perform any other duties that he/she maybe assigned relating to marketing.



Qualification •



Have strong communications skills both oral and written



•



Must be self driven and able to meet deadlines



•



High level of professionalism, enthusiasm, and a “can do” attitude



•



Minimum age of 25 years



•



Must be self driven and able to meet deadlines



•



High level of professionalism, enthusiasm, and a “can do” attitude



•



A minimum of a professional diploma in marketing, a degree in the same field will be an added advantage.



•



Minimum of 2 years experience in marketing.



•



Experience in marketing energy saving bulbs and tubes will be an added advantage.



Interested candidates, please apply with your full resume stating qualifications, working experience, current/expected salaries to [email protected] on or before 24th Oct 2011. On the subject line indicate MARKETING MANAGER.



OPERATIONS OFFICER (24 October 2011)



Due to fast and sustained growth, our client, a leading ICT firm, requires a suitable candidate to fill in the above position.



Summary The purpose of this role is to carry out daily operations in order to meet company targets for growth and profitability.
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Key Tasks •



Improve the operational systems, processes and policies in support of organizations mission, specifically, support better management reporting, information flow and management, business process and organizational planning



•



Manage and increase the effectiveness and efficiency of support services through improvements to each function as well as coordination and communication between support and business functions



•



Play a significant role in long-term planning, including an initiative geared towards operational excellence



•



Oversee overall financial management, planning, systems and controls



•



Oversee regular assessments and forecast of the company's financial performance against budget, financial and operational goals.



•



Oversee short and long-term financial and managerial reporting Organizational effectiveness



•



Increase the effectiveness and efficiency of support services through improvements to each function as well as coordination and communication between functions



•



Drive initiatives in the management team and organizationally that contribute to long term operations excellence



•



Manage the day to day operations of the company



•



Provide the consulting services on matters related to tax and insurance questions and business structure and growth



•



Develop policies, systems and procedures to improve operational efficiency and support staff to implement Organizational leadership



•



Contribute to short and long term organizational planning and strategy as a member of the management team



•



Plan, staff and supervise all assigned work unit activities through managers to ensure a cohesive operational unit



•



Provide advice, guidance and direction to subordinate executives and managers toward their professional development



•



Liaise with the HR department in monitoring availability and flow of personnel



•



Coordinate and confer with professional staff to resolve operating problems and difficulties and authorize department operational procedures within corporate framework.



•



Serves as management team member



•



Responsible for maintaining good working relationships and promoting good public relations in conjunction with the project managers and technicians
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•



Risk management



•



In consultation with the HR and finance department, serve as primary liaison to legal counsel in addressing legal issues e.g., copyright, governing instruments, partnerships, licensing etc.



•



Oversee organizational insurance policies



Knowledge and Skills Requirement •



At least three years experience in Finance management and Project Management



•



Strong background and work experience in finance, projects and administration



•



Excellent computer skills and proficient in Microsoft office



•



Excellent communication skills both verbal and written



•



Demonstrated leadership and vision in managing staff groups and major projects or initiatives



•



Excellent interpersonal skills and a collaborative management style



•



A demonstrated commitment to high professional ethical standards and a diverse workplace



•



Knowledge of tax and other compliance implications



Interested candidates, please apply with your full resume stating qualifications, working experience, current/expected salaries to [email protected] on or before 24th Oct 2011. On the subject line indicate OPERATIONS OFFICER



SALES EXECUTIVE (24 October 2011)



Due to first and sustainable growth, our client a leading vendor of IT software for the financial Services industry that seeks to connect investors to the capital markets and financial market requires sales executives with the following qualifications:



Duties •



Selling of company products like SMS banking, EFT solutions, mobile banking, Biometrics, and CMS (card management system) to new and existing clients.



•



Build & maintain a relationship with every corporate customer through regular emails, telephone calling & visits.



•



Build & maintain a database of corporate customers



•



Enlarge the contact base within the corporate customers to reach out to more departments & divisions.



•



Executing and preparing reports on Corporate Sales Activities assigned under individual sales representative.
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•



Establish and maintain effective communication links with other channels and medium to identify all sales opportunities.



•



Maintain awareness of company products and/ of relevant sales techniques to ensure that the sales role is carried out as effectively as possible.



•



Any other duties that may be assigned



Qualification •



A minimum professional diploma in sales and marketing



•



Minimum of 1 years experience in selling; SMS banking, EFT solutions, mobile banking, Biometrics, CMS (card management system)



•



Have strong communications skills both oral and written



•



Minimum age of 23 years and above



•



The targeted clients are; Sacco’s, corporate, non-bank financial institutions and DTMs



•



Must be self driven and able to meet deadlines



•



High level of professionalism, enthusiasm, and a “can do” attitude



Please send your CV only to [email protected] on or before 24th Oct 2011. On the Subject line write SALES EXECUTIVE POSITION.



PURCHASING AND SUPPLIES OFFICER (24 October 2011)



Due to fast and sustained growth, our client, a leading ICT firm, requires a suitable candidate to fill in the above position.



Duties •



Receive and inspect all incoming materials and reconcile with purchase orders; processes and distribute documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.



•



Maintain records of all deliveries.



•



Fill supply requisitions; assist buyer to order adequate merchandise and supplies; deliver orders to departments and staff.



•



Receive, store, tag and track surplus materials;



•



Receive and store documents as well as maintain records of approved documents.



•



Ship back canceled and damaged items to vendors as appropriate.



•



Deliver and set up products and materials as requested.
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•



Maintain the record area and store area in a neat and orderly manner.



•



Answer questions regarding procedures and resolve discrepancies regarding receipts, deliveries, Warranties, repairs and surplus property.



•



Conduct product training for new employees.



•



Maintain accurate manual and computer records



•



Perform physical labour duties



Knowledge and Skills Requirements •



Minimum of Diploma in Purchasing and Supplies.



•



An academic background in ICT is preferred



•



At least 1year working experience in Supplies.



•



Membership of either KISM or CIPS is preferable.



•



Experience in working in an ICT firm would be an added advantage



•



Must have ability to understand and carry out oral and written instructions



•



Must demonstrate sensitivity to and respect for diversity



Qualified candidates can send their resume to [email protected]. On the subject line indicate SUPPLIES AND PURCHASING OFFICER on or before 24th Oct 2011



NAIROBI INTERNATIONAL SCHOOL OF THEOLOGY



COMMUNICATIONS DIRECTOR (20 October 2011)



Location: Nairobi Terms: Permanent Reports to: Deputy Vice Chancellor Planning and Development



Job Summary The Communications Director will coordinate production of all publications, ensuring a strong and consistent identity internally and externally.
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Coordinate marketing efforts for the University. He/she will oversee all printed materials and manage the content and design of the University web site. The office is also responsible for highlighting campus events and happenings through other available media. The Office will form networks with media representatives and other available media to create awareness of the University's academic programs.



Key Duties and Responsibilities •



Develop and implement communication strategy and policy



•



Develop and sustain media relations, alumni relations, and communication to all stakeholders



•



Work closely with NIST /ILU management in the release of information to internal and external stakeholders



•



Oversee production of all print, audio and visual promotional and publicity materials



•



Manage website content in consultation with relevant stakeholders



•



Manage NIST/ILU events



•



Market NIST/ILU academic programs



Qualifications •



Born again Christian aged at least 30 years



•



A master of Arts degree in Public Relations, Communications, or a related field



Skills and Competencies •



Proficient computer skills and experience in desktop publishing



•



Skills in recording and editing video and audio footage using appropriate software



•



Strong writing, interpersonal and other communication skills



•



Excellent time management and organization skills



•



Excellent interpersonal and relationship management skills.



•



Ability to create and effectively utilize networks



•



Effective marketing



The ideal candidate will need to be proactive and show a reasonable level of initiative and work under minimum supervision.



If you are confident that you fit the person and job profile, apply online to [email protected]



Closing date: 20th October, 2011
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LIVERPOOL VCT, CARE & TREATMENT



Liverpool VCT, Care & Treatment (LVCT) is an established Kenyan NGO that utilizes research to inform policy reform advocacy and strengthen HIV service delivery. We optimize our impact on the HIV/AIDS response by building capacity of partners and pay special attention to vulnerable groups and populations with special needs.



LVCT’s focus is on the scale-up of quality-assured HIV counseling, testing and care services. We have a vacancy for the following position:



LEGAL OFFICER (26 October 2011)



LO/LVCT/2011 REPORTING TO: OPERATIONS DIRECTOR LOCATION: NAIROBI



OVERALL PURPOSE: To provide legal advisory and interpretation services to the LVCT management, programs, partners and staff to ensure compliance with existing law and regulatory requirements.



KEY RESPONSIBILITIES:



Legal Services •



Provide legal advice and opinion to management on legal matters as they arise



•



Ensure the organization is in compliance with the existing statutory and regulatory provisions



•



Review and advice on the MOU’s and contracts between LVCT and other organizations including donors.



•



Review and vet offer letters, agreements, security and other legal documents



•



Advise the management on relevant current and proposed legislation
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•



Ensure current and proposed policies and procedures are in compliance with the legal requirements



•



Review and development of agreements with third parties e.g. consultants



Program Support and Capacity Development •



Review of contractual requirements in proposal development



•



Development of agreements with sub-partners



•



Review of grants and sub-grantee agreements with donors



•



Conduct legal audits of sub-partners to ensure compliance with statutory and regulatory obligations. Perform due-diligence on sub-partners



•



Assist with the development of sub-partner operational policies and procedures



•



Strengthen sub-partner legal systems and provide technical advice when needed



•



Participate in the sub-partner selection process



•



Participate in talk shows on sexual violence laws



Training and Support •



Provide training on provision of various legal provisions e.g. the Sexual offences Act, HIV/AIDS



•



Prevention Control Act to the Diploma and other Counselor training courses, healthcare workers, security forces and communities.



•



Assist with legal provisions in curriculum development



•



Train sub-partners on statutory and compliance obligations



Research and Policy •



Desk review and input into research projects



•



Data Collection



•



Representation of LVCT in select meetings involving legal issues



Administrative Functions •



Registration of LVCT trademarks and copyrights



•



Conducting routine legal searches and research as needed



•



Ensure timely filing of statutory obligations e.g. Annual Returns to the NGO Bureau



QUALIFICATIONS, EXPERIENCE AND SKILLS •



Bachelor of Laws (LLB) degree from a recognized University
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•



Advocate of the High Court of Kenya



•



At least 2 years’ experience in an NGO or law firm



•



Broad exposure and relevant experience in legal practice in contract/agreement drafting



•



Good communication, presentation, research, analysis and interpersonal relation skills



•



Team Player, proactive and self-motivated



•



Ability to handle pressure and work with minimum supervision



•



Experience in working with donors will be an added advantage



Qualified applicants are invited to send their cover letter and detailed CV along with contacts of three referees, Salary history and expectations to:



Human Resource and Administration Division, Liverpool VCT, Care and Treatment, P.O Box 19835, 00202 Nairobi, Kenya



Or email: [email protected] so as to arrive NOT later than October 26, 2011



Note: Only short listed applicant will be contacted.



LVCT is an equal opportunity employer



CURRICULUM DEVELOPMENT OFFICER (26 October 2011)



CDO/LVCT/2011 REPORTING TO: TRAINING MANAGER LOCATION: LVCT TRAINING INSTITUTE, NAIROBI



JOB PURPOSE: Provide technical expertise, and lead curriculum development for LVCT courses, design training courses and test these for LVCT trainings.



DUTIES AND RESPONSIBILITIES:



Technical Advice and teaching at the LVCT Training Institute
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•



Identify gaps in human resource needs for the HIV response and provide LVCT with advice on filling these gaps



•



Identify appropriate training approaches and courses for LVCT



•



Review and edit sensitization and capacity building interventions of other Divisions for accuracy, consistency and instructional soundness.



•



Teaching in the LVCT diploma course and engaging in assessment of diploma participants as per laid down criteria



•



Part of the HTC Diploma faculty



•



Maintaining close linkages with the other technical experts in different ministries and institutions on curriculum development issues



Curriculum development •



Researching subject matter, conducting interviews and collaborating with subject matter experts to ensure accuracy of course materials and relevance to target audience needs.



•



Conducting needs analyses, determining learning objectives and sequencing of instruction, determining instructional strategies, writing course syllabi and content, designing assessments and interactive elements



•



Reviewing existing LVCT curricula to ensure it conforms to the required standard and is regularly updated based on emerging epidemiological needs



Design and test training courses •



Liaise with research to design methodologically sound studies and evaluation of instructional effectiveness of LVCT’s training courses and programmes



•



Identify knowledge gaps in training for sustainable human resource for community HIV services and



•



providing options for responding to these gaps



QUALIFICATIONS •



Bachelor of education degree



•



Masters in Curriculum development or related degree



•



Experience in curriculum development



•



Teaching and Training experience



•



Experience in working within teams



•



Knowledge of the health sector, preferably HIV
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Qualified applicants are invited to send their cover letter and detailed CV along with contacts of three referees, Salary history and expectations to:



Human Resource and Administration Division, Liverpool VCT, Care and Treatment, P.O Box 19835, 00202 Nairobi, Kenya



Or email: [email protected] so as to arrive NOT later than October 26, 2011



Note: Only short listed applicant will be contacted.



LVCT is an equal opportunity employer



CO-OPERATIVE BANK OF KENYA



Are you looking for an employer who promotes individual excellence and mutual respect in a teamdriven culture with a key focus on social empowerment? The Co-operative Bank of Kenya, “the Kingdom Bank” is the place for those looking to new horizons.



We are looking for a dynamic, creative and self-oriented professional to fill the position of:



SYSTEMS ANALYST/ DEVELOPER (21 October 2011)



The successful person will report to the Head – Systems Development in ICT Department.



Job Summary As a Systems Analyst/ Developer, the role holder will be responsible for the detailed analysis design and development of in-house systems and Management Information Systems (M.I.S.). Additionally this role will be required to maintain and support applications within this section.



Main Duties
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•



Guide the business in drawing report formats and advice on the best approach to automate these reports and returns



•



Design and code reports/ returns according to user specification with the key objective of delivering reports that will assist in decision making and control



•



Develop and maintain documentation/ manuals on system configuration or setup



•



Carry out analysis of the requirements and recommend solutions to address user requirements



•



Design and code the system according to user specification



•



Carry out technical user training in respect to these systems so that the business can utilize them



•



Roll out piloted systems to the bank’s branches and users



•



Provide test systems for UAT and ensure that functions/ features are tested before being put on the live system



•



Make changes to system configuration and parameters to accommodate business and technological requirements



•



Secure systems by putting adequate controls and restrict access to programs by users in accordance to the requirements of the bank



Job Specification The incumbent will be required to possess the following qualifications, attributes and skills: •



Bachelor of Science Degree in Computer Science or related degree



•



Experience and good knowledge of development tools with a bias in Microsoft.Net (VB and C#) and Java



•



Minimum 2 years experience in software development with a proven track record



•



Must have designed systems or sub-systems which have been implemented successfully



•



Excellent knowledge of relational databases specifically Oracle and MS-SQL



•



Ability to work through own initiative and as part of a team



•



Good communication skills



•



Ability to tolerate stress and achieve objectives despite difficulties



Interested candidates meeting the above criteria should forward an application enclosing their detailed Curriculum Vitae accompanied by copies of certificates and indicating the current remuneration to the address shown below by 21st October 2011.



We are an equal opportunity employer.
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Only short listed candidates will be contacted.



Please quote this reference on your application and on the envelope ICT – System Developer/3/HRD/2011



The Director Human Resources Division Co-operative Bank of Kenya Ltd P.O. Box 48231-00100 Nairobi



INFORMATION SECURITY MANAGER (21 October 2011)



The successful person will report to the Head of Information Security.



Job Summary As an Information Security Manager the role holder will be responsible for providing continuous independent assurance on the bank’s Information Security as regards confidentiality, integrity and availability of the IT infrastructure, processing systems and related resources in line with the Information Security Policy.



Main Duties •



Information security risk analysis and management



•



Perform security tests



•



Manage internal audits on information security processes, controls and system



•



Provide guidance and consultation on projects for IT Security related risks and issues



•



Educate and train employees about their information security responsibilities in line with the Bank policy on information security



•



Designing information security controls and developing security plans



•



Monitoring and managing all information security breaches and handling security incidents, taking remedial action to prevent recurrence wherever possible



•



Review of operating and information systems
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•



Development of/ involvement in independent review of technology related procedures, product programs to ensure that the appropriate infrastructure is incorporated into the different business initiatives and the bank technology policies are respected



•



Review of all the relevant system logs to identify and address activity that is not consistent with the set out Information Security guidelines and standards



•



Carry out Information Security reviews along the various phases of a project’s lifecycle as detailed in the Business



•



Provide interpretation of the Information Security policies to the Business



•



Ensure information security solutions are consistent with the ISP&S and corporate architectural directions/ directives and oversee deployment



•



Lead businesses in development of action plans as a result of gap assessment findings, and/ or ethical hacking results



•



Keep abreast of application, product and system development within the business and appraise the effect and appropriateness of planned changes to the existing control framework



Job Specification The incumbent will be required to possess the following attributes/ skills: Bachelor’s degree in Computer Science or Information Systems from a recognized university Possess relevant Information Security Certification such as CISA and CISM 3 years working experience in information security within a large and highly computerised organization Understanding of risk and systems security control processes Good understanding of Information Security and control objectives Applicants with prior working experience in the same role in a financial institution will have an added advantage



Interested candidates meeting the above criteria should forward an application enclosing their detailed Curriculum Vitae accompanied by copies of certificates and indicating the current remuneration to the address shown below by 21st October 2011.



We are an equal opportunity employer.



Only short listed candidates will be contacted.



Please quote this reference on your application and on the envelope: Information Security Manager – ISO/3/HRD/2011
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The Director Human Resources Division Co-operative Bank of Kenya Ltd P.O. Box 48231-00100 Nairobi



REPUBLIC OF KENYA MINISTRY OF MEDICAL SERVICES



National Blood Transfusion Services (NBTS) is a Government Department in the Ministry of Medical Services responsible for ensuring safety and availability of blood in all hospitals throughout the country.



The Government under the PEPFAR project, (NBTS is funded under PEPFAR while C.D.C offers local oversight and technical support), seeks to recruit a team of dynamic, highly motivated, well exposed and competent candidates to fill the below advertised vacancies on one year renewable contract, subject to performance and availability of funds.



PROJECT ADMINISTRATOR (25 October 2011) Job Purpose: Reporting to the Head NBTS, the incumbent will provide administrative assistance to the implementation of the blood safety component of the PEPFAR supported National Blood Transfusion Service (NBTS) in the Ministry of Medical Services in Kenya.



In addition will support policy and health system development, planning, training programs on blood transfusion services together with the line managers.



Minimum Qualifications
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•



Post Graduate degree in social sciences, Public Health, Business Administration or related field.



•



3 years experience in managing development and/or donor projects, proposal development and managing donor commitments. Experience working in a PEPFAR funded project will be an added advantage.



•



Analytical and strategic planning skills, coordination, influencing and negotiating skills with diverse audiences as well as confident representation skills.



•



Excellent team abilities to build good relations both internally and externally.



Applications: Qualified candidates are invited to send their application letters, copies of certificates and other testimonials and a detailed CV with three professional referees and daytime telephone contact.



Applications should be addressed to the Permanent Secretary, Ministry of Medical Services, 0010030016, not later than 25th October 2011.



Canvassing for these posts directly or indirectly will lead to automatic disqualification.



Only shortlisted candidates will be contacted.



A.A. Nyanchoga For: Permanent Secretary



MONITORING AND EVALUATION OFFICER (25 October 2011) Job Purpose: Reporting to the Head NBTS, the Monitoring and Evaluation Officer will be responsible for providing technical leadership for all M&E activities in NBTS and the broader Blood Safety program.



S/he will work towards translating M&E and other strategic information into improved PEPFAR programming and delivery of Blood Safety services; contribute to a single national M&E system in Kenya; strengthen systems and capacity among CDC Blood Safety partners receiving PEPFAR funding to collect, manage, and use quality M&E data to inform program and policy in the national response to Blood safety.
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Minimum Qualifications •



A Bachelors degree in Planning, Economics, Statistics or its equivalent.



•



Minimum 3 years of experience working as an M&E officer in a Public Sector or health/medical research organization, university or public health program implementing agency



•



Experience working in a PEPFAR funded project will be an added advantage.



Applications: Qualified candidates are invited to send their application letters, copies of certificates and other testimonials and a detailed CV with three professional referees and daytime telephone contact.



Applications should be addressed to the Permanent Secretary, Ministry of Medical Services, 0010030016, not later than 25th October 2011.



Canvassing for these posts directly or indirectly will lead to automatic disqualification.



Only shortlisted candidates will be contacted.



A.A. Nyanchoga For: Permanent Secretary



ICT MANAGER (25 October 2011) Job Purpose: Reporting to the Head NBTS, the Incumbent will provide technical support in Information Technology to staff by analyzing, installing, establishing, maintenance, usage and update of new technology and Software for data processing and communication.



Minimum Qualifications •



Bachelor’s Degree in Information Technology



•



3 years working experience in an IT positions in a busy environment



•



A+ certificate is an added advantage



Applications:
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Qualified candidates are invited to send their application letters, copies of certificates and other testimonials and a detailed CV with three professional referees and daytime telephone contact.



Applications should be addressed to the Permanent Secretary, Ministry of Medical Services, 0010030016, not later than 25th October 2011.



Canvassing for these posts directly or indirectly will lead to automatic disqualification.



Only shortlisted candidates will be contacted.



A.A. Nyanchoga For: Permanent Secretary



NATIONAL BLOOD DONOR RECRUITER (25 October 2011) Job Purpose: Reporting to the Head NBTS, the incumbent will plan and implement effective strategies to recruit and retain a safe blood donor pool so as to meet the national blood donor requirements and manage other blood mobilizing partners to achieve established blood collection goals.



Responsible for implementing evidence based approaches so as to reach all potential blood donors while incorporating HIV prevention and healthy lifestyle interventions. Lead, evaluate and coordinate voluntary blood donation in the country.



Minimum Qualifications •



Masters Degree in marketing, public relations or related field



•



3 years working experience in marketing or public relations with proven results



•



Computer literacy in office packages



Applications: Qualified candidates are invited to send their application letters, copies of certificates and other testimonials and a detailed CV with three professional referees and daytime telephone contact.



Applications should be addressed to the Permanent Secretary, Ministry of Medical Services, 0010030016, not later than 25th October 2011.
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Canvassing for these posts directly or indirectly will lead to automatic disqualification.



Only shortlisted candidates will be contacted.



A.A. Nyanchoga For: Permanent Secretary



OTHAYA MUKURWEINI WATER SERVICES COMPANY LIMITED



Othaya - Mukurweini Water Services Company Limited is a Water Services Provider contracted by Tana Water Services Board to provide water and sanitation services in Mukurwe-ini and Nyeri South Districts.



To strengthen our team of staff and leadership, we invite applications from qualified and experienced individuals who are proactive and self driven to fill the following position.



AREA MANAGER (28 October 2011)



1 Post



Reporting to the Technical Manager, the Area Manager will be in charge of the day to day operations of a water supply scheme and ensure that the scheme is maintained to meet expected performance.



Responsibilities and Duties The specific duties and responsibilities of the position include: •



Supervising and coordinating scheme staff in all aspects of operation and maintenance and development to ensure that water services provided meet customer needs



•



Attending to customer complaints in order to identify areas of problems and taking appropriate measures



•



Setting up plans and strategies to facilitate achievement of set performance targets



•



Performing any other duties as may be assigned from time to time



Minimum Qualifications
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•



A university graduate with a degree in civil or water engineering



•



A minimum of three (3) years experience in managing water and sewerage related services in a management position



Interested candidates should forward their applications with updated CVs, copies of academic, professional certificates and testimonials, telephone contacts of three professional referees and indicating current remuneration in an envelope clearly marked “APPLICATION FOR THE POST OF AREA MANAGER” to:



The Chairman, Othaya-Mukurwe-ini Water Services Company, P. O. Box 482-10106, Othaya



GLOBOVILLE COLLEGE – MOMBASA



ADMINISTRATOR (21 October 2011) Qualifications: •



Minimum Masters Degree in either Business or Education



•



Minimum 3 years experience as a H.O.D in the respective field.



Applications should reach the undersigned not later than 21st October, 2011.



The Human Resource Manager Globoville College P. O. Box 88478- 80100 MOMBA5A EMAIL: [email protected] or [email protected] TEL: 0724942395, 0703929760



CATERESS (21 October 2011) Qualifications: •



Diploma in Food and Beverages I Accommodation I Catering
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•



Minimum 3 years experience in a similar position in an institution



Applications should reach the undersigned not later than 21st October, 2011.



The Human Resource Manager Globoville College P. O. Box 88478- 80100 MOMBA5A EMAIL: [email protected] or [email protected] TEL: 0724942395, 0703929760



LECTURERS (21 October 2011)



•



Business studies



•



Hospitality & Tourism



•



Information Technology



•



Journalism and Mass Communication



•



Education



Qualifications: •



Minimum of a Degree in the related field



•



Minimum 2 years experience as a lecturer in a related field



Applications should reach the undersigned not later than 21st October, 2011.



The Human Resource Manager Globoville College P. O. Box 88478- 80100 MOMBA5A EMAIL: [email protected] or [email protected] TEL: 0724942395, 0703929760
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KEMRI / USAMRU-K “THE WALTER REED PROJECT”



“The Walter Reed Project” is a Research Based Organization that is affiliated to the Kenya Medical Research Institute. Our mission is to develop and test improved means for predicting, detecting, preventing and treating infectious disease.



The organization seeks to fill the following job positions:



CLINICAL OFFICERS (19 October 2011)



Positions (6) Vacancy No: VN/001/10/2011 Location: Kisumu



Key Requirements: •



Diploma in Clinical Medicine & Surgery with at least 3 years experience.



•



Must be registered with Clinical Officers’ Council.



Major Duties & Responsibilities: •



Develop an in-depth understanding of the study design and goals.



•



Respond to questions about the study posed by participants.



•



Attend to patients in the settings of both in and out patients



•



Completing all study forms accurately and ordering the required lab tests.



Knowledge/Skills and Abilities: •



Knowledge of regulations and guidelines pertaining to the conduct of clinical trials of Human subjects would be an added advantage.



•



Ability to develop and deliver both oral and written presentations.



•



Excellent clinical skills.
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•



Ability to work long and irregular hours



•



Excellent inter-personal skills and strong team player



•



Ability to work in a multicultural environment.



Applications should include the following: Letter of Application (INDICATE VACANCY NUMBER), Current Curriculum Vitae (CV) with telephone number and email address, two letters of reference with contact telephone numbers and e-mail addresses, Copies of Certificates and Transcripts.



Applications are due no later than 19th October, 2011



To:



Human Resource Manager, KEMRI/USAMRU-K “The Walter Reed Project P.O. Box 54-40100, Kisumu



Only short listed candidates will be contacted.



No phone calls please.



NURSES (19 October 2011)



Positions (2) Vacancy No: VN/002/10/2010 Location: Kisumu



Key Requirements: •



Diploma in nursing from a recognized institution.



•



Clinical experience in Research unit.



•



Minimum of 2 years of progressive experience with direct clinical contact



•



Must be registered with the Nursing council of Kenya



Knowledge/Skills & abilities: •



The incumbent should be honest reliable with high standard of nursing etiquette
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•



Should be resilient be ready endure long hours of work and able to work any shift



•



Knowledge and understanding of research is desirable



•



Computer knowledge and counseling are an added advantage



•



Ability to assess and monitor patients needs



•



Development and implementation of nursing care plans



Major duties and responsibilities: •



Participating in planning for execution of studies



•



Ensuring the availability of nursing and other relevant clinic supplies and raising requisitions accordingly



•



Ensuring the setting and completeness of consultation rooms



•



Preparation and assisting in medical procedures



•



Taking and recording of vital signs



•



Accurate documentation to include transcription



•



Drug administration



Applications should include the following: Letter of Application (INDICATE VACANCY NUMBER), Current Curriculum Vitae (CV) with telephone number and email address, two letters of reference with contact telephone numbers and e-mail addresses, Copies of Certificates and Transcripts.



Applications are due no later than 19th October, 2011



To:



Human Resource Manager, KEMRI/USAMRU-K “The Walter Reed Project P.O. Box 54-40100, Kisumu



Only short listed candidates will be contacted.



No phone calls please.
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AGA KHAN UNIVERSITY HOSPITAL, NAIROBI



The Aga Khan University Hospital, Nairobi, a premier teaching and tertiary care referral hospital, invites applications from appropriately qualified individuals for the following positions:



MEDICAL INTERNS – 2012 (8 November 2011)



Applications are invited from medical graduates who have successfully completed their MB ChB (or equivalent) undergraduate degree and have been recommended to do their rotational internship.



Foreign candidates must have passed the Internship examinations administered by the Medical Practitioners and Dentists Board.



Successful candidates are expected to commence their internship from January 2012 for a period of one year.



Interested Candidates should submit the following documents as part of their application: •



Personal statement that includes future interests



•



Curriculum Vitae



•



Academic transcripts



•



Two letters of reference



Incomplete documentation will automatically disqualify a candidate from the interview process. Shortlisted applicants will be invited to interviews slated for the week of 5th December 2011.



Applications for this position should be submitted by 8th November 2011 to the address provided below.



To Apply: Applications should be sent to,
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The Manager, Recruitment, Aga Khan University Hospital, Nairobi P. O. Box 30270-00100, Nairobi



Or by email to [email protected]



For further details, please visit our website www.aku.edu. Only shortlisted candidates will be contacted.



ULTRASONOGRAPHER (26 October 2011)



Reporting to the manager, Radiology, the Ultrasonographer will be responsible for provision of efficient and timely ultrasound imaging services within the laid down standard operating procedures and protocols.



Applicants should have Diploma in Medical Imaging Sciences or equivalent and certificate in Ultrasound Imaging from a recognized institution.



S/he should have a minimum of 2 years experience in ultrasonography in a similar institution.



S/he should be computer literate with excellent communication, interpersonal, customer service and organizational skills.



Applications for this position should be submitted by 26th October 2011 to the address provided below.



To Apply: Applications should be sent to,



The Manager, Recruitment, Aga Khan University Hospital, Nairobi P. O. Box 30270-00100, Nairobi
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Or by email to [email protected]



For further details, please visit our website www.aku.edu. Only shortlisted candidates will be contacted.



RADIOGRAPHER (26 October 2011)



Reporting to the Manager, Radiology, the incumbent will be responsible for the provision of quality radiographs of high diagnostic value.



Applicants should have a Diploma in Medical Imaging Sciences or equivalent, with a minimum of two (2) years experience in a busy established Radiology Department. S/he should be computer literate with excellent interpersonal, organizational and customer service skills.



Applications for this position should be submitted by 26th October 2011 to the address provided below.



To Apply: Applications should be sent to,



The Manager, Recruitment, Aga Khan University Hospital, Nairobi P. O. Box 30270-00100, Nairobi



Or by email to [email protected]



For further details, please visit our website www.aku.edu. Only shortlisted candidates will be contacted.



44



REPUBLIC OF KENYA OFFICE OF THE DEPUTY PRIME MINISTER AND MINISTRY OF FINANCE



Applications are invited from suitably qualified candidates for the following vacancies



DRIVER III (24 October 2011)



Job Group ‘D’ Thirty Five (35) Posts Advert No. V/NO 1/D/2011 Salary Scale: Kshs 8,819x438 – 9,257x464 – 9,721 p.m. Terms of Service: Permanent and Pensionable



Requirements for Appointment For appointment to this grade a candidate must have:•



Kenya Certificate of secondary Education mean grade D plain or its equivalent qualification from a recognized institution;



•



A valid driving license free from any current endorsement(s) for class(es) of vehicle(s) an officer is required to drive;



•



Attended a First-Aid Certificate Course lasting not less than one (1) week at St. John Ambulance or Kenya Institute of Highway and Building Technology (KIHBT) or any other recognized institution;



•



Passed Suitability Test for Driver Grade III;



•



Passed Practical Test for Drivers conducted by the Ministry



•



A valid Certificate of Good Conduct from the Kenya Police; and



•



At least two (2) years driving experience



Duties and Responsibilities This is the entry grade into the driver’s cadre. Duties and responsibilities at this level will involve; •



driving a motor vehicle as authorized



•



carrying out routine checks on the vehicle’s cooling, oil, electrical and brake systems, tyre pressure, etc.;



•



detecting and reporting malfunctioning of vehicle systems;
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•



maintenance of work tickets for vehicles assigned;



•



ensuring security and safety for the vehicle on and off the road;



•



safety of the passengers and /or goods therein; and



•



Maintaining cleanliness of the vehicle.



ARTISAN III (24 October 2011)



Job Group ‘E’ 4 Posts (2 Electricians and 2 Plumbers) Advert No V/NO 2/A/2011 Salary Scale: KShs 9,721x486 – 10,207x510 – 10,717x537 – 11,254 p.m. Terms of Service: Permanent and Pensionable



Requirements for Appointment For appointment to this grade a candidate must have a Government Trade Test Certificate Grade III in the relevant trade area (Carpentry, Masonry, Welding, Painting and Plumbing).



Duties and Responsibilities This will be the entry grade for this grade. An officer at this level will be on job training and will be assigned simple duties in repair and maintenance works under close supervision of a more experienced officer in line with the area of specialization (Carpentry, Masonry, Welding, Painting and Plumbing).



Interested applicants should complete PSC 2 (Revised) forms in triplicate enclosing copies of academic and professional certificates; testimonials, detailed current curriculum vitae indicating work experience, national identity card and provide telephone and cell phone number plus email and postal address.



Completed PSC forms should be submitted to the address shown below.



The Financial Secretary Office of the Deputy Prime Minister & Ministry of Finance P.O Box 30007 Nairobi
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Treasury Building (3rd Floor, Room 331)



So as to reach the Ministry on or before October 24, 2011



Please Note; •



PSC 2 forms are obtainable (free of charge) from any Government office and may also be downloaded from the Public Service Commission (K) website: www.publicservice.go.ke



•



Only shortlisted candidates will be notified



•



Hand delivered applications should be submitted to the Ministry Headquarters to the address shown above



•



Canvassing will lead to automatic disqualification



CATERING & TOURISM DEVELOPMENT LEVY TRUSTEES



MANAGEMENT TRAINEES (25 October 2011)



Eight (8) Positions



Catering & Tourism Development Levy Trustees (CTDLT), a State Corporation established under the Hotels & Restaurants Act Cap 494, Laws of Kenya and with the core mandates of Collecting, controlling and administering the Training and Tourism Development Levy Fund and Establishing and Developing National Standards for Testing skills required in the Tourism industry, wishes to recruit Management Trainees from the Marginalized, Arid and Semi Arid Lands (ASAL) regions.



Key Qualifications •



A good first degree in the following fields: Human Resource Management & Administration, Communication, Procurement.



•



Age 25 - 30 years.



•



Excellent Computer Skills MS Suite.



•



Excellent oral and written communication skills.



•



Ability to work as a team member.
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Employment The Management Trainees will undergo on-the-job training in their specified areas of specialization for a period of one year (12 Months).



Upon satisfactory performance; they will be absorbed in employment at CTDLT job Group 8.



Qualified and interested candidates from the stated areas should submit their applications together with their detailed curriculum vitae, copies of Academic and Professional certificates as well as testimonials, copy of National identity card or Passport, three referees and day time contacts.



Qualified Persons with disabilities (PWDS) are especially encouraged to apply.



The application should be addressed to:



The Chief Executive Officer Catering & Tourism Development Levy Trustees NHIF, Parking Complex 5th Floor - Ragati Road, Upper Hill, P.O. Box 46987 -00100 GPO, Nairobi Kenya Email [email protected]



Not later than 5.00p.m. Tuesday 25th October, 2011



Note: Only Shortlisted applicants will be contacted. Any form of canvassing will lead to automatic disqualification. CTDLT is an equal opportunity employer. CTDLT IS ISO 9001:2008 Certified



KENYA YEARBOOK EDITORIAL BOARD



Kenya yearbook editorial board was formed in November, 2008 as a state corporation to compile information on all government ministries, parastatals and departments for the Kenya yearbook and other products.
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The yearbook is used for reference by government and private institutions, as an investment and tourism promotion tool and to help Kenya introduce and market itself to the world.



They wish to fill the following position urgently.



INTERNAL AUDITOR (25 October 2011)



Job ref. Mn 3343 1 Post



Duties and responsibilities Reporting to the chief executive officer and the board The officer will be:•



In charge of internal audit.



•



Preparing audit plans and programmes.



•



Reviewing internal control systems on financial and other operations of departments.



•



Ensuring economy, efficiency and effectiveness in financial and operating systems.



•



Verifying the existence and safety of the board’s assets.



•



Preparing audit reports to management and follow up on action taken.



•



Supervising staff within the unit and maintenance of high audit standards and general discipline.



•



Secretary to the board’s audit committee.



•



Liaising with external auditors.



Requirements for employment To be appointed to this grade, one must:•



Be in possession of CPA (K)



•



Be in possession of a bachelor of commerce degree (accounting / finance option).



•



Be computer literate and competent in one or more of the automated accounting packages.



•



Have at least three years experience in internal audit.



Application If interested and qualified, please submit your certificate copies and testimonials, three copies of your CV and three references.
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The closing date is 25th October, 2011. Only short-listed candidates will be contacted.



Reply to:



The chief executive officer Kenya yearbook editorial board P.O. Box 34035 -00100 NHIF building, 4th floor, Nairobi



SOLIDARITES INTERNATIONAL



WATER ENGINEER (10 November 2011)



Line Manager: WASH Program Manager Location: North Horr, Kenya Duration: 12 months



Solidarites International is an international humanitarian aid organization which provides assistance to populations who are victims of armed conflict or natural disaster.



For 30 years, Solidarites International has concentrated its action on meeting three vital needs: water, food and shelter. By carrying out emergency programmes, Solidarites International acquired experience and expertise in the fields of access to drinking water and sanitation.



The joint Kenya / Somalia mission started in March 2007 and includes 3 field offices in South Somalia (Bardera, Afmadow and Adaado) and 2 field offices in Kenya (Nairobi Informal Settlements and North Horr) where Solidarites International implements both WASH and Food Security interventions.
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Objective of the position The Water Engineer is a key position which is responsible for all the technical aspects of the WASH program in the field. S/He will use technical expertise to assist the WASH Program Manager in the implementation of WASH activities.



Hierarchy The Water Engineer will be under the supervision of the WASH Program Manager who will be his or her line Manager and together with the WASH project manager will have functional links with the WASH technical advisor



Keys responsibilities NB: this list gives the framework of the responsibilities of this position but it is not exhaustive.



You may be asked to complete other duties.



•



In liaison with the WASH Program Manager, participate in project assessments and design by providing technical inputs and recommendations on WASH activities.



•



Work closely with the WASH Program Manager to complete detailed activity plans, technical reports and other sector reports for the project.



•



In liaison with the WASH Program manager spear-head technical implementation of WASH activities, including construction/rehabilitation of spring and abstraction water distribution systems, shallow wells, school and household latrines.



•



In liaison with the WASH Program manager take full lead in the field to prepare appropriate designs and detailed bill of quantities (BOQs) for all the WASH constructions activities.



•



Supervise and ensure technical quality in construction of all Water and Sanitation structures, ensuring good maintenance and sustainable processes are put in place.



•



Monitor and ensure proper use of materials in the field in line with Bill of quantities and project designs.



•



Ensure technical constructions/rehabilitations of water and sanitation structures is completed on time and high quality standards are maintained.



•



Appropriately involve and maintain good relationship with the beneficiaries and local communities at all phases of the projects.



•



Submit weekly technical reports to the WASH Program Manager.



•



In liaison with the WASH Program manager, take full responsibility of training the field based WASH staff on technical and management skills.
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•



In liaison with the WASH Program manager ensure sectorial integration, learning and adoption of best practices as outlined in SPHERE guidelines and Solidarites technical guidelines.



•



Contribute in the collection and reporting of relevant information about the general context, humanitarian situation and security to the WASH Program Manager.



•



Ensure that program activities are implemented as per the project design, and in line with policies of the Government of Kenya and other relevant guidelines and standards.



•



Review and advise the WASH Program Manager on the evolution of the program and events that require particular attention.



•



Make technical suggestions that will improve the quality of the activities of the program



•



Report other emerging WASH needs, to the Wash Program manager.



•



In liaison with the WASH Program Manager, follow the laid down logistical procedures and ensure timely ordering, purchase and supply of requirements to the field.



Required Qualifications •



A degree in Water Engineering or Civil Engineering



•



At least one year working experience



•



Working experience with communities will be an added advantage



•



Working experience in ASAL areas will also be an added advantage.



How to apply Kindly send your cover letter, CV and contact details for 3 referees to the following email address: [email protected] by closing date, 10th November 2011.



Please clearly indicate the position you are applying for in the title of your email. Only short-listed candidates will be contacted for an interview. Solidarites international is an equal opportunity employer



COAST FARM



CLINICAL OFFICER/ REGISTERED NURSE (31 October 2011)



Coast farm requires the services of a Clinical Officer or a Registered State Nurse to run their clinic.
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The successful candidate for the job vacancy must be a Kenyan Citizen, holding all relevant Ministry of Health documents and be a paid up member of the Kenya National Nurse Register.



Applicants should forward a detailed CV to:



P.O. Box 18488-00500 Nairobi



By latest 31st October 2011



SUPERSPORT MARKETING



MARKETING MANAGER - EAST AFRICA (31 October 2011)



SuperSport Marketing seeks to appoint a dynamic and self motivated individual, to assume responsibility as Marketing Manager - East Africa.



The manager will report to the Senior Marketing Manager in South Africa and in some instances to the Head of SuperSport, Africa, and management of SuperSport, East Africa, and the incumbent will be based in Nairobi.



Roles & Responsibilities: •



Devising broad and specific strategies to meet SuperSport targets for subscriber growth in East Africa



•



Manage brand awareness and brand building strategies.



•



Lead market intelligence of the sport market, entrench SuperSport brand, and maximize growth in this market



•



Cement significant relationships with relevant partners



•



Plan and execute advertising campaigns related to growth and brand awareness
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•



Launch fresh initiatives to further the brand and stimulate growth



•



Manage all SuperSport events and presence at other events.



•



Set and Manage publicity targets, build and manage media relationships



•



Manage budgets, media strategy and communication plan.



•



Submitting reports to the required parties.



Job Qualifications: •



Bachelor’s Degree in Marketing or PR/Communication



•



A professional Marketing/PR qualification including CIM will be an added advantage



•



At least 3 years working experience in a PR/Marketing position.



•



Excellent understanding of marketing dynamics



•



Good knowledge and understanding of Sports.



•



Excellent organizational and administrative skills



•



Excellent communication, interpersonal, verbal and written skills.



•



A team player, analytical and self-starter while meeting tight deadlines.



Applicants should submit their CV to the email address: [email protected] marked with the job title on the subject Line.



Closing Date: 31st October 2011



POPULATION COUNCIL



Population Council is implementing research in Kenya to strengthen the evidence of HIV and Sexual and Reproductive Health service integration and the benefits and costs of voucher-based reproductive health service delivery.



To implement these projects we wish to urgently recruit a highly competent, proactive and selfdriven person to fill the following position:
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M AND E PROGRAM OFFICER AND MANAGER OF DATA MANAGEMENT UNIT (28 October 2011) Key Responsibilities The position will provide technical support for managing data (including in-depth analysis) for two large reproductive health projects in Kenya and Swaziland: The INTEGRA project is measuring the benefits and costs of integrated SRH and HIV services in two provinces in Kenya and in Swaziland.



The RH Vouchers Project is evaluating the impact of integrated HIV and RH services in Kenya and four other countries.



In addition to supporting the evaluation of the two major projects, a good understanding of M & E frameworks and management experience with spatial and survey data is essential.



The position will also lead the Data Management Unit by coordinating all aspects of data management for on-going and new operations research projects, including designing data entry screens, training research assistants on utilization of new data collection technologies, training and supervising data entry personnel and activities, and overseeing data cleaning.



Collaborate with the reproductive health team to ensure the appropriate data collection and analysis for reporting against the two Project Frameworks and on information dissemination and utilization of results. Prepare activity workplans.



Qualifications: •



Masters degree in demography, social science, public health, information technology, quantitative sociology or related discipline.



•



Relevant experience in reproductive health, family planning, HIV and AIDS, poverty, gender, and youth.



•



Minimum of two years’ relevant professional experience in managing large data bases and a demonstrated ability to work in a multicultural environment.



•



Excellent English written and oral communication skills including the ability to translate technical information for nontechnical audience.



Interested candidates should send their resume and cover letter to the attention of:



Human Resources /Logistics Manager
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P.O. Box 17643-00500 Nairobi.



Or email: [email protected]



Applications must be received not later than October 28th, 2011.



Only short-listed candidates will be contacted. Population Council is an equal opportunity employer.



KENYA BROADCASTING CORPORATION



BRAND MANAGER (NATIONAL RADIOS) (28 October 2011)



REF: HR/MKT 02/2011 SS LEVEL: BE 3



The Role Reporting to the Marketing Manager the person will be responsible for the development and management of National Radio brands with the aim of achieving and maintaining leadership positions in their respective market segments.



Duties and Responsibilities •



Prepare and implement annual brand plans to achieve set targets.



•



Ensure brand profitability is achieved through optimal management of resources



•



Collect, analyze & prepare brand reports and conduct competitive market analysis.



•



Develop and implement brand communication strategies



•



Liaise with external agencies in developing and implementing brand strategies



•



Identify and initiate brand improvements to meet changing market needs



•



New product development
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Requirements •



At least a Degree in Marketing or Business Administration from a reputable University.



•



A Post graduate Diploma in Marketing from a recognized institution will be an added advantage.



•



5 years experience in brand marketing in a large organization.



•



Excellent communication and interpersonal skills.



Interested candidates should send their resume and cover letter to the attention of:



Human Resources /Logistics Manager P.O. Box 17643-00500 Nairobi.



Or email: [email protected]



Applications must be received not later than October 28th, 2011.



Only short-listed candidates will be contacted. Population Council is an equal opportunity employer.



ASSISTANT BRAND MANAGER (REGIONAL RADIO STATIONS) (28 October 2011)



REF: HR/MKT 03/2011: SS LEVEL: BE 5



The Role The person will be responsible for the development and management of a set of brands with the main aim of achieving and maintaining leadership position in their respective market segments.



Duties and Responsibilities •



Prepare and implement annual brand plans to achieve set targets.



•



Ensure brand profitability is achieved through optimal management of resources.



•



Collect, analyze & prepare brand reports and conduct competitive market analysis.
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•



Develop and implement brand communication strategies.



•



Liaise with external agencies in developing and implementing brand strategies.



•



Identify and initiate brand improvements to meet changing market needs



•



New product development.



Requirements •



At least a Degree in Marketing or Business Administration from a reputable University.



•



A Post graduate Diploma in Marketing from a recognized institution will be an added advantage.



•



At least 3 years experience in brand marketing in a large organization.



•



Excellent communication and interpersonal skills.



Interested candidates who meet the above criteria may send their applications stating their current remuneration and enclosing detailed CVs, copies of certificates and testimonials, names of three referees, day time telephone contacts, so as to reach the undersigned on or before Friday 28th October 2011.



The Managing Director Kenya Broadcasting Corporation P.O. Box 30456 Nairobi



Only shortlisted applicants will be contacted. We Are An Equal Opportunity Employer



LUTHERAN WORLD FEDERATION
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Lutheran World Federation / Department for World Service Kenya Program is seeking to recruit Kenyan nationals for the following positions to be based in Dadaab Refugee Camp.



CLERK OF WORKS (21 October 2011)



2 Positions



Please note that this is a short term contract that runs till 31st December but with probability of renewal depending on the workload and availability of funds.



The Clerk of Works will be reporting to the Construction Officer or his designate.



Duties and responsibilities include but not limited to the following: •



Ensuring proper implementation of funded activities in accordance with approved work plans, budgets and regulations of LWF/DWS with partners & donors.



•



Prepare, interpret and share with construction officer sketches for building designs and drawings for all construction works at camp level.



•



Providing Bills of quantities and other estimate costs for all constructions, the purposes of budgeting.



•



Keep construction officer posted on the progress of shelter implementation through regular updates.



•



Prepare weekly, monthly, quarterly and annual reports detailing the progress and achievement of project.



•



Responsible for other duties as delegated/assigned by the supervisor or designate



•



Support the construction officer at camp level in facilitating the activities of all the other sectors in matters pertaining to construction of infrastructure and the built environment.



•



Perform any other duties assigned to them by the construction officer or designate.



Professional Qualifications •



Degree in BSc. Civil & Structural Engineering/Water & Sanitation engineering.



•



Computer literacy in MS office suit, Internet, AUTO CAD + any other structural analysis soft ware



•



Arch CAD.
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•



Professional experience working with international organizations/ NGO and experience of humanitarian principles, SPHERE and UNHCR standards and field security protocols and procedures.



•



Minimum of two years experience of construction supervision in a humanitarian emergency set up is an added advantage



Personal Attributes •



High level of integrity, commitment and professional responsibility.



•



Ability to tolerate cultural, educational and religious diversity in the work place.



•



Able to work in a team with minimal supervision



•



Ability to work under pressure, tight deadlines and adverse climate



•



Strong analytical, problem solving and quick response experiences in humanitarian contexts.



LWF/DWS is an equal opportunity employer, irrespective of gender, race or religious affiliation.



LWF/DWS is a signatory to the Code of Conduct for humanitarian agencies.



Our recruitment and selection procedures reflect the organization’s commitment to the prevention of abuse and exploitation of beneficiaries



Applications and detailed CV must include email address and telephone contacts of 3 referees, one of whom must be your supervisor in your current/former employment.



They should reach the undersigned by close of business on 21st October, 2011



Human Resources Officer, Lutheran World Federation, P.O Box 40870-00100, Nairobi



Or e-mail to [email protected]



Only short-listed candidates will be contacted For more details, visit our website www.lwf-kenya.org



60



SPECIAL NEEDS EDUCATION TEACHERS (24 October 2011)



3 Positions



Duties & Responsibilities include but are not limited to:•



Teaching primary school children with special needs as per the curriculum to improve quality education.



•



Responsible for implementing & evaluating curriculum in the least restrictive environment to children.



•



Train SNE children in co-curriculum activities.



•



Provide technical support to regular teachers on SNE matters to meet individual learners’ needs.



•



Capacity building of incentive SNE Teachers and regular class room teachers on specific needs



•



Organizing the classroom and learning resources to create a positive learning environment.



•



Planning, preparing & presenting lessons that cater for the needs of the whole range within their class.



•



Assess and prescribe the right equipment to SNE children and train them to use them.



•



Staying up to date with changes and developments in the curriculum structure.



•



Guide and train parents of children with disability on basic conception for upbringing of their children.



•



Involve the refugee community through the PTA in SNE issues.



•



And any other duty assigned by the officer in charge.



Professional Qualification: •



P1 Certificate from Kenya National Examination Council with a Diploma in SNE



•



Registered by Teachers Service Commission



•



Computer literacy



•



Has attended various short courses on SNE to keep abreast with new developments in the sector



•



Competencies: Assessment teacher of children with special needs and teacher trainer



•



Special preference to person with specialization in sign language/speech disorder/visual impairment (low vision)



Relevant Experience:
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•



At least 4 years of progressive experience as SNE teacher



•



Assessment teacher of children with special needs and teacher trainer



•



Experience gained within an international humanitarian NGO will be an added advantage.



•



Experience in inclusive education and safe learning environments initiatives



•



Experienced in using learner centered model of teaching



Personal Attributes: •



High level of motivation, integrity, commitment and professional responsibility.



•



Ability to tolerate cultural, educational and religious diversity in the work place



•



Excellent communication skills, time management, organization and presentation skills



•



A good team player with high degree of initiative, flexibility and tolerance



“LWF/DWS is an equal opportunity employer, irrespective of gender, race or religious affiliation.



LWF/DWS is a signatory to the Code of Conduct for humanitarian agencies. Our recruitment and selection procedures reflect the organization’s commitment to the prevention of abuse and exploitation of beneficiaries.”



Applications and detailed CV must include email address and telephone contacts of 3 referees, one of whom must be your supervisor in your current/former employment. They should reach the undersigned by close of business on 24th October, 2011



Human Resources Officer, Lutheran World Federation, P.O Box 40870-00100, Nairobi



Or e-mail to [email protected]



Only short-listed candidates will be contacted



For more details, visit our website www.lwf-kenya.org
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BRIDGE INTERNATIONAL ACADEMIES About Bridge International Academies Bridge International Academies is a for-profit startup company revolutionizing education across Africa with a unique business model. The company runs a large-scale network of low-cost primary schools in Kenya that significantly outperforms other primary schools in the same areas because of our “school in a box” systems.



Our schools profitably deliver this high-quality education for less than $4 per child per month, which enable the schools to cover all their costs and create a profitable central organization at scale. We have launched 37 schools in Kenya, we will double in size in the next 6 months, and plan to rapidly scale the company to serve more than 1 million students across the continent.



MPESA / FINANCE DATA CLERKS (20 October 2011)



Nairobi, Kenya 2 Positions



About this position This is a key role within the finance department whose vision is always to be a valued business supporter providing high quality and timely financial services. Reporting to the Finance and Data Analyst, the job holder will be part of young but professional finance team to achieve excellence within a few months.



Working closely with finance and business team leaders, the main purpose of this role is to perform day to day processing of bulk MPESA transactions and financial data analysis in the company CRM and Navision system, undertaking timely reconciliations of payments and enhancing internal controls pertaining to MPESA accounts payables process of the company, identify, review and record financial transactions into Microsoft Dynamics (Navision), measure, classify and verify the financial information and then summarize, interpret and communicate MPESA activities to the team leader for review.
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Key Areas of Responsibilities: •



Day to day accounting duties/activities for the head office and the schools



•



MPESA payment preparations (ensuring payments are for Bridge International Academies business purposes and comply with all standard guidelines and procedures including approval by the department head)



•



Handling issues and enquiries from school managers concerning student payment status



•



Regularly updating accounting information in Navision or other financial package



•



Vendor data gathering for schools through head of school operations



•



Assist in gathering data and information for budget preparation and control for construction, schools, and head office functions



•



Assist in the development and maintenance of costing data arising from MPESA transactions



•



Tracking and preparing monthly MPESA charges trend analysis for review with the supervisor and Chief Accountant



•



Participate actively in the improvement of filing, documentation and accounting systems, processes and tools



•



Preparation of regular reports including daily payments reports for MPESA accounts.



•



Daily review and reporting of bank transactions and performing daily bank reconciliation for the MPESA accounts.



•



Scan and organize all receipts electronically



•



Support the development of high quality and reliable finance services to all users of financial information in the organization.



•



Assist the finance team in any other day to day and periodic tasks



•



Prepare Accounts Payables schedules and other balance sheet schedules for internal, interim and annual audits and timely resolution of any issues raised from internal review or audit.



•



Maintain filing system for all Accounts Payables transactions and ensure there is ease to retrieve them.



About You •



Intermediate level ACCA/ CIMA or CPA with excellent academic record with a minimum of 2 years work experience in a busy bulk MPESA payment environment.



•



Understanding and use of a well run purchasing and Accounts payable process.



•



Understanding of the tax requirements for payments made;



•



Ability to relate well with both internal and external customers and work in teams;



•



Have a positive approach to ensuring complete customer satisfaction;
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•



Highly innovative, with excellent analytical skills and ability to meet strict deadlines



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to details.



•



Ability to plan and manage own workload in order to harmonize work flows and meet tight deadlines.



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions.



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment.



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times.



•



Able to provide a current certificate of good conduct



•



Passionate about children and education in Africa.



The deadline for submission of applications is Thursday 20 October 2011



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=oF2ZVfwl



PAYABLES ACCOUNTANT (20 October 2011)



Nairobi, Kenya 2 Positions



About this position This is a key role within the finance department. The department vision is to always be a valued business supporter providing high quality and timely financial services. Reporting to the Chief Accountant, the job holder will be part of young but professional finance team to achieve excellence within a few months.
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Working closely with finance and business team leaders, the main purpose of this role is to improve and take a lead role in processing of suppliers’ accounts in the Navision system, undertaking timely reconciliations of payables and enhancing internal controls pertaining to purchase ledger and accounts payables process of the company, identify, review and record financial transactions into Microsoft Dynamics (Navision), measure, classify and verify the financial information and summarize, interpret and communicate the Accounts Payable information to the Chief Accountant for review.



Key Areas of Responsibilities: •



Implement procedures in the business to ensure all invoices received are delivered to Accounts Payable upon receipt in the company and maintain an updated register to track movement of all the invoices received in the business until paid and filed.



•



Streamline the “purchase to pay” process including scheduling of payments as per payment cycles.



•



Reviewing of all supplier reconciliations and ensuring that reconciling items are resolved within one month.



•



Prepare and maintain a register of all payments made outside the purchasing system.



•



Review, check all invoices and ensure receipt of goods/services is acknowledged by the user departments before processing.



•



Maintain a log of all disputed invoices and report monthly on actions taken to resolve them



•



Spearhead automation of payment processes.



•



Provide weekly and monthly payables projections for input into the business cashflow planning



•



Manage supplier payments by among other things ensuring payments are done as per agreed terms, supplier relations are maintained and improved.



•



Participate in the monthly physical stock take as instructed by the Management.



•



Prepare monthly accrual and prepayment schedules for the purpose of monthly reporting in line with IFRS.



•



Prepare Accounts Payables schedules and other balance sheet schedules for internal, interim and annual audits and timely resolution of any issues raised from internal review or audit.



•



Manage the performance of direct reports including setting individual KPIS, tracking and measuring the performance of staff against the Key Performance Indicators on a regular basis.



•



Developing the accounts payable team through on the job coaching and evaluating the training needs/proposing action to address the needs.



About you
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•



Intermediate to advanced levels of ACCA/ CIMA or CPA with excellent academic record with a minimum of 3 years work experience in a large payables section with ability to supervise and develop a small team of professional staff.



•



Understanding and use of a well run purchasing and Accounts payable process.



•



Understanding of the International Financial Reporting Standards and their application;



•



Understanding of the tax requirements for payments made



•



Ability to relate well with both internal and external customers and work in teams;



•



Have a positive approach to ensuring complete customer satisfaction;



•



Highly innovative, with excellent analytical skills and ability to meet strict deadlines



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to details



•



People skills and superior presentation abilities is a major requirement



•



Ability to plan and manage own workload and coach/mentor team members in order to harmonize work flows and meet tight deadlines



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times



•



Passionate about children and education in Africa.



The deadline for submitting applications is Thursday 20th October 2011



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=on2ZVfw3



FINANCIAL ACCOUNTANT (20 October 2011)



Nairobi, Kenya 2 Positions
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About this position This is a key role within the finance department whose vision is to always be a valued business supporter providing high quality and timely financial services.



Reporting to the Chief Accountant, the job holder will play a major role in building the young but professional finance team to achieve excellence within a few months.



Working closely with finance and business team leaders, the individual will identify, review and record financial transactions into Microsoft Dynamics (Navision), measure, classify and verify the financial information and then summarize, interpret and communicate the financial information to the chief accountant for review.



Key Areas of Responsibilities: •



Understand the business and specific operations that generate revenue, costs and consume resources that require tracking and reporting into the Navision system



•



Review all support documents to ascertain authenticity and record and review financial transactions in the ledger on a daily basis



•



Proper management and updating of financial records both into the Navision systems and in other offline tracking tools as required for day to day communication



•



Serving as key control review points for all items entering the ledger and ensuring high quality assurance of financial data to guarantee appropriate allocation for analysis and reporting purposes



•



Development of tailor made reports and analysis within the Navision account schedules and dimensions in line with standard and non routine demands of the finance and non finance team leaders



•



Observe and monitor compliance to weekly and monthly reporting cycles to strict deadlines



•



Assisting the auditors during interim and year-end audits to enable the smooth running of relevant audit work and meeting of audit and statutory reporting deadlines.



•



Preparation of monthly WHT and other tax returns and supporting work, answering tax queries as they arise in the daily running of the business.



•



Constant monitoring of balance sheet accounts to assure integrity of balances and appropriate analysis of return on assets among other asset measures.



•



Build appropriate tools to ensure smooth finance operations even with high growth of transactions and finance service demand from the business
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About you •



Intermediate to advanced levels of ACCA/ CIMA or CPA with excellent academic record and a minimum of 3 years work experience with ability to supervise and develop a small team of professional staff



•



Experience of financial reporting and consolidation in a complex multinational organization, or of the internal or statutory audit of such organizations



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to detail



•



People skills and superior presentation abilities is a major requirement



•



Excellent awareness of current technical accounting and reporting requirements and the ability to apply these requirements in a pragmatic and commercial manner



•



Ability to plan and manage own workload and coach/mentor team members in order to harmonize work flows and meet tight deadlines



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times



•



Passionate about children and education in Africa.



The closing date to submit applications will is Thursday 20th October 2011.



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=oLYZVfwn



PAYROLL ACCOUNTANT (20 October 2011)



Nairobi, Kenya 1 position
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About this position This is a key role within the finance department. The vision of the department is to always be a valued business supporter providing high quality and timely financial services. Reporting to the Payroll Manager, the job holder will play a major role in strengthening payroll services in the company. Working closely with school operations, HR and Microsoft Dynamics Navision) ERP Manager, the position holder will create a systematic approach to payroll data gathering, analysis of bi-monthly payroll changes, input of payroll data into Microsoft Dynamics (Navision) payroll module and submission of payroll outputs to the department heads, finance and HR for authorization.



Key Areas of Responsibilities: •



Understand the business and specific operations that generate payroll data, tracking and reporting payroll inputs and outputs into the Navision system



•



Review existing payroll systems, documentation and procedures and build improved systems to cope with increasing staff levels across the country.



•



Set up clear and well developed payroll data, control and process cycles that will guarantee accuracy, confidentiality, timeliness and audit trails of payroll functions and reports



•



Serving as key control review point for all items entering the payroll system and ensure appropriate allocation of payroll costs to departments for analysis and reporting purposes



•



Development of tailor made reports and analysis within the Navision payroll module and account schedules and dimensions in line with standard and non routine demands of the finance and non finance team leaders



•



Observe and monitor compliance to weekly and monthly payroll cycles and strict deadlines



•



Preparation of monthly payroll related statutory returns assuring compliance to all monthly, quarterly and annual reporting, payments and submission deadlines



•



Lead the preparation of payroll audit files for compliance, internal and external audits



•



Reconcile payroll control accounts on a timely basis



•



Attend to staff queries and reporting needs of payroll services within standard confidentiality limits



•



Build appropriate tools to ensure smooth payroll operations even with high growth of staff and consequent transactions payroll service demand from the business



About you
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•



Foundation to Intermediate levels of ACCA/ CIMA or CPA with excellent academic record and a minimum of 2-3 years work experience in a busy payroll environment with at least 300 full time employees



•



Experience in building robust payroll systems in a large organization with proven skills in handling payroll activities and consistently meeting tight payroll deadlines. Experience in a busy HR environment will be preferred.



•



High integrity with natural ability to maintain confidentiality and presence of mind when handling payroll and staff matters



•



Good communication and presentation skills and high proficiency with multiple details



•



Excellent awareness of statutory compliance issues in Kenya and general awareness of labour law and practices



•



Ability to plan and manage own workload and coach/mentor team members in order to harmonize work flows and meet tight deadlines



•



Excellent hands on MS office suite skills and proficiency with Microsoft Dynamics (Navision) version 2009 will be advantageous



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times



•



Possession of a current certificate of good conduct will be required before the person is hired



•



Passionate about children and education in Africa.



The closing date to submit applications will be Thursday 20th October 2011.



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=ol1ZVfw0



ASSISTANT ACCOUNTANT (20 October 2011)



Nairobi, Kenya 2 positions
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About this position This is a key role within the finance department whose vision is always to be a valued business supporter providing high quality and timely financial services. Reporting to the Payables Accountant, the job holder will be part of young but professional finance team to achieve excellence within a few months. Working closely with finance and business team leaders, the main purpose of this role is to perform day to day processing of accounts payables transactions in the Navision system, undertaking timely reconciliations of payables and enhancing internal controls pertaining to purchase ledger and accounts payables process of the company, identify, review and record financial transactions into Microsoft Dynamics (Navision), measure, classify and verify the financial information and then summarize, interpret and communicate the Accounts Payable information to the Payables Accountant for review.



Key Areas of Responsibilities: •



Assist to implement procedure in the business to ensure all supplier invoices received are delivered to Accounts Payable upon receipt in the company and maintain an updated register to track movement of all the invoices received in the business until paid and properly filed.



•



Receive and verify invoices and requisitions for goods and services



•



Prepare batches of invoices for data entry into the system.



•



Assist to streamline the purchase to pay process including scheduling of payments as per payment cycles.



•



Prepare all supplier reconciliations and ensuring that reconciling items are resolved within one month.



•



Prepare and maintain a register of all payments made outside the purchasing system.



•



Review, check all invoices and ensure receipt of goods/services is acknowledged by the user departments before invoice processing.



•



Maintain a log of all disputed invoices and report monthly on action taken to resolve them



•



Assist to spearhead automation of payment processes.



•



Assist manage supplier payments by among other things ensuring payments are done as per agreed terms, supplier relations are maintained and improved.



•



Participate in the monthly physical stock take as instructed by the Management.



•



Assist to prepare monthly accrual and prepayment schedules for the purpose of monthly reporting in line with IFRS.



•



Prepare Accounts Payables schedules and other balance sheet schedules for internal, interim and annual audits and timely resolution of any issues raised from internal review or audit.
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•



Maintain filing system for all Accounts Payables transactions and ensure there is ease to retrieve them.



About You •



Intermediate to advanced levels of ACCA/ CIMA or CPA with excellent academic record with a minimum of 2 years work experience in a busy environment.



•



Understanding and use of a well run purchasing and Accounts payable process.



•



Understanding of the International Financial Reporting Standards and their application;



•



Understanding of the tax requirements for payments made;



•



Ability to relate well with both internal and external customers and work in teams;



•



Have a positive approach to ensuring complete customer satisfaction;



•



Highly innovative, with excellent analytical skills and ability to meet strict deadlines



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to details.



•



Ability to plan and manage own workload in order to harmonize work flows and meet tight deadlines.



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions.



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment.



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times.



•



Passionate about children and education in Africa.



The deadline for submission of applications is Thursday 20 October 2011



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=oE2ZVfwk



FINANCE PROCESS AUDITOR (20 October 2011)
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Nairobi, Kenya



About this position Reporting to the Head of Finance and Administration and working closely with the Chief Executive Officer, the position holder will be responsible for building an audit and risk and assurance function at the company’s head office with ability to deliver high quality business process and compliance audits that bring significant value to the business. The position holder will develop audit and business control compliance schedules, perform compliance and financial audits and lead the development of internal control systems, processes, tools and training programmes to support the business in achieving high compliance levels. This person will be responsible for performing process quality assurance of key business processes and major projects while working closely with the Technology team to embed controls around all aspects of the Microsoft Dynamics (Navision) ERP environment.



Key Areas of Responsibilities: •



Development of the audit work plans, review with business leaders and roll out of audit and risk assessment activities to assure smooth and secure business operations throughout the year



•



Review existing procedures and develop improved tools, documentation and assessment structures to support land purchase and lease transactions while working closely with head of lands and legal department staff in this task



•



Identify risk aspects within other operations and finance functions and develop appropriate metrics to monitor and control all potential risk areas in the business



•



Build and enhance controls and rapid feedback reports and triggers within Microsoft Dynamics ERP systems with focus on robust procurement, warehousing, inventory management and asset and expenditure tracking and authorization in line with established approval limits and processes



•



Delegate, train and guide finance and operations team to undertake specific field and other audit projects with your oversight to assure quality, meeting of set deadlines and follow up of actions arising from the audits



•



Conduct audit assignments and build working papers in accordance with the Internal Audit policies and procedures and international best practice



•



Interface with management, staff and other stakeholders in reference to audit quality control and business process compliance issues.



•



Reviews, recommends and implements modifications to procedures and workflow as necessary to ensure efficient and effective processing of all business transactions.
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•



Prepares monthly quality review reports for management review and discussion.



•



Work closely with external auditors other team members to complete each audit exercise until the assignments are completed and wrapped up.



•



Supervise interim and year end statutory audits to high quality finish within set deadlines



About you •



Qualified accountant with ACCA/ CIMA or CPA, excellent academic record and a minimum of 3 years work experience with ability to work independently and supervise and develop a small team of business process analysts



•



Minimum of 5 years external/internal audit experience within a multicultural environment in a reputable large for- profit organization with strong internal controls.



•



Experience in conducting value added Process Audit in a property, construction or research environment with multiple business units is desirable



•



2-3 years experience in a supervisory role within an audit or business process oversight position



•



Strong interpersonal, organizational and analytical/problem solving skills



•



Business support oriented thinker with keen understanding and appreciation of business strategy within a systems orientation



•



Able to provide sound and commercially helpful audit and business control advisory services to management without compromising the need for robust oversight to prevent and mitigate business risks and all levels



•



Good communication skills, high proficiency in computer spreadsheets and good written and verbal presentation skills



•



Hands on knowledge of Microsoft Dynamics (Navision) ERP



•



Good leadership abilities to oversee and mentor personnel



The closing date to submit applications will be Thursday 20th October 2011.



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=om1ZVfw1



BUSINESS SUPPORT MANAGER (20 October 2011)



Nairobi, Kenya



75



About this position This is a key role within the finance department and working very closely with all heads of department. The finance department vision is to always be a valued business partner providing high quality and timely financial services. Reporting to the Head of Finance and Administration, the job holder will play a major role in building effective and value adding budgeting, business planning and models, analytical and reporting systems and tools that provide scheduled and on demand information, trends and business reports and ratios that help to plan and interpret business results and decision impacts on a continuous basis. Working closely with finance and business team leaders, the individual should be a hands on and strategic player who is able to identify and deal with issues at the micro and macro business unit levels.



Key Areas of Responsibilities: •



Development of tailor made reports and analysis within the Navision account schedules and dimensions in line with standard and non routine demands of the finance and non finance team leaders



•



Constant monitoring of profitability and balance sheet ratios and trends and offer insights that assist decisions to help achieve anticipated results and returns on investment.



•



Build appropriate tools to ensure quick feedback to operations department even with high growth of business projects and activities



•



Initiate, train staff and implement ABC budgeting systems and budgetary control and reporting across the business



•



Develop short to long term business planning and synchronize this within the business reporting and activity cycles with high engagement of operations team leaders. User friendly planning and reporting will be a key requirement



•



Analyze costs and revenue drivers and support business leaders in their day to day decisions



•



Train managers on financial aspects



•



Enhance technology based systems within Microsoft Dynamics ERP to anchor business information and decision support



•



Champion continuous improvement projects in a structured way and seek opportunities to increase efficiency of the finance and administrative operations



•



Provide leadership to a small team in the business support function to ensure best in class systems and value adding outputs form the team.



About you
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•



Qualified accountant with ACCA/ CIMA or CPA, business degree from a reputable university and excellent academic and professional record



•



Minimum of 5 years work experience in a manufacturing, supply chain or other environments that has provided excellent skills in building and managing enduring and value adding business support functions with ability to supervise and develop a small team of professional staff



•



Experience of financial reporting and consolidation in a complex multinational organization, or of the internal or statutory audit of such organizations



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to detail



•



People skills and superior presentation abilities is a major requirement



•



Excellent awareness of current technical accounting and reporting requirements and the ability to apply these requirements in a pragmatic and commercial manner



•



Ability to plan and manage own workload and coach/mentor team members in order to harmonize work flows and meet tight deadlines



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times



•



Passionate about children and education in Africa.



The closing date to submit applications will be Thursday 20th October 2011.



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=oB2ZVfwh



BUDGET OFFICER (20 October 2011)



Nairobi, Kenya
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About this position This is a key role within the finance department and working very closely with all heads of department. The finance department vision is to always be a valued business partner providing high quality and timely financial services. Reporting to the Business Support Manager and working closely with the Chief Accountant, the job holder will play a major role in implementing effective and value adding ABC budgeting, assisting the creation of business plans, models, analytical and reporting systems and tools that provide scheduled and on demand information, trends and business reports and ratios that help to plan and interpret business results and decision impacts on a continuous basis. Working closely with finance and business team leaders, the individual should be a hands on player and a quick learner



Key Areas of Responsibilities: •



Development of templates and tailor made reports and analysis within the Navision Budget framework and account schedules and dimensions in line with standard and non routine demands of the finance and non finance team leaders



•



Analyze business activities in all departments and develop activity tracking and planning templates to serve as inputs for the budgeting and forecasting process



•



Collect appropriate finance and non finance data and prepare budgets and forecasts for review and approval.



•



Create rolling forecasts of profit and loss, balance sheet and cashflow items every month for use in day to day decisions and review of financial performance



•



Input budget and forecast data into the Navision budget module



•



Supervise the budgeting data delivery time table to meet tight deadlines and assure quality of information



•



Create complex but value adding graphs and ratios that help interpretation of trends for decision planning and review



•



Build appropriate tools to ensure quick feedback to operations department even with high growth of business projects and activities



•



Initiate, train staff and implement



ABC budgeting systems and budgetary control and



reporting across the business •



Analyze costs and revenue drivers and support business leaders in their day to day decisions



•



Train managers on budget and forecasting processes and tools



•



Champion continuous improvement projects in a structured way and seek opportunities to increase efficiency of the budgeting, forecasting and reporting tools
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•



Assist the Business Support manager and Chief Accountant on a day to day basis



About you •



Qualified accountant with ACCA/ CIMA or CPA, business degree from a reputable university and excellent academic and professional record



•



Minimum of 3 years work experience in a manufacturing, supply chain or other environments that has provided excellent skills in building and managing enduring and value adding budgeting and forecasting systems with ability to communicate and work with non finance managers and staff in a rapidly growing company



•



Experience of financial reporting and consolidation in a complex multinational organization, or of the internal or statutory audit of such organizations



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to detail



•



People skills and superior presentation abilities is a major requirement



•



Excellent awareness of current technical accounting and reporting requirements and the ability to apply these requirements in a pragmatic and commercial manner



•



Ability to plan and manage own workload and coach/mentor team members in order to harmonize work flows and meet tight deadlines



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times



•



Passionate about children and education in Africa.



The closing date to submit applications will be Thursday 20th October 2011.



To apply, please copy the link below as your web address: http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=oC2ZVfwi
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FINANCIAL ANALYST (20 October 2011)



Nairobi, Kenya



About this position This is a key role within the finance department and working very closely with all heads of department. The finance department vision is to always be a valued business partner providing high quality and timely financial services. Reporting to the Business Support Manager and working closely with the Chief Accountant, the job holder will play a major role in implementing effective financial analysis and value adding business performance commentaries, assisting the creation of business plans, models, analytical and reporting systems and tools that provide scheduled and on demand information, trends and business reports and ratios that help to plan and interpret business results and decision impacts on a continuous basis. Working closely with finance and business team leaders, the individual should be a hands on player and a quick learner



Key Areas of Responsibilities: •



Development of templates and tailor made reports and analysis within the Navision financial management framework and account schedules and dimensions in line with standard and non routine demands of the finance and non finance team leaders



•



Analyze business activities in all departments and develop activity tracking and planning templates to serve as inputs for the reporting, budgeting and forecasting process



•



Collect appropriate finance and non finance data and prepare business commentaries that clearly link performance to decisions and activities.



•



Create rolling actual and forecasts of profit and loss, balance sheet and cashflow items every month for use in day to day decisions and review of financial performance



•



Develop templates and dashboards for reporting summary and detailed financial information with comparative budget and forecast data within the Navision reporting system



•



Supervise the monthly financial reporting cycle to meet tight deadlines and assure quality of information and commentaries



•



Create complex but value adding graphs and ratios that help interpretation of trends for decision planning and review



•



Build appropriate tools to ensure quick feedback to operations department even with high growth of business projects and activities



•



Initiate, train staff and implement financial analysis and reporting across the business



•



Analyze costs and revenue drivers and support business leaders in their day to day decisions
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•



Train managers on budget and forecasting processes and tools



•



Champion continuous improvement projects in a structured way and seek opportunities to increase efficiency of the reporting and analytical functions and tools



•



Assist the Business Support manager and Chief Accountant on a day to day basis



About you •



Qualified accountant with ACCA/ CIMA or CPA, business degree from a reputable university and excellent academic and professional record



•



Minimum of 3 years work experience in a manufacturing, supply chain or other environments that has provided excellent skills in building and managing enduring and value adding financial models and analysis with ability to communicate and work with non finance managers and staff in a rapidly growing company



•



Experience of financial reporting and consolidation in a complex multinational organization, or of the internal or statutory audit of such organizations



•



Experience of working with medium to high exposure of business analysis, communication and support for large and fast growing profit oriented organizations.



•



High integrity, IT literacy and excellent attention to detail



•



People skills and superior presentation abilities is a major requirement



•



Excellent awareness of current technical accounting and reporting requirements and the ability to apply these requirements in a pragmatic and commercial manner



•



Ability to plan and manage own workload and coach/mentor team members in order to harmonize work flows and meet tight deadlines



•



Excellent spreadsheet skills and proficiency with Microsoft Dynamics (Navision) version 2009



•



Ability to use initiative and creative thinking to anticipate issues and develop common sense and practical solutions



•



Proactive and self motivated with excellent communication skills



•



Confident and flexible team player with great ability to work closely with non finance team members within a multicultural environment



•



A “finisher” with the genuine drive and commitment to produce the highest quality work and to deliver technical expertise at all times



•



Passionate about children and education in Africa.



The closing date to submit applications will be Thursday 20th October 2011.



To apply, please copy the link below as your web address:
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http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qO09VfwC&v=1&page=Job%20Description& j=oD2ZVfwj



KISUMU WATER AND SEWERAGE COMPANY LIMITED



Kisumu Water and Sewerage Company Limited (KIWASCO), a fast growing Company providing water and sewerage services within Kisumu is seeking to recruit competent and qualified personnel in the following positions:



HUMAN RESOURCE OFFICER (30 October 2011) Duties and Responsibilities •



Assist in implementation of HR strategies and policies to support the business needs.



•



Proactively drive the recruitment and selection process of junior staff and provide administrative support for the recruitment of senior staff.



•



Prepare and coordinate induction programs for newly recruited employees.



•



Maintain an effective record management system for employees to ensure confidentiality of official records.



•



Manage payroll administration.



•



Prepare HR reports as required from time to time.



•



Any other duties that may be assigned from time to time.



Minimum Qualifications and Experience •



Bachelors Degree in Human Resource Management



•



Diploma in Human Resource Management



•



Two years working experience



•



Excellent report writing, interpersonal and communications skills



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:
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Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



ZONAL CO-ORDINATORS (30 October 2011)



5 Positions



Duties and Responsibilities: •



Manage the operation and maintenance of water supply and waste water operations



•



Coordinate revenue generation and collection activities



•



Coordinate rehabilitation and minor pipeline extension



•



Coordinate customer care/public relations



•



Prepare weekly zonal reports.



•



Manage area administrative duties



•



Ensure correct billing and reconciliation of customers accounts



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience: •



Bachelors’ degree in a business related field



•



Diploma in Business related field



•



Customer relations knowledge



•



3 - 5 years working experience, 1 of which should have been at a supervisory level



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



WATER KIOSK SUPERVISOR (30 October 2011) Duties and Responsibilities
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•



Directs and oversees all the activities of water kiosks to ensure efficient management of the kiosk operations.



•



Work closely with community representatives and relevant in-house teams to ensure the timely set-up and take-down of kiosks as required.



•



Responsible for setting and ensuring that hygiene standards are adhered to



•



Set targets and objectives for the teams and monitor and report on these as required.



•



Resolve operational day to day issues including and problems or queries escalated by the community representatives and Water Kiosk Operations Assistants.



•



Prepare sales reports as and when required



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience •



A Bachelor’s degree in Business Studies



•



Four years experience working with communities



•



Attractive terms of service will be offered to the successful candidate.



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



CONCERN WORLDWIDE



Concern Worldwide is a non-governmental, international, humanitarian organization dedicated to the reduction of suffering and working towards the ultimate elimination of extreme poverty in the world’s poorest countries.



Applications are invited from suitably qualified and experienced Kenyan nationals for the following positions:
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NUTRITION PROJECT OFFICER (21 October 2011)



Job Vacancies: 2 Positions Location: Kajiado or Moyale Duration: 1 year (with possible extension subject to availability of funds) Reporting to: Nutrition Project Manager Kajiado or Moyale



Job Summary: To provide technical leadership, guidance and training as well as providing hands on support to Ministry of Health (MoH), local partners and community groups to enhance their capacity and skills in the rollout of High Impact Nutrition interventions.



Person Specification •



A degree in nutrition or nursing with a strong clinical background



•



At least three years clinical experience



•



At least one year experience working in nutrition interventions, preferably IMAM



•



Experience/knowledge of MoH systems, particularly at the provincial and district level



•



Knowledge/experience of the challenges of working with and through local partners.



•



Familiarity with/experience in the public health approach



•



Computer and report writing skills



•



Fluent in English



Concern has a Code of Conduct and a Programme Participant Protection Policy to ensure the maximum protection of programme participants from abuse and exploitation.



Interested candidates, who meet the above requirements, should apply by sending a CV and a covering address to: -



The Human Resource Manager, Concern Worldwide, P.O. Box 13850-00800, Nairobi,



to the following email address: [email protected]
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The closing date for application is Friday, 21st October 2011.



Each application should specify the position applied for and must include three referees, at least two of which can validate field and technical expertise.



Telephone contacts must be submitted with the application.



Only short-listed candidates will be contacted for interview



PROGRAMME ACCOUNTANT – CONCERN SOMALIA PROGRAMME (21 October 2011)



Contract Duration: 1 year



Job Summary: The Programme Accountant will be based in Nairobi, with regular travel to Hargeisa (Somaliland) and Mogadishu (Somalia) and will be reporting to the Country Accountant.



His/her main role will be to ensure that Concern worldwide financial policies and procedures are adhered to and implemented effectively and in a standardized manner across the Concern Somalia programme.



The Programme Accountant is expected to contribute to the effective operation of the finance function of Concern Somalia through providing day to day technical support and building the capacity of national staff to contribute towards the implementation of the finance function.



The key areas of responsibility are outlined below: •



Donor Grant Accounting and Financial Reporting



•



Training of finance and non-finance staff



•



Assisting Country Accountant implement other areas of responsibility as may be necessary and feasible.



Person specification: •



Part or fully qualified Accountant ACA, ACCA, CIMA, CPA or equivalent



•



Broad accounting and financial experience – and specifically in grant management.



•



Experience working with an INGO and in an emergency context.
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• The



Experience in training finance staff and non-finance managers.



detailed



ToR



may



be



obtained



by



sending



an



email



to



the



following



address:



[email protected]



Concern has a Code of Conduct and a Programme Participant Protection Policy to ensure the maximum protection of programme participants from abuse and exploitation.



Interested candidates, who meet the above requirements, should apply by sending a CV and a covering letter addressed to: -



The Human Resource Manager, Concern Worldwide, P.O. Box 13850-00800, Nairobi,



to the following email address: [email protected]



The closing date for application is Friday, 21st October, 2011.



Each application should include two referees who can validate technical expertise.



Telephone contacts must be submitted with the application.



Only short-listed candidates will be contacted for interview



INTERNATIONAL CHRISTIAN ORGANIZATION



HIV SERVICE PROGRAM FACILITATOR (21 October 2011)



An international Christian organization is seeking to recruit a focused, team playing and disciplined Program Facilitator with a pleasant personality, to work ¡n the Africa Area Office in Nairobi.



The position is initially for a year and subject to renewal.
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An applicant to this position must be a Christian.



Main Responsibilities •



Provide facilitation for capacity building for program delivery and management for HIV Service.



•



Coordinate and facilitate training of project coordinators ¡n core competence areas



•



Ensure that sound project management practises are used in HIV Programs



•



Prepare quarterly narrative reports for the HIV Service.



•



Take part in the process of working out budgets for projects



•



Follow up narrative and financial reports from all implementing countries regularly and review ¡n accordance with donors’ requirements.



•



Ensure a good flow of financial information among the members of the HIV program.



•



Any other duties other duties given by the HIV Program Manager.



Competence required (Knowledge/abilities) •



Strong coordination and facilitation skills



•



Communications skills



•



Skills in project management including budgeting, implementation and reporting.



•



Knowledge on Gender issues



•



Ability to communicate in English and French



•



Self driven, pleasant personality, patient, dedicated and determined



•



Good inter personal skills



Education and/or professional experiences •



A degree in Social sciences



•



Experience in training and facilitation



•



At least 3 years in project management in similar position and preferably in a NonGovernmental Organization or related organization



•



Age limit: not more than 40 years old



Applicants must submit: •



An application letter indicating how they meet the requirements for selection for an interview with an indication of current salary



•



A curriculum vitae with a passport photo
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•



Current email address and telephone contact



•



3 references including one from your local pastor



To [email protected] on or before 21st October 2011, 4pm



Only short-listed candidates will be contacted



INTERNATIONAL CENTRE FOR TROPICAL AGRICULTURE



HUMAN RESOURCE SUPPORT SPECIALIST (21 October 2011)



Supported by the Consultative Group on International Agricultural Research (CGIAR), the International Centre for Tropical Agriculture (CIAT) is a non-profit organization that conducts socially and environmentally progressive research aimed at reducing hunger and poverty and preserving natural resources in developing countries.



The Tropical Soil Biology and Fertility research area of CIAT (CIAT-TSBF) operates as an integral part of the CIAT research areas and is housed at the ICRAF Campus, Nairobi, Kenya.



The goal of CIAT-TSBF is to contribute to human welfare and environmental conservation in the tropics by developing adoptable and suitable soil management practices that integrate the biological, chemical and socioeconomic processes that regulate soil fertility and optimize the use of organic and inorganic resources.



Position Summary The International Centre for Tropical Agriculture (CIAT) is recruiting for the position of Human Resource Support Specialist to be based at its office in Nairobi, Kenya.
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The HR Support Specialist is responsible for performing a variety of human resource Support duties. The position provides administrative and operational support within the Human Resources department and frontline customer service to all CIAT staff who require access to services within the HR Department.



The position works very closely with the payroll accountant in managing contracts within the payroll system.



Main Responsibilities: •



Support the recruitment and selection process, preparation of contract letters and conducting induction for new staff.



•



Support in managing the staff transfers, exit and separation process and updating staff/dependant records accordingly.



•



Support HR functions e.g. leave management, performance management.



•



Prepare immigration documentation e.g. standard letters for entry permits, special pass, travel visas.



•



Support the management of the staff medical, insurance and pension schemes by keeping staff updated on changes and providing updated records (withdrawals, inclusions, transfers etc) to the Service providers.



•



Maintain filing and database for personnel records.



Requirements •



Degree or Higher Diploma in Human Resource Management



•



At least three (3) years of relevant work experience in a closely related field gained in an international organization



•



Good understanding of country labor laws



•



High level of computer skills, ability to handle HR Management Systems and to learn new applications quickly



•



Strong ability to prioritize and organize workload; take initiative and work tinder pressure



•



Must be able to work independently with minimal supervision, but also participate as a team member in accomplishment of duties



•



Possess excellent interpersonal and communication skills, high level of’ integrity and respect for confidentiality



•



High time management, organizational and multi-tasking skills with a strong administrative service orientation
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CIAT is an equal opportunity employer and offers a collegial and gender-sensitive working environment.



The position is on local terms and will be for an initial period of one (1) year, renewable subject to three (3) months probation period, assessment of performance and availability of resources.



Applicants are invited to send a cover letter illustrating their suitability for the above position against the listed qualifications, competencies, skills together with a detailed curriculum vitae, including names and addresses of three referees.



All correspondence should be addressed to the



Human Resources Unit, CIAT-TSBF, P.O. Box 823-00621, Nairobi, Kenya



OR via email: [email protected].



Email applications and CV’s should be saved as one file using the applicants last name and first name and should indicate



“Application for Human Resource Support Specialist” on the subject line



Applications will be considered until 21st October 2011.



Only short-listed applicants meeting the above requirements will be contacted.



We invite you to learn more about us at: www.ciat.cgiar.org/ourprograms/tropicalsoil



OUTSPAN HOSPITAL



DENTIST (28 October 2011)
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Outspan Hospital, a leading teaching and referral hospital in Central Kenya, invites applications from suitably qualified candidates for the post of a Dentist.



Applicants must be holders of a Bachelors Degree in Dental Surgery from a recognized university.



In addition, they must be registered with the Kenya Medical Practitioners and Dentists Board.



Qualified candidates should submit their applications and Curriculum Vitae giving details of their academic and professional qualifications, working experience, present post and salary, telephone contact, names and addresses of three referees plus copies of their certificates and testimonials to:



The Human Resources Manager Outspan Hospital P.O. Box 2058 – 10100 Nyeri Kenya



Applications must be received on or before the 28th day of October 2011.



METROPOLITAN TEACHERS SACCO LTD (FORMERLY KIAMBU TEACHERS SACCO SOCIETY LTD)



Metropolitan Teachers Sacco is the fastest growing licenced deposit taking Sacco with over 20,000 members and a network of five branches in Kiambu, Thika, Nairobi, Limuru and Kisumu.



In order to enhance our human resource capacity we invite qualified Kenyan citizens to fill the following vacant positions:-



INFORMATION COMMUNICATION AND TECHNOLOGY MANAGER (28 October 2011)



1 Position



The ideal candidate will be responsible for the maintenance of ICT infrastructure including networks within the Sacco.
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He or she will oversee all systems’ installations, ensure backup systems operate effectively, and ICT policies enhance the value of business operations.



The manager shall report to the Chief Executive Officer.



Qualifications •



Bachelor’s degree in information technology or its equivalent from a reputable institution



•



ICT Professional qualifications



•



At least two (2) years working experience in a busy ICT environment with an in depth exposure to computer software and programming.



•



Previous working experience in a licenced deposit taking sacco will be an added advantage



•



Must have a good accounting background



•



Excellent inter personal skills



•



Below 35 years of age.



Interested and qualified candidates should submit their applications and detailed curriculum vitae including copies of national ID, certificates and other testimonials and daytime telephone contact to be received on or before Friday 28th October 2011 through the address below.



The Chief Executive Officer, Metropolitan Teachers Sacco Society Ltd P.O Box 871-00900 Kiambu



Email: [email protected] Website: www.metrosacco.co.ke



ASSISTANT ICT MANAGER (28 October 2011)



1 Position



The ideal candidate will assist the ICT manager in implementing the society’s ICT policies and performing system’s administrative roles.



The Incumbent shall report to the ICT manager.



93



Qualifications •



Diploma in information technology or its equivalent from a reputable institution



•



Must have a good accounting background



•



Excellent interpersonal and communication skills



•



ICT professional qualifications will be an added advantage



•



Below 30 years of age



Interested and qualified candidates should submit their applications and detailed curriculum vitae including copies of national ID, certificates and other testimonials and daytime telephone contact to be received on or before Friday 28th October 2011 through the address below.



The Chief Executive Officer, Metropolitan Teachers Sacco Society Ltd P.O Box 871-00900 Kiambu



Email: [email protected] Website: www.metrosacco.co.ke



ACCOUNTS ASSISTANTS (28 October 2011)



2 Positions



The ideal candidate will join the accounts team and shall assist in the design, implementation and review of sound accounting procedures to safeguard the society’s resources.



Qualifications •



Certified Public Accountant (CPA) part 1 OR KATC finalist with at least two (2) years working experience in a busy accounting environment



•



Must be computer literate



•



Below 30 years of age



•



Excellent interpersonal skills
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Interested and qualified candidates should submit their applications and detailed curriculum vitae including copies of national ID, certificates and other testimonials and daytime telephone contact to be received on or before Friday 28th October 2011 through the address below.



The Chief Executive Officer, Metropolitan Teachers Sacco Society Ltd P.O Box 871-00900 Kiambu



Email: [email protected] Website: www.metrosacco.co.ke



WUERTH KENYA LIMITED



Wuerth Kenya Ltd is a subsidiary of the Würth Group, whose core business is the worldwide trade in fixing and assembly materials, including screws, screw accessories, special bolts and nuts, dowels and plugs, chemical products, furniture and construction fittings, tools, stock keeping and picking systems.



WAREHOUSE / LOGISTICS COORDINATOR (20 October 2011) Desired Competences: •



Degree in Supplies or Purchasing Management, or Business related Degree with additional qualifications in procurement or purchasing.



•



At least 2 years working experience in a similar environment.



•



Fully conversant with importation procedures, hands on person, extremely analytical, proactive and a people’s person who works well with teams.
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Interested candidates should forward their CV before 20th October 2011 detailing current position, salary and benefits to the following address indicating the job title you are applying for as the subject: [email protected]



Wuerth Kenya Ltd is an equal opportunity employer and ladies are encouraged to apply.



TECHNICAL SALES REPRESENTATIVE – PPE (20 October 2011) Desired Competences: •



Degree in any business related field or Diploma in Sales and Marketing.



•



At least 2 years Sales experience.



•



Those with Technical Selling experience will have an added advantage.



Interested candidates should forward their CV before 20th October 2011 detailing current position, salary and benefits to the following address indicating the job title you are applying for as the subject: [email protected]



Wuerth Kenya Ltd is an equal opportunity employer and ladies are encouraged to apply.



SCHOOL LOCATED IN SOUTH C



We are a performing school located in South C offering both the 8.4.4 and British Curricula.



In line with the school’s strategic plan, we are looking for qualified and motivated professionals to fill the following positions:



SUBJECT TEACHERS (21 October 2011)



Subject teachers with any combination from the following: Maths, Physics, Chemistry, Biology, IRE and Arabic, History, Kiswahili, Business Studies, Geography and English.



Requirements •



Bachelors degree in Education
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•



At least 4 years working experience



•



Must be a performer and be registered with TSC



•



Must be willing to stretch and meet deadlines and Targets.



•



Knowledge of both the British system and 8.4.4 will be an added advantage.



•



Experienced head of departments/subjects are encouraged to apply.



How to Apply Interested candidates who can demonstrate the ability to perform at these levels should submit their applications by 21st October 2011 enclosing a detailed CV including present positions, Current remuneration and contact details of three referees and their telephone numbers to:



The Group Team Leader, P.O Box 26600-00504 Nairobi Email: the [email protected]



NATIONAL OIL CORPORATION OF KENYA Looking for a Career where you can really make a difference? Our client, National Oil Corporation is a fast growing and dynamic world class petroleum company serving energy needs for today and tomorrow.



Following the steady continuous growth and expansion they have experienced over the last few years, they are looking for talented, innovative, energetic and self motivated technology driven individuals to fill the following positions.



MARKET ANALYST (24 October 2011)



Job Ref. MN 5104
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Job Profile Reporting to the Sales & Marketing Manager, the job holder will be responsible for all Retail and Commercial pricing activities in order to maximize business revenues. •



Analyze Retail/Commercial & Industrial fuel and LPG pricing.



•



Lead the business in financial, sales forecasting and planning activities; 3 months rolling forecasts and 12 months forecasts.



•



Management of the strategic and business planning process including communication, coordination, economic and competitive analysis, data integrity and benchmarking.



•



Prepare comprehensive reports and trend analysis on business performance



•



Liaise with Supply, Operations departments and Territory Managers in achieving the overall sales and profit objective of the business.



•



Monitor daily fuel pricing activities to ensure the business maximizes revenues.



•



Review investment appraisals submitted for consideration and make recommendations.



•



Competitive and External Analysis - Scan competitive environment in the country and its effects to the business to enhance the Corporation’s decision making.



•



Sales and Marketing budget preparations.



Person Profile •



First degree in Finance.



•



CPA (K) or ACCA is an added advantage.



•



Minimum two years experience.



•



Microsoft Office with good Ms Excel skills.



•



Experience in Oil industry will be an added advantage.



•



Knowledge of Oracle is an added advantage.



What is in it for you? Besides a competitive salary package, you will have a comprehensive health care for you and your family, home mortgage & car loan support, retirement plan, vacation allowance, personal growth opportunities, personal fitness amongst other benefits.



Send your application with a detailed CV and a daytime telephone number.



Please also summarize yourself as follows:Job Ref. No. Your Name
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Current/Past Salary: Year 2010 p.m., Year 2011 p.m. Year 2011 Benefits: If house, state market rent, if car state cc. Send your application by hand, courier, post or email so as to reach us by 24th October 2011.



Mark Job Ref. No. on top left of the envelope.



Send to:



Executive Selection Division, Manpower Services (K) Ltd, 3rd Floor, Landmark Plaza, Directly Opposite Nairobi Hospital Entrance, P.O. Box 50736-00200, Nairobi.



Email: [email protected]



RISK ANALYST (24 October 2011)



Job Ref. MN 5105



Job Profile Reporting to the Internal Audit Manager, the job holder will be responsible for managing the enterprise risk management systems in the corporation. •



Assist the corporation in adopting and taking custody of a formal ERM Framework.



•



Analyze and document the Corporation’s enterprise risks, engage the process owners in committing to solutions to mitigate against the risks and develop a risk matrix complete with end result and turnaround times.



•



Facilitate and guide departments in designing departmental risk management programs



•



Monitor, evaluate and consolidate of the Company’s Risk Management return matrices and of quarterly and annual risk management reports.



•



Oversee the application and adherence to risk management framework and report on trends in the organization’s risk profile.



•



Recommend on how the Corporation can leverage on electronic management tools and techniques to support the risk management process.
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•



Assist in reviewing and reporting on the corporation’s network of risk management, control, and governance processes, as designed and represented by management across the Corporation.



•



Identify, develop and maintain systems required to support management in the risk management process across the Corporation.



•



Provide leadership to the risk management committee and/or risk champions.



•



Conduct a training needs analysis on risk management and design training programs to fill the gaps and evaluate the results of the training against identified gaps.



Person Profile •



First degree in Finance/Accounting.



•



CPA (K) or ACCA is an added advantage.



•



Diploma in Risk Management.



•



Minimum 2 -3 years working experience in a commercial environment in a similar position.



•



Highly computer literate i.e. must have proficient working skills of MS Office application packages.



•



Experience in Oil industry will be an added advantage.



•



Knowledge of Oracle is an added advantage.



What is in it for you? Besides a competitive salary package, you will have a comprehensive health care for you and your family, home mortgage & car loan support, retirement plan, vacation allowance, personal growth opportunities, personal fitness amongst other benefits.



Send your application with a detailed CV and a daytime telephone number.



Please also summarize yourself as follows:Job Ref. No. Your Name Current/Past Salary: Year 2010 p.m., Year 2011 p.m. Year 2011 Benefits: If house, state market rent, if car state cc. Send your application by hand, courier, post or email so as to reach us by 24th October 2011.



Mark Job Ref. No. on top left of the envelope.
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Send to:



Executive Selection Division, Manpower Services (K) Ltd, 3rd Floor, Landmark Plaza, Directly Opposite Nairobi Hospital Entrance, P.O. Box 50736-00200, Nairobi.



Email: [email protected]



SECUREX AGENCIES LIMITED



Securex agencies Ltd is ISO certified and a leading provider of security solutions in the East Africa region. We are seeking suitably qualified and experienced individuals to fill the following vacancies in our offices in East Africa.



OPERATIONS MANAGER (26 October 2011) Main Duties and Responsibilities •



Improve the operational systems, processes and policies in support of organizations mission specifically, support better management reporting, information flow and management, business process and organizational planning.



•



Play a significant role in long-term planning, including an initiative geared toward operational excellence.



•



Oversee overall staff management, planning, systems and controls.



•



Supervise and coach office manager on a weekly basis.



•



Improve the efficiency of the operation



•



Improve control of service levels and quality



•



Management of large guard force and alarms administration



•



Organizing and overseeing effective supervision



•



Visit incident scenes, investigation and compilation of detailed reports
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•



Conduct security surveys and design appropriate assignment instructions



•



Carrying out intelligence threat assessment



•



Client liaison



•



Coordinating with law enforcement agencies in solving crime



Requirements •



Excellent computer skills and proficient in excel, word, outlook, and access



•



Have good communication and report writing skills



•



Demonstrated leadership and vision in managing staff groups and major projects or initiatives.



•



Excellent interpersonal skills and a collaborative management style.



•



A demonstrated commitment to high professional ethical standards and a diverse workplace



•



Have good leadership and decision making skills



•



Ability to motivate and willing to work for long hours



•



University graduate preferably in social sciences



•



Diploma in security management will be an added advantage



•



Security background preferably in the disciplined forces at senior level



Applications should be sent together with a detailed C.V to The Human Resource Manager through [email protected] by not later than 26th October 2011.



Securex is an equal opportunity employer and only shortlisted candidates will be contacted.



CARE INTERNATIONAL KENYA
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FINANCE OFFICER - ACCOUNTS PAYABLES (19 October 2011)



(Ref: FO/10/2011) Based in Dadaab



Reporting to the Finance and Administration Manager, the Finance Officer will be part of the Accounts Payable team that will be responsible for tracking the status of Purchase Orders issued to vendors and ensuring payment is made for deliveries .S/he will be responsible for compiling Procurement Status Reports and providing feedback on the status of each Purchase Order.



For a more detailed job description, please copy the link below as your web address: http://www.care.or.ke/himages/JD%20-%20Finance%20Officer%20Accounts%20payable.pdf



Qualifications, Experience and Competencies •



Bachelor’s degree from a recognized university with accounting option and professional qualifications, CPA II



•



3 Years of work experience in finance/Accounting experience



•



Computer knowledge in MS Excel and MS word



•



Knowledge and ability to use a financial management system



•



Ability to Multi-task, adapt to a hardship environment and contribute to team success.



Applications If you feel you meet the requirements for this position, send your application indicating the reference number and title of the position along with an updated CV stating your current remuneration and telephone contacts of three professional referees to: The Human Resources & Development Manager, CARE International In Kenya, Email: [email protected] as to be received not later than 19th October, 2011. Only short listed candidates will be contacted.



CARE is an equal opportunity employer and promotes gender equity. Canvassing will lead to automatic disqualification.



CARE International in Kenya does not charge a fee at any stage of the recruitment process. (Application, interview, meeting, processing, training or any other fees)
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MEDECINS SANS FRONTIERES



The International Humanitarian organization Medecins Sans Frontieres / Doctors without Borders is seeking following staff for the medical assistance for refugees programme at Ifo 2 refugee camp in Dadaab.



Applications are invited for the job positions of:



DOCTOR (19 October 2011)



3 in number based in IFO 2 refugee camps



MSF - Spain in Kenya is looking for medical doctors who will be based in IFO 2 refugee camps.



The medical doctors will be directly responsible for providing health care services in the IFO 2 refugee camps.



The medical doctors will be overall responsible for the daily clinical assessment and the prescription of treatment for all patients attending health facilities, referral of chronic and complicated cases to the speciality clinics accordingly.



Medical doctors with experience in OPD, IPD, Nutrition, TB, HIV, maternal and child health services are preferred. The applicant must be a holder of a Bachelor of Medicine and Surgery degree and registered with the Medical Board of Kenya.



All candidates shall be fluent in Somali, Swahili and English.



All interested candidates should send their updated CV with a cover letter, copy of academic qualifications, ID card and a list of 3 professional references that may be contacted.



All candidates are requested to clearly mention “Ifo2 Recruitment October 2011” and the position applied for, in the subject line of the email or on the envelope.
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Applications should be sent to:



Reference as 1140 to email: [email protected]



Or



MSF-Spain, Kenya Attn: Human Resource Coordinator Chaka Place, Chaka Road, Off Argwings Kodhek Road P.O. Box 52837-00200 Nairobi, Kenya



Deadline for Applications: 19th October 2011 (Inclusive)



CLINICAL OFFICERS (19 October 2011)



8 in number based in IFO 2 refugee camps



MSF - Spain, Kenya is looking for clinical officers who will be based in IFO 2 refugee camps.



Clinical officers along with the medical doctors will be directly responsible for providing health care services to in the IFO 2 refugee camps.



The clinical officers will also be responsible for the daily clinical assessment and the prescription of treatment for all patients attending the health facility, referral of chronic and complicated cases to the speciality clinics accordingly.



Clinical officers with experience in OPD, IPD, TB, HIV, maternal and child health care services are preferred. The applicant must be a holder of a Diploma in clinical Medicine and Surgery and registered with the Clinical Officer’s council of Kenya.



All candidates shall be fluent in Somali, Swahili and English.
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All interested candidates should send their updated CV with a cover letter, copy of academic qualifications, ID card and a list of 3 professional references that may be contacted.



All candidates are requested to clearly mention “Ifo2 Recruitment October 2011” and the position applied for, in the subject line of the email or on the envelope.



Applications should be sent to:



Reference as 1140 to email: [email protected]



Or



MSF-Spain, Kenya Attn: Human Resource Coordinator Chaka Place, Chaka Road, Off Argwings Kodhek Road P.O. Box 52837-00200 Nairobi, Kenya



Deadline for Applications: 19th October 2011 (Inclusive)



NURSES (19 October 2011)



16 in number based in IFO 2 refugee camps



MSF- Spain, Kenya is looking for nurses who will be based in IFO 2 refugee camps.



The nurses will be responsible for the specific department assigned to and work as both supervisor and team leader of the refugee staff, prepare for and assist the doctor during the rounds and whenever required, ensure that all required observations, prescribed treatment and procedures are properly carried out and documented on patient’s charts.



Nurses experienced in OPD, IPD, Counseling, Infection Control, Sterilization, Maternal and Child health care services are preferred apart from the basic nursing skills. The applicant must be a holder of a Degree or Diploma in Nursing and registered with the Nursing Council of Kenya.
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All candidates shall be fluent in Somali, Swahili and English.



All interested candidates should send their updated CV with a cover letter, copy of academic qualifications, ID card and a list of 3 professional references that may be contacted.



All candidates are requested to clearly mention “Ifo2 Recruitment October 2011” and the position applied for, in the subject line of the email or on the envelope.



Applications should be sent to:



Reference as 1140 to email: [email protected]



Or



MSF-Spain, Kenya Attn: Human Resource Coordinator Chaka Place, Chaka Road, Off Argwings Kodhek Road P.O. Box 52837-00200 Nairobi, Kenya



Deadline for Applications: 19th October 2011 (Inclusive)



AFRICA EQUIPMENT AND ENGINEERING, S.A



Africa Equipment and Engineering, S.A (AEE) executing contracts with KPLC for Substations and Lines, are in the process of Substation Installation Works.



AEE is looking for:



INSTALLATION FOREMAN (22 October 2011)



4 Positions



Qualification
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•



Diploma in Electrical Technology



•



Experience- Min 4 years experience of installation works in Electrical Substations



Interested candidate can send their CV by email on the following email address:[email protected]



You can drop your CV to our office addresses as under Africa Equipment and Engineering, S.A.



Norfolk Towers Block G Ground Floor Attn: Country Representative



Your CV should reach us not later than 22nd October 2011.



Only shortlisted candidates will be contacted.



ELECTRICAL TECHNICIAN (22 October 2011)



4 Positions



Qualification •



Technical Certificate



•



Experience- Min 2 years experience in Electrical Substation or equivalent



Interested candidate can send their CV by email on the following email address:[email protected]



You can drop your CV to our office addresses as under Africa Equipment and Engineering, S.A.



Norfolk Towers Block G Ground Floor Attn: Country Representative
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Your CV should reach us not later than 22nd October 2011.



Only shortlisted candidates will be contacted.



HEAVY COMMERCIAL MOTOR COMPANY



SERVICE ADVISOR (21 October 2011)



A leading heavy commercial motor company in East Africa is seeking to employ a Service Advisor for its Nairobi operations.



She / he shall be responsible for the daily operations of the Service Reception ensuring that the customer needs and expectations are met through the management of the Workshop Business Process, from customer enquiry through to completion of the invoice and follow up.



Core Responsibilities •



Provide the initial fault diagnosis to the customer, and schedule any required work with the Workshop Planning System.



•



Manage quotation process, including checking customer credit rating.



•



Maintain open communication between the customer and workshop, to ensure the Technician has the right information to correctly diagnose problems and that the customer requirements and expectations are met.



•



Build and develop customer relationships.



•



Work as part of the Service Sales Team.



•



Seek feedback from customers.



Qualifications, Skills and Knowledge Required •



Diploma/Degree in Automotive Engineering/Diploma/Degree in Mechanical Engineering (Automotive Option) OR



•



Relevant Automotive technical qualifications with good experience.



•



Proficient in Microsoft Office applications



•



Excellent planning and organizing skills



•



Good interpersonal and communication skills
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•



The ideal candidate should have at least three years experience in a busy motor vehicle workshop preferably in heavy commercial vehicles.



A competitive salary package shall be payable to the right candidate.



Interested candidates should forward their application letter together with supporting documents by October 21, 2011 to;



The Advertiser DN/A 1119 P O Box 40910 – 00100 Nairobi



INTERNATIONAL RESCUE COMMITTEE



The International Rescue Committee (IRC) in Kenya serves vulnerable populations in the Turkana region and refugees in the Kakuma, Dadaab camps and in the Eastleigh, Nairobi.



The IRC implements programs in the areas of comprehensive primary health care, nutrition, protection, peace building, sanitation and hygiene and HIV/AIDS and prevention and response to gender based violence issues.



Applications are invited for the position of:



COMMUNITY MOBILIZATION OFFICER (28 October 2011)



The community mobilization Officer will be responsible overall mobilization of Hagadera refugee community to participate in GBV prevention and response activities. S/he will be directly in charge of
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organizing and facilitating community trainings, discussions or dialogues on how to better prevent GBV in Hagadera refugee camp.



Qualifications: •



Training on gender and human rights



•



Facilitation skills training



•



Sensitivity to people of diverse cultures



•



Willingness to work under pressure and in harsh climatic conditions.



All interested candidates are requested to submit a cover letter and an updated CV (Do not attach Certificates) to the following email address: [email protected] by 28th October, 2011.



IRC is an equal opportunity employer



PARTNERSHIP OFFICER (28 October 2011)



The Partnership Officer will be 100% dedicated to the GBV programme to initiate and oversee all interactions and support to the local partner identified to work with in Kambioos.



He/ She will be responsible for the documentation and monitoring all aspects of the partnership as IRC transition services under the GBV programme to the local partner.



Qualifications: •



Experience working in a refugee setting



•



Knowledge of and fluency in Somali



•



Experience working with a local partner on GBV programming



All interested candidates are requested to submit a cover letter and an updated CV (Do not attach Certificates) to the following email address: [email protected] by 28th October, 2011.



IRC is an equal opportunity employer
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LUTHERAN WORLD FEDERATION



ACCOUNTABILITY OFFICER (19 October 2011)



Lutheran World Federation / Department for World Service Kenya - Djibouti Programme is seeking to recruit a Kenyan national for the position of Accountability Officer, to be based in Dadaab Refugee Camp.



Duties and responsibilities will include:•



Identifying accountability gaps within the organization and developing innovative ways of addressing these gaps in line with the Humanitarian Accountability Partnership (HAP) Principles and standards and other existing international standards in emergencies.



•



Developing procedures and operating plans of mainstreaming Accountability principles and standards within the organization and building the capacity of project staff and beneficiaries on the same



•



Providing intensive technical support to the project staff in mainstreaming accountability principles and standards within the project cycle and project activities



•



Designing workable and comprehensive tools for monitoring accountability with focus to the beneficiaries.



•



Redesigning and or strengthening Accountability structures such as the Complaints and Response System



•



Maintaining a complaints database and manage the complaints referral system, in close collaboration with the Focal Person(s) and management



•



Providing monthly reports on trends, lessons learnt and success stories as far as accountability is concerned and documenting feedback from focus groups to be uploaded into the LWF Website for purposes of communicating and documenting LWF/DWS accountability efforts and results
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•



Reviewing the existing LWF/DWS policies, procedures, guidelines including the M&E System to ensure consistency with and adherence to accountability standards and making recommendations for change whenever necessary



•



Ensuring that all staffs have and understand all of LWF/DWS and ACT Alliance Policies, guidelines and Action plans



•



Any additional duties as deemed necessary by the Project Area Coordinator



Required Skills, Qualifications and experience •



Advanced University degree in Social Sciences, Development Studies, Human Rights Law or equivalent work experience



•



At least 3 years humanitarian program experience preferably with displaced persons



•



Understanding of HAP and RBA Approach to humanitarian/Development Programming will be an added advantage



•



Experience in policy development, implementation and review



•



Experience in designing and facilitating trainings and in capacity building



•



Data analysis skills (qualitative and quantitative)



•



Strong inter-cultural and interpersonal skills



•



Excellent computer skills, particularly in Microsoft Word, Excel, data soft ware and Internet



“LWF/DWS is an equal opportunity employer, irrespective of gender, race or religious affiliation. Female candidates are encouraged to apply.



LWF/DWS is a signatory to the Code of Conduct for humanitarian agencies.



Our recruitment and selection procedures reflect the organization’s commitment to the prevention of abuse and exploitation of beneficiaries.”



Please email your application letter and attach updated CV with contact emails and phone numbers of 3 professional referees, preferably your current or immediate former employer addressed to;



The Human Resources Officer, Lutheran World Federation Kenya-Djibouti, [email protected]



Closing date: 19th October 2011
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Only short-listed candidates will be contacted



SADOLIN PAINTS



Our client, Sadolin Paints is one of the leading Paint Brand Manufacturers in East Africa.



Sadolin Kenya wishes to recruit dynamic executives for the following position.



SALES EXECUTIVE (25 October 2011)



Job Ref. MN 5103



Applicants should be graduates with at least 3 - 5 years selling experience preferably in the building materials industry or paint industry. They should be computer literate.



Send your application with a detailed CV with a daytime telephone contact and copies of certificates.



Please also summarize yourself as follows: Job Ref. No. Your Name Current/Past Salary: Year 2010 p.m., Year 2011 p.m. Year 2011 Benefits: If house state market rent, If car state cc. Send your application by hand, courier, post or email so as to reach us by 25th October 2011



Limit email to maximum 3 pages A4 size CV and no attachments.



Mark Job Ref. No. on top left of the envelope.
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Send to:



Executive Selection Division, Manpower Services (K) Ltd, 3rd Floor, Landmark Plaza, Directly Opposite Nairobi Hospital Entrance, P.O. Box 50736-00200, Nairobi.



Email: recruit@ manpowerkenya.com



MEDECINS SANS FRONTIERES – SWITZERLAND



MSF Switzerland (MSFCH) is a humanitarian medical organization providing emergency medical aid to populations in need.



OT NURSE (21 October 2011)



Location: Dagahaley, Dadaab Refugee Camp Start date: as soon as possible Length of contract: 1 year (renewable)



Main Tasks: Ensure the organization of the nursing activity in the theatre to allow that the surgical activities are running well.



Function responsibilities: •



Know, apply and make sure universal hygiene standards and security rules are respected inside the theater (routing of patients & linen)



•



Manage reception and installation of the patients in the theatre room



•



Prepare the theatre room for specific operations (materials, tables etc)



•



Assist the Surgeon as a runner/scrub nurse, if need
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•



Ensure quality of the sterilization process



•



Coordinate with all the other staff working in theatre (Anaesthetist, Surgeon) to set up priorities for the intervention



•



Manage efficiently the pharmacy and medical equipment for the theatre: drug orders, followup of stock, storage conditions, inventories, follow-up of expired drugs and their destinations



•



Transfer of information to the next duty team



Requirements: •



Diploma in Nursing and registered with Nursing Council of Kenya



•



Specialization as theatre nurse an advantage



•



At least 2 years experience in a busy set-up



•



Fluent in English, good communication skills, negotiating and organizational skills.



•



Humanitarian spirit, flexible and able to work in a demanding and challenging work environment, able to work to strict deadlines and under pressure.



•



Motivated with a demonstrated ability to adapt to new working methods.



•



Ability to live and work in a multidisciplinary and multicultural environment.



Send your CV, motivation letter, copies of relevant documents, mentioning on the envelope “Medical Coordinator” to:



The Medical Coordinator MSF-Switzerland, Kenya Mission P.O. Box 25091 – 00603 Lavington, Nairobi



Deadline: 21st October, 2011.



Only short-listed candidate will be contacted.
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CARBON ZERO KENYA LIMITED



DATA ENTRY AND UPLOAD OFFICER (31 October 2011)



Based at: Nairobi, Kenya Salary: 46,000KES Gross Job Position reports to: Head of Data upload and Evaluation



Job Purpose Summary: To support the implementation of energy efficient stove project s in Kenya, following Gold Standard and CDM protocol as required through data entry and upload.



Specifically, the DE Officer will screen all Carbon Zero Stove GPS pictures for quality, rename them accordingly and upload them to the relevant online database.



S/he will also ensure all distribution sheets are filled and uploaded as well as scanning and uploading of all carbon transfer forms.



The DEO will also be responsible for filing and storage of all project data (hard copies) and backup and storage of all other project data (soft copy). S/he will also with other relevant data as requested by the Country Projects Coordinator and/or the UK.



RESPONSIBILITIES AND ACCOUNTABILITIES:



Main Responsibilities



Uploading GPS images of stoves •



Receive all picture taken by field staff and screen them for accuracy, quality and GPS coordinates as per company standards and procedures



•



Renaming and editing the images according to the serial numbers



•



Uploading the images to the Carbon Zero Federation (CZFED)



Uploading Distribution sheets •



Receiving, organizing and filing of all builders forms/data collectors forms/quality check forms from field staff
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•



Performing quality checks for all the above data ensuring all forms are correctly filled



•



Enter the relevant data into distribution sheets and upload to the CZFED



Uploading of Carbon transfer forms •



Receiving, organizing and filing of all Carbon Transfer forms from field staff



•



Performing quality checks for the above ensuring forms are correctly filled



•



Scan all forms and store/backup soft copies of the same



•



Upload all scanned copies to the CZFED



Filing and back up of all project data •



File all hard copy data for all projects according to company standards and procedures, to provide a comprehensive and clearly referenced audit trail for all project data



•



Ensure/undertake backup of all soft copy data for all project data



Secondary responsibilities



Reporting and documentation •



Preparation of progress reports (weekly) for assessment of work conducted and project progress



•



Monitoring data collection and upload through the use of project data tracking tools



Generally •



Provide support to the Country Projects Coordinator and the UK office at all stages of the GS and CDM process as required



•



Responsible for all equipment assigned to you – such as phones, laptops etc



•



Work as part of the Data entry team, providing help and support to other team members when required



•



Agree to follow the Code of Conduct as set out by the company for all employee’s



Minimum Qualification and Requirements: •



Non-for-profit background



•



Strong experience in Data Entry and Evaluation



•



Very good computer skills required



•



Soft skills and personal work ethics



•



Good interpersonal skills with the ability to encourage a team-based approach
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•



The ability to communicate effectively (both orally and in writing)



•



A logical mind with the capacity to overcome difficult problems creatively.



•



Good organizational skills



•



To be honest, discreet and trustworthy.



•



An ability to work quickly and accurately.



•



An eye for detail.



•



An ability to work to deadlines



Please email your CV, Motivation Letter with 3 referees to [email protected]



Closing date for applications: 31st of October 2011 5pm



First interviews in Nairobi or via Skype: week 7th of November



Expecting starting date: week 14th of November



ROKA TRADING COMPANY LIMITED



3 SALES POSITIONS (21 October 2011) Requirements •



Must possess at least a Diploma in Sales and Marketing/ Business Management



•



Should be of age 25 years – 35 years



•



Should have a sales experience of at least 3 years in Electricals and or Hardware in a busy enterprise



•



Should be computer literate and fast learner



•



Must have a very good command of spoken and written English language



•



Knowledge of business and management principles involved in strategic planning resource allocation, leadership techniques and co-ordination of people and resources



•



The applicant must provide hand written application letter, Detailed CV and copies of certificates and testimonials



•



Must have a certificate of good conduct



Duties
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•



Formulate and implement appropriate marketing strategies for sustainable growth, profitability and competitiveness



•



Coordinating timely research to identify customers changing needs brands perception and portfolio gaps



•



Managing new products proposals, formulation, development and growth



•



Visiting construction and building sites to promote and collect sales orders



•



Manage counter sales and maintain customer confidence on products offered



How to Apply Interested candidates who can demonstrate the ability to perform at these levels should submit their applications by close of business Friday 21st October 2011 enclosing a detailed CV and copies of all certificates including current position, current remuneration and contact details of three referees to:



The General Manager Roka Trading Company Limited P.O. Box 6310-00100 Nairobi



Tel: 020-2012981 Cell: 0727-641093



The application letter can also be dropped in our office in town Race Course Road or Industrial Area Dunga Road.



AGENCY FOR COOPERATION AND RESEARCH IN DEVELOPMENT



SOCIAL MARKETING OFFICER (28 October 2011) Job Summary The Social Marketing Officer will focus on areas of work that are new to ACORD with a view to generate financial and ideological support for ACORD's work on generating policy and practice
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changes. The position will also support the efficiency of ACORD's advocacy campaigns and is located in Nairobi, Kenya. He/she will collaborate extensively with colleagues across the organization.



Responsibilities •



Within the broad parameters set in ACORD's approved global strategy 2011-2015, and related strategies and policies:



•



Support the enhanced efficiency of ACORD's people-centred advocacy campaigns;



•



Contribute to increasing traffic on ACORD's website;



•



Support overall marketing with a view to mobilize unrestricted funding and funds from nontraditional sources, e.g. corporations;



•



Contribute to a culture of information sharing and organizational learning in social marketing and communications;



•



Any other emerging tasks as agreed with the Partnership Development and Communications Advisor



Required qualifications •



First degree in Marketing or equivalent professional qualification; a Masters degree is an added advantage;



•



3-5 years working experience in marketing or related field of expertise;



•



Experience in all aspects of implementing and maintaining marketing strategies including Technical marketing skills and sound understanding of marketing principles



•



Knowledge and proven experience in new social media, online marketing, customer/donor relationship management and market research;



•



Fully conversant with ICT and office applications. Experience with relevant software applications



Relevant Competencies •



Excellent written and oral communication skills for different audiences;



•



Excellent collaboration and team work;



•



Organization and planning, problem analysis and problem-solving capabilities;



•



Formal presentation skills (for a private sector and donor audience);



•



Persuasiveness and ability to conceptualize and present ideas in a clear and convincing manner;



•



Ability to work well in a multicultural environment across different geographical locations and to handle change and unpredictability;
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•



Creativity, innovation and ability to take initiative, deliver under pressure and to multi-task;



•



Good understanding of the development challenges in Africa and trends in social marketing and fundraising



Time frame: The contract will be for 1 year with possibility for extension. Remuneration: A competitive national package



To obtain the application form, please copy the link below as your web address: http://www.acordinternational.org/silo/files/application-form.doc



For a more detailed job description, please copy the link below as your web address: http://www.acordinternational.org/silo/files/social-marketing-officer.pdf



Apply to: Human Resources & Organizational Development Manager ACORD Nairobi, ACK Garden House, P. O. Box 61216, 00200, NAIROBI, KENYA Tel: +254 20 2721172, 2721185/86



To apply, please complete the application form and e-mail it with a detailed Curriculum Vitae and cover letter to [email protected] with the Job Title in the Subject Box. Closing Date: 28th October 2011



KISII UNIVERSITY COLLEGE (A Constituent College of Egerton University)



OFFICE OF THE PRINCIPAL
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Positions: School of Law Kisii University College, a Constituent College of Egerton University, invites applications from suitably qualified and experienced individuals to fill the following teaching positions.



LECTURER (28 October 2011)



(Ref: KUC/AA/17/2011) 2 Positions



Either •



Either be holders of a PhD degree in Law



•



Must also have University teaching experience, two (2) years of which one should have worked as an Assistant Lecturer.



Or •



Be in possession of a masters degree with at least two (2) articles in refereed journals or presented at least three (3) seminar papers.



•



Must have a University teaching experience of three (3) years full-time.



•



Registrability for a PhD will be an added advantage.



•



Should be self driven, highly motivated and result-oriented individual with strong communication, interpersonal and leadership skills.



The application letter should give full details of Educational and Professional qualifications, work experience, present post and salary, applicant’s telephone number and E-mail address; copies of certificates and testimonials should also be enclosed giving the names and addresses of three(3) referees conversant with the applicant’s current competence, expertise and area of specialization.



Applicants should request their referees to write immediately and directly to the undersigned.



The applications and letters from the referees should reach the undersigned not later than 28th October, 2011.



The Principal Kisii University College P.O. Box 408-40200
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Kisii, Kenya



ASSISTANT LECTURER (28 October 2011)



(Ref: KUC/AA/18/2011) 2 Positions



•



Be a holder of a master degree in law with at least two (2) years of University teaching experience;



•



Successful candidates will be required to teach, supervise students and conduct research in their areas of specialization.



•



Should be self driven, highly motivated and result-oriented individual with strong communication, interpersonal and leadership skills.



The application letter should give full details of Educational and Professional qualifications, work experience, present post and salary, applicant’s telephone number and E-mail address; copies of certificates and testimonials should also be enclosed giving the names and addresses of three(3) referees conversant with the applicant’s current competence, expertise and area of specialization.



Applicants should request their referees to write immediately and directly to the undersigned.



The applications and letters from the referees should reach the undersigned not later than 28th October, 2011.



The Principal Kisii University College P.O. Box 408-40200 Kisii, Kenya



KENYA TEA DEVELOPMENT AUTHORITY GITHONGO TEA FACTORY CO. LTD
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Githongo Tea Factory Co. Ltd is seeking to recruit suitably qualified, dynamic and self motivated persons to fill the following vacant positions.



TEA EXTENSION ASSISTANT (28 October 2011)



Reporting to the Field Services Coordinator - the successful candidate will be responsible for:•



Carrying out farm demonstrations on crop maintenance at the assigned farms;



•



Training farmers on the application of fertilizer;



•



Assist in establishing tea and tree nurseries;



•



Ensuring their proper maintenance of tea farms;



•



Training farmers on plucking of quality tea leaf;



•



Assisting farmers in planting quality tea plants and carrying out census of plant population;



•



Carrying out verification to new growers and transfer cases;



•



Training farmers on effective management of tea nurseries;



•



Liaising with other authorities in solving problems concerning tea growing;



•



Participating in communicating the company’s policies to farmers as and when required;



The ideal candidate should possess the following qualifications skills and experience:•



‘O’ Level Division II or KCSE C+ plus;



•



Diploma in Agriculture/ Extension Services from a recognized institution;



•



At least three (3) years experience in tea extension and other agronomic practices;



•



Clean driving license classes F and G;



•



Computer literacy.



Interested candidates who meet the above minimum requirements for these jobs are requested to send their applications accompanied with detailed CVs, copies of testimonials/certificates, names and addresses of at least three (3) referees to the address below to reach not later than 28th October 2011.



Factory Unit Manager, Githongo Tea Factory Co. Ltd, P. O. Box 128, MERU
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Email: [email protected]



Only short listed candidates will be contacted.



FACTORY SUPERVISOR (28 October 2011)



Reporting to the Production Manager - the successful candidate will be responsible for: •



Ensuring that production of tea is carried out within the set quality standards;



•



Maintaining accurate production records;



•



Ensuring achievement of the set production targets;



•



Supervision of staff in the assigned production lines;



•



Ensuring maintenance of hygiene standards in the production floor;



•



Liaising with the factory management on production floor issues.



The ideal candidate should have the following qualifications, skills and experience:•



‘O’ Level Division II or KCSE ‘C’ plain;



•



Diploma in Food Science and Technology from a recognized institution;



•



At least three (3) years working experience in a food processing establishment;



•



Computer literacy.



Interested candidates who meet the above minimum requirements for these jobs are requested to send their applications accompanied with detailed CVs, copies of testimonials/certificates, names and addresses of at least three (3) referees to the address below to reach not later than 28th October 2011.



Factory Unit Manager, Githongo Tea Factory Co. Ltd, P. O. Box 128, MERU



Email: [email protected]



Only short listed candidates will be contacted.
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MOTOR VEHICLE MECHANIC (28 October 2011)



Reporting to the Field Services Coordinator - the successful candidate will be responsible for: •



Carrying out routine maintenance the factory’s vehicle;



•



Fitting new parts in motor vehicles and equipment as required;



•



Carrying out inspection and repairs of motor vehicles;



•



Overhauling of motor vehicles and equipment to the required standards;



•



Keeping repair costs and analysis as required;



•



Ensuring safe custody of spares, tools and equipment assigned;



•



Initiating purchases of motor vehicle spare parts required for repairs;



•



Observing and complying with environmental, health and safety measures and regulations.



The ideal candidate should have the following qualifications, skills and experience:•



‘O’ Level Division II or KCSE ‘C’ plain;



•



Diploma in Mechanical Engineering (Automotive Option) or Mechanical Engineering Technician III certificate;



•



A certificate of good conduct;



•



A minimum working experience of not less than five (5) years;



•



Computer literacy.



Interested candidates who meet the above minimum requirements for these jobs are requested to send their applications accompanied with detailed CVs, copies of testimonials/certificates, names and addresses of at least three (3) referees to the address below to reach not later than 28th October 2011.



Factory Unit Manager, Githongo Tea Factory Co. Ltd, P. O. Box 128, MERU



Email: [email protected]



Only short listed candidates will be contacted.
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TRÓCAIRE



Trócaire Horn & East Africa Regional Office (HEARO) seeks to fill the following positions within in its Regional Programme.



Trócaire is an Irish Catholic development organization, which works in solidarity with local development actors in over 30 countries throughout the developing world.



All positions are Nairobi Based unless otherwise indicated



KENYA RECOVERY / DRR COORDINATOR (21 October 2011) Purpose: Working with the Kenya Livelihoods and Humanitarian team, the successful candidate will coordinate Trócaire’s portfolio of work in humanitarian response, DRR (Disaster Risk Reduction) and Livelihoods, ensuring that programme work with partners is harmonized and that interventions effectively target the poor and vulnerable.



Requirements •



MA in Development Studies, Agriculture, or equivalent field



•



Proven technical ability across the humanitarian, DRR, Livelihoods sector



•



Minimum 3 years experience of working with local partner organizations in delivering development results



•



Experience of managing large multi-donor budgets



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the
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Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



KENYA COUNTRY PROGRAMME MANAGER (21 October 2011) Purpose: Working with programme staff, the successful candidate will oversee the ongoing development of the Kenya country programme (Governance; Livelihoods; HIV; Gender; Humanitarian) and effectively manage and motivate programme personnel.



Requirements •



MA in Development Studies, International Development or equivalent field



•



At least three years experience in a senior management position



•



Evidence of managing and motivating development professionals and delivering programme results



•



Experience of organizational representation to donors and delegations



•



Sound financial management skills



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:
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Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



KENYA HUMANITARIAN PROJECT OFFICER (21 October 2011) Purpose: The successful candidate will support the ongoing humanitarian response in Kenya, working closely with programme partners in saving lives and safeguarding livelihoods.



Requirements •



BA in Development Studies, International Development or equivalent field



•



Strong technical ability in delivering humanitarian programming and results



•



Proven ability to work with local partner organization to ensure programme delivery



•



Excellent programme administration skills



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure:
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If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



REPORTING OFFICER (21 October 2011)



6 months position



Purpose: The successful candidate will present timely and high quality reports according to donor requirements and Trócaire internal policies



Requirements: •



Degree in social studies, communications/journalism or a relevant subject



•



Minimum 3 years experience in a similar position, preferably with an international NGO



•



Experience



supporting



communication



work



in



complex



and



politically



sensitive



environments, with strong writing and analytical skills •



Proven track record of high quality donor reports and case studies



•



Knowledge of Somalia is desirable



131



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



WORLD VISION



PROJECT OFFICER - CHILD PROTECTION (28 October 2011)



Country: Kenya Location: Turkana (Kainuk IPA/ Lokori IPA) Closing Date: October 28 2011
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Purpose of the Position: To implement the children in emergency project in Turkana (Kainuk and Lokori IPA) promote educational access, quality and protection of vulnerable children; ensure co-ordination of WVK operations with other agencies working with Children in Emergency the field level.



This position will also provide technical backstopping to the IPA in fulfillment of WVK’s Vision, Mission and the project goal of prevention, protection and response to child protection in emergency



Qualifications: Education/Knowledge/Technical Skills and Experience: •



A Graduate in Bachelor Arts in Social Sciences, Anthropology from a recognized institution with a sound Christian background. Should have a good understanding of Human Rights and Child protection in emergency context.



•



A working knowledge in Computers especially MS Office (Word, Excel and PowerPoint) will be an added advantage.



•



Three years working experience in Child Rights, Child Protection and Advocacy with a Non Governmental Organization.



•



Demonstrate ability to coordinate programming interventions at district and provincial levels.



•



Should have good writing skills – that would enable him or have to compile, monthly, quarterly and annual reports



•



Experience in program planning, implementation, monitoring, and evaluation of Child Participation and Protection programs



•



Excellent English and Kiswahili communication skills (both oral and written).



Job Details To get more job details, please copy the link below as your web address: http://www.wvafrica.org/download/filedownload.php?file=kenya_jobs/pm_childprotection.pdf



How to Apply All application letters and detailed CVs together with names of three referees, should be sent to reach the undersigned not later than October 28, 2011.



Director People and Culture World Vision Kenya Nairobi, Kenya
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Email: [email protected]



Please indicate clearly on the subject line the position you are applying for.



Only short-listed candidates will be contacted.



Disclaimer: World Vision Kenya has not engaged any recruitment agencies in this recruitment process, neither are we charging any fees to potential employees for job opportunities.



YOUTH ENTERPRISE DEVELOPMENT FUND



The Youth Enterprise Development Fund is the leading youth economic empowerment agency in Sub-Saharan Africa. The Fund provides financial support and business development services to enterprises owned by Kenyan5l aged between 18 and 35 years. In its five years of operation the Fund has financed over 130,000 youth enterprises across the country and supported thousands others through its business development services.



The Fund now seeks applications from Kenyans wishing to join a dynamic team that is driving this key project of Vision 2030.



PRODUCT & BUSINESS DEVELOPMENT OFFICER (28 October 2011)



(REF: PBDO/10/2011)



Reporting to the Lending and Investment Manager, the Product and Business Development Officer will be responsible for developing strong, vibrant and attractive products and business channels to ensure that the Fund achieves its objectives, mission and vision.



Core Duties and Responsibilities
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•



Continuously expanding the YEDF product base by indentifying, researching on and designing new and relevant products of interest to the youth



•



Concept development of new and innovative products for young entrepreneurs.



•



Advising the management on the rollout of new products.



•



Continuous review and evaluation of existing products with the view of improvement



•



Identifying, recommending and appraisal of new business support channels for the youth.



•



Generation of ideas and processing customer feedback as an aid to product and process improvement



•



Proactively and continuously review the business/operational channels of the Fund, to ensure successful rollout of current and new products.



Qualifications/Personal Competencies/Requirements •



A Bachelor’s Degree in business or Social Sciences.



•



Professional Qualification in business related disciplines



•



Knowledge and experience in enterprise development, preferably in the SME sector credit products development, franchising, value chain financing and subcontracting will be an added advantage.



•



At least four years experience in working with the small entrepreneurs and youth in business will be an added advantage.



This position calls for people with good interpersonal and communication skills, self driven and able to work with minimum supervision. Qualified and interested candidates should submit their application letters with C.V’s and names of three professional referees to:



The Chief Executive Officer Youth Enterprise development Fund Board P.O BOX 48610-00100 Nairobi.



Clearly indicating the title and reference of the position applied for on the envelope.



The application should reach us not later than 4.00 pm on 28th October 2011.



YOUTH ENTERPRISE DEVELOPMENT FUND IS AN EQUAL OPPORTUNITY EMPLOYER.
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POTENTIAL MALE AND FEMALE CANDIDATES WITH DISABILITIES ARE ENCOURAGED TO APPLY.



We regret that only shortlisted candidates will be contacted.



Website: www.youthfund.go.ke



UNIVERSITY OF NAIROBI



LECTURER, SCHOOL OF NURSING SCIENCES (28 October 2011)



AC/10/433/11 (1 POST) (CHS)



Applicants must be holders of a PhD degree in a relevant field or equivalent from a recognized university. Those who possess a Masters degree in relevant field and have at least three (3) years teaching experience at University level and have registered for a PhD degree will also be considered.



In both cases, they should have research experience, with at least two (2) publications in refereed journals or two chapters in scholarly books since last promotion. They should show evidence of continuing research activity.



The successful candidates will be expected to teach at both undergraduate and postgraduate students supervise research projects and undertake further research in their areas of specialization.



NOTE:
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•



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CHS The Principal, College of Health Sciences, P.O Box 30197-00100, Nairobi.



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



LECTURER, DEPARTMENT OF FOOD SCIENCE, NUTRITION & TECHNOLOGY (28 October 2011)



AC/10/434/11 (1 POST) (CAVS)



Applicants must be holders of a PhD degree in Food Science and Technology with specialization in Food Microbiology from a recognized university. They should have research experience, with at least two (2) publications in refereed journals or two chapters in scholarly books since last promotion.



They should show evidence of continuing research activity. Knowledge of Food Biotechnology and application of Molecular Techniques will be an added advantage.
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The successful candidates will be expected to teach at both undergraduate and postgraduate students supervise research projects and undertake further research in their areas of specialization.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CAVS The Principal, College of Agriculture & Veterinary Sciences, Box 30197-00100, Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



TUTORIAL FELLOW, SCHOOL OF JOURNALISM (28 October 2011)



1 POST AC/10/436/11 (CHSS)



Applicants must be holders of a Master of Science degree in Communication or Media Studies or any other related disciplines from a recognized university. They must have registered for a PhD
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degree in a School/Faculty of Journalism and Mass Communication or any other related discipline. They must be specialized in any of the following areas:- Communication, Public Relations, Journalism, Mass Communication, Media Studies, Information Studies and related disciplines.



Teaching experience at university level will be an added advantage.



The successful candidate will be expected to teach undergraduate students and continue with postgraduate studies leading to acquisitions of a PhD degree.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CHSS The Principal, College of Humanities& Social Sciences, Box 30197-00100, Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



TUTORIAL FELLOW, DEPARTMENT OF CONSERVATIVE & PROSTHETIC DENTISTRY (28 October 2011)
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AC/10/437/11 (1 POST) (CHS)



Applicants should be holders of a Dental Surgery (BDS) degree or its equivalent from a recognized university. They must be registered or registrable by the Kenya Medical Practitioners & Dentists’ Board. They must have worked for at least one (1) year after completion of internship and some experience in research. They must be willing to pursue a teaching career in Prosthetic Dentistry and register for a Masters degree in the same specialty.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CHS The Principal, College of Health Sciences, P.O Box 30197-00100, Nairobi.



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/
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TUTORIAL FELLOW, DEPARTMENT OF VETERINARY PATHOLOGY, MICROBIOLOGY & PARASITOLOGY (28 October 2011)



AC/10/438/11 (2 POSTS) (CAVS)



Applicants should be holders of a good Bachelor of Veterinary Medicine degree or its equivalent from a recognized university. They must be registered for a Masters degree in Veterinary Pathology, Microbiology, Parasitology or related disciplines.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CAVS The Principal, College of Agriculture & Veterinary Sciences, Box 30197-00100, Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/
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ASSISTANT HALLS OFFICER GRADE CD, HALLS DEPARTMENT (28 October 2011)



3 POSTS AD/10/439/11 (SWA)



Applicants should have a Bachelors degree or its equivalent from a recognized Institution. In addition they should have relevant administrative experience. Those with post graduate/computer training have an added advantage.



The successful candidates will be responsible to the Strategic Management Unit (SMU). They will ensure effective and efficient accommodation process within a cluster of Halls of residence. This is a responsible position that requires individuals who can work in a challenging environment and also withstand pressure of work even at odd hours.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



SWA The Director, Student’ Welfare Authority, Box 30197-00100, Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED.
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MNM/



PROJECT SUPERVISOR GRADE ABC, ROYAL SATIMA BOTTLED MINERAL WATER PROJECT (28 October 2011)



AD/10/439/11 (R&T)



Applicants should be holders of at least a KCSE Grade C or its equivalent with credit passes in relevant subjects. They must be holders of an Ordinary Diploma in Applied Biology, Industrial Biology or Applied Chemistry. They must have at least three (3) years’ relevant experience and be computer literate. A certificate in Industrial Biotechnology will be an added advantage. This position is challenging and requires a self driven, highly motivated person who is customer focused and results oriented.



Please note that the appointment is on a three (3) year contract terms, renewable on mutual agreement.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES
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R&T The Deputy Registrar, Recruitment & Training Section, P.O Box 30197-00100 Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



LEGAL SECRETARY GRADE ABC, PROCUREMENT DEPARTMENT (28 October 2011)



1 POST AD/10/440/11 (R&T)



Applicants should be holders of a KCSE C certificate or its equivalent qualification with a credit in English language. They must in addition have passed the following subjects offered by the Kenya National Examinations Council or equivalent examining body:•



Business English III



•



Commerce II



•



Secretarial Duties II



•



Office Management III



•



Shorthand III (minimum 80 wpm) or Audio-Typewriting III



•



Typewriting 50 wpm



They must be computer literate. In addition, they must have a Diploma in Legal Secretarial Course from a recognized institution.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and
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salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



R&T The Deputy Registrar, Recruitment & Training Section, P.O Box 30197-00100 Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



MARKETER GRADE B, ROYAL SATIMA BOTTLED MINERAL WATER PROJECT (28 October 2011)



AD/10/439/11 (R&T)



Applicants should be holders of at least a KCSE Mean Grade C or KCE Division III certificate with credit passes in English and Mathematics. They also be holders of a Higher Diploma Certificate in Sales & Marketing. They must have at least three (3) years relevant experience, be computer literate and hold a valid driving license.



The successful candidate will be expected to create an effective, cost- efficient marketing strategy, manage sales of bottled mineral water and spearhead all marketing activities. The position is challenging and calls for a self- driven, highly motivated person who is customer focused and results - Oriented.



Please note that the appointment is on a one year contract term renewable on mutual agreement.



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and



145



C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



R&T The Deputy Registrar, Recruitment & Training Section, P.O Box 30197-00100 Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



RECEPTIONIST GRADE AB, FINANCE DEPARTMENT (28 October 2011)



1 POST AD/10/440/11 (R&T)



Applicants should be holders of a KCSE C with a C in English language. They must also hold a Diploma in Mass Communication or Public Relations from a recognized institution. In addition, they should have certificates in Secretarial / Front Office/ Reception duties and at least three (3) years experience in a busy educational institution as Customer Care Officer and be computer literate. The successful candidate will be expected to demonstrate maturity, high integrity and have ability to maintain confidentiality of work assigned to them and be able to work under minimum supervision.



NOTE:
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•



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



R&T The Deputy Registrar, Recruitment & Training Section, P.O Box 30197-00100 Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



PROJECT ASSISTANT, INSTITUTE FOR DEVELOPMENT STUDIES (28 October 2011)



1 POST AC/10/441/11 (CHSS)



Applicants must be holders of a Master’s degree in Development Studies or related field. They should demonstrate willingness and ability to undertake PhD studies with a thesis focusing on a topic related to the main themes of: “Successful African Firms and Institutional Change”. Experience in project administration will be an added advantage. This is a full-time position. The successful candidate will spend approximately half time on administration duties and half time on PhD study. Please note that the appointment is on a one (1) year contract terms, renewable on mutual
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agreement



NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CHSS The Principal, College of Humanities& Social Sciences, Box 30197-00100, Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



REGISTRY CLERK GRADE IV, SCHOOL OF PHYSICAL SCIENCES (28 October 2011)



1 POST AD/10/442/11 (CBPS)



Applicants must be holders of a KCSE C or equivalent with credits in English and Mathematics or equivalent. They must have at least three (3) years experience as Clerk Grade III or equivalent and must have shown merit and ability in work performance and results.
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NOTE: •



Applicants for academic posts (AC) should forward ten (10) should forward ten (10) copies of their application letters accompanied by similar number of certified copies of certificates and C.Vs giving details of their qualifications, experience, research activities and publications they appear in. Applicants for non-academic posts (AD) should submit seven (7) of the above supporting documents and applications letter.



•



In both cases, applications and related documents should be forwarded through the applicants’ heads of departments and applicants should state their current designations and salaries and other benefits attached to those designations. They should quote post reference codes as shown for each posts in the advertisement.



•



Applications should be addressed as per the codes below:-



CODES



CBPS The Principal, College of Physical & Biological Sciences, Box 30197-00100, Nairobi



CLOSING DATE: Friday, 28th October 2011 ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED. MNM/



AFRICAN DEVELOPMENT BANK GROUP



FINANCE OFFICER - ELECTED PERSONS - ELECTED OFFICERS SERVICES (10 November 2011)
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Grade: PL-6 Position N°: 0509 Reference: ADB/11/167 Publication date: 14/10/2011 Closing date: 10/11/2011



Objectives This position is established within the Division of Protocol and Services to Elected Officers. The main objectives are to give guidance on financial transactions, coordinate activities related to the administrative budget of Elected Officers, assist the Executive Directors’ offices in managing their budgets, and give advice and information to Elected Officers for better management of these budgets.



Duties and responsibilities Under the supervision of the Division Manager, SEGL.2, and under the general supervision of the Head of the Elected Officers Services Section, the Finance Officer will carry out the following duties: •



Discharge the function of financial control within the division and ensure the adequacy of internal control thereof;



•



Monitor accounts on a regular basis, making the necessary corrections and ensuring the accurate registration of all operations;



•



Manage the processing of Elected Officers’ mission claims, requests of reimbursement for representation and education expenses, bills of service providers, etc.;



•



Process payments related to the Boards of Governors and their subsidiary bodies, payments to the Bank’s Special Guests and Alternate Executive Directors;



•



Act as a focal point for the administration of Elected Officers expenses, and ensure coordination with the various EDs’ offices; consolidating data at the end of the financial year and make provisions for charges to be paid;



•



Act as a focal point for the administration of Elected Officers’ budget, validating budget expenditure items, ensuring coordination with various ED’s offices, and collecting information needed for the preparation of the administrative budget;



•



Analyze the conditions of service of Elected Officers so as to determine their entitlements when assuming duty or at the end of their term in office ; ensure the payments of entitlements in coordination with CHRM, FFCO and CGSP ;
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•



Ensure the reconciliation of Elected Officers’ accounts, making sure that all accounts payable are registered, undertake the calculation and payment of Elected Officers’ entitlements at the end of their term in office;



•



Ensure coordination between EDs’ offices and FFCO, CGSP and CHRM as regards internal control and management of Elected Officers’ benefits;



•



Undertake any other duty that may be assigned by the Supervisor or the Secretary General.



Selection Criteria Including desirable skills, knowledge and experience •



At least, a Master’s degree in finance, accounting, auditing, management or any other related field. Professional qualifications in one of the abovementioned subjects would be an advantage;



•



At least four (4) years of practical experience, preferably in an institution of international repute;



•



Proven abilities in accounting procedures and budgeting, and a good knowledge of the Bank’s financial regulations;



•



Ability to work in a team, analytical skills, sense of confidentiality, and excellent communication skills;



•



Good command of the Bank’s standard software applications (Word, Excel, PowerPoint), and especially SAP;



•



Ability to communicate and write effectively in French and/or in English, with a good working knowledge of the other language.



To apply, please copy the link below as your web address: http://www.afdb.org/en/careers/current-vacancies/vacancy/finance-officer-elected-personselected-officers-services-1063/



GENERAL ELECTRIC
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STATUTORY CONTROLLER - SSA



Date: Oct 10, 2011 Location: Nairobi, Kenya Job Number: 1449394 Business: GE Corporate Business Segment: Corporate Finance & Operating Components About Us: GE is a diversified technology; media and financial services company dedicated to creating products that make life better. From aircraft engines and power generation to financial services, medical imaging, television programming and plastics, GE operates in more than 100 countries and employs more than 300,000 people worldwide. Posted Position Title: Statutory Controller - SSA Career Level: Experienced Function: Finance Function Segment: Controllership Location: Kenya City: Nairobi Postal Code: 00100 Relocation Assistance: No Role Summary/Purpose: As a Senior Stat & Tax Accountant you will work directly with the regional Country Statutory implementation teams to review and file the Statutory F/S and CIT return with the local authorities under the supervision of the SSA Stat Leader and Corporate Taxes leader following the rigorous project planning metrics with a high standard in controllership and compliance.



Essential Responsibilities •



Identify applicable accounting laws & requirements across the region



•



Ensure accounting treatment is applied accurately and Appropriate journalization of the in stat book of records



•



Ensure compliance with professional standards and local and internal requirements at the time of auditors change



•



Manage the KPMG Service pre approval process



•



Support centers on preparation / explanation of the audit requirements - issue resolution



•



Review & Sign off Audit engagement letters



•



Stat/S2G/S2T oversight and auditors review in STIR



•



Review audit adjustments - create repository



•



Review & Sign off stat accounts and Audit Reports
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•



Review of the rep letters & management letters



•



Assessment of the documentation of the going concern matters



•



Identify Temp and Perm differences – FAS109



•



Monitor Sales to billing reconciliation processes



•



Statutory Centre of Excellence (CoE) management & oversight



•



Provide Technical Trainings and lead IFRS conversion process



Qualifications/Requirements: •



Local GAAP experience/knowledge, preferably combined with US GAAP and IFRS knowledge



•



Understanding of audit process. Able to discuss with auditors and tax advisors



•



CPA



•



Degree in Business Economics/Auditing or similar



•



4+ Working experience in a multinational environment



•



Flexible and energetic person, hands on mentality



•



Demonstrated communication (oral & written) skills



•



Strong inclination towards quality process improvement



•



International experience in multinational and/or Big 4 firm strong advantage



Desired Characteristics •



Service excellence and strong customer focus



•



Ability to priorities multi-task workload and meet tight deadlines



•



High energy, self-starter, independent worker with a proven track record in driving change



•



Team player / team builder



•



Detail orientated



•



Global mindset and global career interest



Job Segments: Accounting, Aviation, Business Process, Corporate Finance, CPA, Creative, Finance, Management, TV



To apply, please copy the link below as your web address: http://jobs.gecareers.com/job/Nairobi-Statutory-Controller-SSA-Job/1486307/
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STANDARD CHARTERED BANK



INTERNATIONAL BANKING BUSINESS DEVELOPMENT OFFICER (25 October 2011)



Job ID: 305363 Job Function: Consumer Banking Location: Kenya - SCB Full/Part Time: Full-Time Regular/Temporary: Permanent



Why Standard Chartered? 70,000 reasons why we are a different kind of bank Standard Chartered, the world's best international bank, leading the way in Asia, Africa and the Middle East



Job Description •



To deepen client wallet share through the promotion of the International Banking proposition to the Priority and SME Banking segments.



•



To acquire new to bank clients through the onshore/ offshore Priority Banking value proposition.



•



Drive AUM growth in Jersey by targeting clients existing offshore funds held with a competitor bank.



•



To generate new business that is both high value and high quality and does not cannibalize onshore Priority Banking deposits / investments.



•



Be the country expert and point of referral for all product and service enquires related to SCB Jersey.



•



To actively promote the services of SCB Jersey to prospective clients.



•



To deliver and exceed client acquisition targets.



Key Roles & Responsibilities
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•



To handle all referrals from Priority and SME Banking RM’s for new account/new business information to be sent to their clients interested in onshore/offshore banking.



•



To ensure that all applications and supporting documentation received either from the referrers or directly from African clients are processed as efficiently and quickly as possible, ensuring that we have full KYC and only take business that is high quality.



•



Ensure that all business is accurately tracked and monitored and full details retained of both branch and on the individual referring business.



•



To ensure that a prompt, efficient and discreet service is offered to high net worth prospects/ customers



•



To be able to provide details on request of all offshore products, or liaise with necessary specialists to provide this information.



•



To ensure that any business transacted does not contravene any local (exchange control) or international legislation, including Money Laundering Legislation.



•



To ensure that all business conducted is in line with the Group Code of Conduct.



•



To maintain a high level of co-operation and exchange of information with other departments



•



Also to be responsible for developing and maintaining relationships with all group staff in Africa to encourage offshore referrals.



•



Carry out prospecting activity through all available channels; i.e. Face to face meetings, group presentations, telephone, marketing communications, third party introducers.



•



Participation in AML/KYC and Sanctions awareness training to develop a thorough understanding of the key components in preventing money laundering, terrorist financing and sanction breaches.



•



Maintain an ongoing awareness and consideration of AML “Red Flags” of suspicious activity in order to determine when it is appropriate to raise a suspicious activity report with the Money Laundering Reporting Officer.



•



Assist the Jersey Account Opening team in obtaining thorough KYC information and documentation before account opening.



•



Ensure that the reason for requiring an offshore account is legitimate and properly understood, and that a thorough rationale is documented.



•



Ensure that the source of the funds are the proceeds of a legitimate source for new accounts.



•



Understand thoroughly and document the clients ’occupation and the means by which s/he has acquired their wealth.



•



Keep up to date with new developments in banking, financial and investment products and services, ensuring that ongoing accreditation, certification, and licensing requirements for the role are met.
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•



Be aware of all relevant information concerning a client when interacting, particularly KYC, PEP, SAR and risk status



Key Measurables •



Achieve new account and AUM targets.



•



Deliver a high quality of account opening documentation to the Jersey Account Opening Team.



•



Clear demonstration of the SCB Way



•



Client satisfaction, particularly in terms of efficiency of account opening



Key Working Relationships: •



Priority and SME Banking Relationship Managers



•



Jersey Account Opening Team



•



Jersey Based Africa Relationship Managers



•



Local and Jersey Legal and Compliance Teams



•



Marketing



Qualifications & Skills •



Proven track record of sales activity, particularly client on-boarding and preferably in the Priority or SME Banking segment



•



Positive customer service mentality



•



Excellent planning and organizational skills



•



Relationship building skills



•



Strong interpersonal skills & communication skills. Ability to deal with all levels of people.



•



Sound knowledge of banking products and services and banking procedures.



•



Team player who shows initiative and assertiveness.



•



Self-motivator who is keen to upgrade and improve personal knowledge and skill to meet the job requirement.



•



Knowledge of Word and Excel.



•



High level of integrity and professionalism



How To Apply You can search and view current opportunities across our organization and apply immediately by registering or logging in to our careers website www.standardchartered.com/careers. To help speed up your application, please note the following:
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•



You will need to log in (or register if you are visiting our careers site for the first time) before you can apply for a specific role



•



Some roles may require you to undertake an online talent assessment in addition to completing the application form (to facilitate this process it is preferable that you provide us with an email address as part of your contact information)



•



We will ask you about your education, career history and skills and experience, it may be helpful to have this information to hand when completing your application



•



It usually takes 15 - 20 minutes to complete the application form; you can save your application at any time and return to complete it at your convenience.



Closing Dates The closing date for applications is 25/10/2011. Please note all closing dates are given in Hong Kong time (GMT + 8 hours). We aim to respond to successful applicants within four weeks and will keep a record or your application in our database so that we can contact you when suitable vacancies arise in future.



Diversity & Inclusion Standard Chartered is committed to diversity and inclusion. We believe that a work environment which embraces diversity will enable us to get the best out of the broadest spectrum of people to sustain strong business performance and competitive advantage. By building an inclusive culture, each employee can develop a sense of belonging, and have the opportunity to maximize their personal potential.



To apply, please copy the link below as your web address: https://cgportal.global.standardchartered.com/psc/hrms/EMPLOYEE/HRMS/c/HRS_HRS.HRS_APP_S CHJOB.GBL



BUSINESS PLANNING MANAGER



Job ID: 305604 Job Function: Risk Location: Kenya - SCB Full/ Part Time: Full -Time Regular/Temporary: Permanent
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Job Description Support COO on day -to-day basis on various Governance and Control initiatives to maintain compliance with mandated group risk procedures



Key Roles & Responsibilities •



Support COO to implement and maintain an effective Operational Risk Management Assurance Framework (ORMAF) to ensure operational risks and controls are being managed appropriately at the business unit level in a proactive, risk based and disciplined manner to meet external, internal and regulatory requirements.



•



Ensure losses, risk events, policy deviations, KCSA & KRI exceptions, are recorded, reviewed and reported as assigned.



•



Ensure proper follow up of issues raised by CORAM and Group Internal Audit as assigned. Facilitate the socialization of the same in country.



•



Support COO in transformational initiatives to deliver better optimization and efficiency across the various markets in the respective regions



Qualifications & Skills •



University Graduate with minimum 3 years ’experience in commercial banking



•



A good understanding of Financial markets and the inherent risks



•



A background/ knowledge in Financial Markets Operations /Operational risk or Product Management



•



Excellent interpersonal and networking skills, internally and externally



Diversity & Inclusion Standard Chartered is committed to diversity and inclusion. We believe that a work environment which embraces diversity will enable us to get the best out of the broadest spectrum of people to sustain strong business performance and competitive advantage. By building an inclusive culture, each employee can develop a sense of belonging, and have the opportunity to maximize their personal potential.



To apply, please copy the link below as your web address: https://cgportal.global.standardchartered.com/psc/hrms/EMPLOYEE/HRMS/c/HRS_HRS.HRS_APP_S CHJOB.GBL
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UNITED NATIONS OFFICE AT NAIROBI



TRANSLATOR (FRENCH), P3



Duty Station: NAIROBI Posting Period: 10 October 2011-9 December 2011 Job Opening number: 11-LAN-UN OFFICE AT NAIROBI-21408-R-NAIROBI



Org. Setting and Reporting The United Nations Office at Nairobi (UNON) is the UN headquarters in Africa and the representative office of the Secretary-General. UNON supports programme implementation of the United Nations Environment Programme (UNEP) and the United Nations Human Settlements Programme (UNHABITAT) globally, as well as other UN offices in Kenya, by providing administrative, conference and information services (www.unon.org). The post is located in the French Language Unit, Division of Conference Services, Division of Administrative Services, United Nations Office at Nairobi.



Responsibilities Under the supervision of the Chief, French Language Unit, the incumbent will be responsible for the following duties:



•



Translating, subject to revision, from English and at least one more UN official language into French language texts of a sensitive, complex or technical nature, often within demanding time limits.



•



Translating without subsequent revision, but subject to spot-checks by Revisers, text of a less sensitive, complex or technical nature, normally in the areas where he/she has proven expertise and proficiency. Using all sources of reference, information and consultation relevant to the text at hand.



•



Actively uses the office computer equipment for creating draft translation, or self-revision the already translated text to rationalize and speed up the translation process and improve the quality of the final produce.
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•



Answering queries on their own translated texts from the text processing staff to ensure correctness of its content and uniformity or presentation of materials in the final document.



•



Using the results of the ongoing research in terminology and subject-matters of the translated texts to suggest updates to the computerized terminology file of the Service in the language of the Unit.



•



Performing other related duties as required.



Competencies Professionalism: Good writing skills. Demonstrated high standard of accuracy, consistency and faithfulness to the spirit, style and nuances of the original text; good grasp of the subject matter. Ability to use all sources of references, consultation and information relevant to text at hand. Ability to maintain an adequate speed and volume of output, taking into account the difficulty of the text and specified deadlines. Shows pride in work and in achievements; is conscientious and efficient in meeting commitments, observing deadlines and achieving results.



Planning and Organizing: Ability to establish priorities and to plan, co-ordinate and monitor own work.



Teamwork: Works collaboratively with colleagues to achieve organizational goals; shares credit for team accomplishments and accepts joint responsibility for team shortcomings.



Technological Awareness: Keeps abreast of available technology, understands applicability and limitation of technology to the work of the office; actively seeks to apply technology to appropriate tasks; shows willingness to learn new technology.



Education A first-level degree from a university or institution of equivalent status. Must have passed the United Nations Competitive Examination for French Translators.



Work Experience A minimum of two years of experience in the area of translation at the international level



Languages
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English and French are the working languages of the United Nations Secretariat. For the post advertised a perfect command of the French language and an excellent knowledge of at least two other official languages (one of them English) is required.



Assessment Method Evaluation of qualified candidates for this position may include a substantive assessment which will be followed by a competency-based interview.



Special Notice Staff members are subject to the authority of Secretary-General and to assignment by him or her. In this context, all staff are expected to move periodically to new functions in their careers in accordance with established rules and procedures.



All applicants are strongly encouraged to apply online as soon as possible after the job opening has been posted and well before the deadline stated in the job opening. Online applications will be acknowledged where an email address has been provided.



If you do not receive an e-mail acknowledgement within 24 hours of submission, your application may not have been received. In such cases, please resubmit the application, if necessary. If the problem persists, please send an email to [email protected], quoting the job opening number in the subject header of your email.



United Nations Considerations The United Nations shall place no restriction on the eligibility of men and women to participate in any capacity and under conditions of equality in its principal and subsidiary organs. (Charter of the United Nations – Chapter 3, article 8). The United Nations Secretariat is a non-smoking environment.



No Fee THE UNITED NATIONS DOES NOT CHARGE A FEE AT ANY STAGE OF THE RECRUITMENT PROCESS (APPLICATION, INTERVIEW MEETING, PROCESSING, OR TRAINING). THE UNITED NATIONS DOES NOT CONCERN ITSELF WITH INFORMATION ON APPLICANTS’ BANK ACCOUNTS.



To apply, please copy the link below as your web address: https://inspira.un.org/psc/UNCAREERS/EMPLOYEE/HRMS/c/UN_CUSTOMIZATIONS.UN_JOB_DETAI L.GBL?Page=UN_JOB_DETAIL&Action=A&JobOpeningId=21408
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UNITED NATIONS DEVELOPMENT PROGRAMME



PROCUREMENT ASSOCIATE (LOCAL POSITION) (27 October 2011)



Location: Nairobi, KENYA Application Deadline: 27-Oct-11 Type of Contract: Service Contract Post Level: SC-6 Languages Required: English Duration of Initial Contract: One year Expected Duration of Assignment: One year (with possibility of extension)



Background The Governance Programme promotes national and local institutions and serves to steward Somalia’s establishment of good governance and public accountability in an environment where government functions are nascent or non-existent. The Governance Programme has three components: •



Local governance;



•



Somali Institutional Development Project (SIDP), and



•



the Constitution project.



Under the Local Governance component, UNDP together with four other UN agencies, works to place communities at the core of local development to ensure that the services provided are relevant to a given community and that the local councils are accountable to the people and transparent. Somali Institutional Development Project (SIDP) seeks to implement institutional development and capacity
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building by targeting the ‘machinery of government’ (parliament and central agencies), followed by professional institutions responsible for public administration. The Constitution project endeavors to promote reconciliation, peace and stability through a constitution-making process at the federal level.



Under the guidance and supervision of the Procurement Specialist, the Procurement Associate ensures execution of transparent and efficient procurement services and processes in the Governance programme. The Procurement Associate promotes a client-focused, quality and resultsoriented approach in the Unit.



The Procurement Associate works in close collaboration with the operations, programme and projects’ staff in the CO and UNDP HQs staff for resolving complex procurement-related issues and information exchange.



Duties and Responsibilities



Summary of Key Functions:



Ensures implementation of the operational strategies focusing on achievement of the following results: •



Full compliance of procurement activities with UN/UNDP rules, regulations, policies and strategies; implementation of the effective internal control.



•



CO Procurement business processes mapping and elaboration of the content of internal Standard Operating Procedures (SOPs) in Procurement and Logistics in consultation with the direct supervisor and office management.



Organizes procurement processes for Governance programme, SIDP, Local Governance, Civil society and Constitution projects focusing on achievement of the following results: •



Preparation of procurement plans for the Governance Programme projects and their implementation monitoring.



•



Organization of procurement processes including preparation and conduct of RFQs, ITBs or RFPs, receipt of quotations, bids or proposals, their evaluation, negotiation of certain conditions of contracts in full compliance with UNDP rules and regulations.



•



Preparation of Purchase orders and contracts in and outside Atlas, preparation of Recurring Purchase orders for contracting of services, vendors’ creation in Atlas. . Buyers profile in Atlas.
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•



Preparation of submissions to the Contract, Asset and Procurement Committee (CAP) and Advisory Committee on Procurement (ACP).



•



Implementation of the internal control system which ensures that Purchase orders are duly prepared and dispatched. Timely corrective actions on POs with budget check errors and other problems.



•



Presentation of reports on procurement in the Governance Programme



Ensures implementation of sourcing strategy focusing on achievement of the following result: •



Development and update of the rosters of suppliers, implementation of supplier selection and evaluation



Ensures proper control of Governance Programme Assets focusing on achievement of the following result: •



Preparation of inventory reports.



•



Implementation of Inventory and physical verification control in the Governance projects.



Ensures organization of logistical services focusing on achievement of the following results: •



Organization of travel including purchase of tickets, DSA calculation, PO preparation; arrangement of shipments; vehicle maintenance; conference facilities arrangements.



•



Timely conducted DSA, Travel Agencies, vehicle maintenance, hotel and conference



Ensures facilitation of knowledge building and knowledge sharing in the programme focusing on achievement of the following results: •



Organization of trainings for the operations/ projects staff on Procurement.



•



Synthesis of lessons learnt and best practices in Procurement.



•



Sound contributions to knowledge networks and communities of practice.



Impact of Results The key results have an impact on the overall execution of the CO procurement services and success in implementation of operational strategies. Accurate analysis and presentation of procurement information, duly organized procurement processes ensure client satisfaction and overall timely delivery of UNDP Governance programme and projects.



Competencies
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Functional Competencies:



Building Strategic Partnerships Level 1.1: Maintaining information and databases •



Analyzes general information and selects materials in support of partnership building initiatives



Promoting Organizational Learning and Knowledge Sharing Level 1.1: Basic research and analysis •



Researches best practices and poses new, more effective ways of doing things



Job Knowledge/Technical Expertise Level 1.1: Fundamental knowledge of processes, methods and procedures •



Understands the main processes and methods of work regarding to the position



•



Possesses basic knowledge of organizational policies and procedures relating to the position and applies them consistently in work tasks



•



Demonstrates good knowledge of information technology and applies it in work assignments



Promoting Organizational Change and Development Level 1.1: Presentation of information on best practices in organizational change •



Demonstrates ability to identify problems and proposes solutions



Design and Implementation of Management Systems Level 1.1: Data gathering and implementation of management systems •



Uses information/databases/other management systems



Client Orientation Level 1.1: Maintains effective client relationships •



Reports to internal and external clients in a timely and appropriate fashion



•



Organizes and prioritizes work schedule to meet client needs and deadlines



•



Responds to client needs promptly



Promoting Accountability and Results-Based Management Level 1.1: Gathering and disseminating information
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•



Gathers and disseminates information on best practice in accountability and results-based management systems.



Core Competencies: •



Demonstrating/safeguarding ethics and integrity



•



Demonstrate corporate knowledge and sound judgment



•



Self-development, initiative-taking



•



Acting as a team player and facilitating team work



•



Facilitating and encouraging open communication in the team, communicating effectively



•



Creating synergies through self-control



•



Managing conflict



•



Learning and sharing knowledge and encourage the learning of others. Promoting learning and knowledge management/sharing is the responsibility of each staff member.



•



Informed and transparent decision making



Required Skills and Experience



Education: •



Secondary Education with specialized training in procurement. University Degree in Business or Public Administration would be desirable, but it is not a requirement



•



UNDP Procurement Certification programme



Experience: •



3 years of progressively responsible administrative experience is required at the national or international level. Experience in the usage of computers and office software packages (MS Word, Excel, etc), advance knowledge of automated procurement systems, experience in handling of web based management systems



Language: Fluency in written and spoken English



UNDP is committed to achieving workforce diversity in terms of gender, nationality and culture. Individuals from minority groups, indigenous groups and persons with disabilities are equally encouraged to apply. All applications will be treated with the strictest confidence.



166



To apply, please copy the link below as your web address: http://jobs.undp.org/cj_view_job.cfm?job_id=26211



ACTION AFRICA HELP INTERNATIONAL



MEDIA INTERN – VIDEO AND PHOTOGRAPHY (31 October 2011)



Action Africa Help International (AAH-I) is an International Non-Governmental Organization with headquarters in Nairobi and works in South Sudan, Kenya, Uganda, Somalia and Zambia with communities to bring lasting solutions in health and development. More information on AAH-I at www.actionafricahelp.org



Position Description The purpose of the position is to contribute to the building of a strong Communications function with an aim of raising the profile of AAH-I’s work regionally and globally. Specifically, the Media Intern will enhance AAH-I’s capacity in audio-visual media and contribute to developing a strong ecommunication presence by pushing content online through the website and social media platforms. We are looking for an innovative individual with the capability of producing high quality photographs and short compelling documentaries that will show case the impact of AAH-I’s work to different audiences. The Media Intern will work under the supervision of the Communications Officer. The Intern will be engaged immediately for an initial period of 3 months.



Benefits This opportunity will offer a fresh graduate (or one just about to graduate) in electronic media the chance to engage in real hands on production work that makes a difference in communities and supports development communications. The individual will contribute towards setting up AAH-I’s online media portal and get recognized for that.



Responsibilities
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•



Create promotional and documentary style videos and photography of AAH-I’s projects under the core themes of health, food and income security and civil society strengthening



•



Work with field officers and impart skills to add value to what they are doing



•



Make available formats of these documentaries online through AAH-I’s website and on the different social media forums



Qualifications •



Bachelor’s degree in Electronic Media (Video/photography)



•



Working knowledge of video production equipment and editing suites e.g. Final Cut Pro, Premier or Avid and other graphic rendering software e.g. Photoshop and After Effects



•



Hands on experience with social media tools i.e. YouTube, Face book



•



Experience with uploading content on websites



•



6 months to 1 year experience in video work including equipment handling



Other qualities Vibrant personality, open to new cultures and willing to learn • Interest in development work • Willingness to travel to remote places in South Sudan and Uganda for up to 3 weeks and interacting with grassroots communities to capture their realities



Remuneration This position attracts a minimal allowance. Travel and stay in the field stations will be fully catered for by the organization.



How to apply: Applications to be sent by email by Monday 31st October 2011 to: [email protected]



Only shortlisted candidates will be contacted.
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AFRICAN MEDIA INITIATIVE



OFFICE ASSISTANT / RECEPTIONIST (21 October 2011)



The African Media Initiative (AMI) seeks to strengthen the media sector, from an owner and operator perspective, so that it can play its full role in promoting social development, economic growth and in empowering citizens to hold governments and other institutions to account.



AMI is incorporated in the Republic of Kenya as a non-profit, nongovernmental organization. To strengthen its institutional building, AMI is looking to employ an Office Assistant/Receptionist. The incumbent will report to the Executive Assistant.



Duties and Responsibilities: This position is responsible for assisting in the management of the administrative and logistic tasks of the organization. Specific duties and responsibilities include: •



Greet guests and visitors



•



Answer telephone and take messages, distribute faxes and type documents, reports and letters



•



Perform a full range of secretarial duties including screening and routing correspondence, telephone calls, and arranging meetings.



•



Assist in arranging logistics for staff, local, regional and international consultants such as hotel booking, car pick up, air ticket arrangement and visa applications.



•



Arrange mission schedules, including meetings with local institutions and government agencies.



•



Maintain logbook for incoming and outgoing correspondence, faxes and official correspondence.



•



Update the database of AMI contact lists and publications.



•



Assist in arranging seminars, workshops and meetings for AMI.



•



Purchase office supplies



•



Ensure all staff are adequately provisioned with office stationary and equipment.



•



Ensure general office maintenance.



•



Ensure payment of all office bills – electricity, internet, telephone etc



•



Other duties as requested by the AMI Senior management.



Qualification:
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•



Good written and spoken English and French is essential



•



Minimum two years of relevant experience



•



Ability to work as a team member



•



Completed Secondary School, higher education an advantage



•



Good knowledge of computer software, such as MS. Word, Excel and PowerPoint



•



Enthusiasm to learn.



•



Experience working in an office environment, previous experience in administration advantageous.



•



Ability to multitask.



•



Excellent interpersonal skills.



Application Process: Interested candidates should submit electronic applications, consisting of a letter of interest (two pages or fewer) and complete curriculum vitae, in either Microsoft Word or Adobe PDF Format, to the following



AMI



email



address



by



close



of



business



on



Friday,



21



October



2011:



[email protected] Please include “AMI Office Assistant / Receptionist Search” in the subject line.



The successful candidate is expected to take up the position as soon as possible. She/he will be based in Kenya where AMI is headquartered.



www.africanmediainitiative.org



ADEPT SYSTEMS



HEAD OF CUSTOMER CARE (21 October 2011)



Our Client is a company investing in using mobile payments for energy services. The company is launching a new service using mobile payments to make renewable energy products, such as solar lanterns, affordable to low-income people. The service will enable customers use mobile payments such as M-PESA to pay for renewable energy products and services on a “pay-per-use” basis, making them much more affordable especially to low-income users. The energy products are distributed and
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sold through a network of local agents and outlets who are paid commission when customers send payments.



The company is seeking an energetic, entrepreneurial and experienced head of customer service to support the launch and expansion of the new product. Reporting to the Chief Executive Officer you will be expected to;



Responsibilities •



Formulate, plan and execute customer service strategies;



•



Develop and implement policies and procedures including call-scripts, performance monitoring and team schedules;



•



Design and implement reports to monitor performance of CCR team;



•



Develop and analyze reports on customer behaviour and formulate strategies to improve customer performance;



•



Work with team members to investigate and resolve complex complaints or issues raised by customers, e.g. relating to service or product performance;



•



Manage growth of professional team;



•



Direct day-to-day activities of customer service department.



Requirements •



University degree in Business Administration, Marketing or a related field.



•



5+ years high-level experience in customer care, preferably in a related industry: financial, mobile-money or other commission based product/service in East Africa.



•



Proven ability to build and manage a professional CCR team and support functions, in a comparable industry.



•



Capacity to innovate, creating new processes and structures across customer team.



•



Ability to work efficiently in a high demand, team oriented environment.



•



Ability to assimilate customer feedback and lead planning and execution of high level customer-facing strategies.



•



Knowledge of the local business environment, particularly in financial services, mobile money or telecoms industries.



•



Excellent computer literacy, communication and analytical skills.



•



Affinity towards entrepreneurship, understanding potential benefits of mobile technology to low-income people.
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How to apply: Send your application including a cover letter indicating your desire to work with our client; a detailed CV highlighting relevant experience, details of current and expected salary, a daytime phone contact, email address, and the names of three professional referees by close of business Friday 21st October 2011.



Adept Systems MANAGEMENT CONSULTANTS P O Box 6416, Nairobi, GPO 00100 Email: [email protected] Web: www.adeptsys.biz



Only short listed candidates will be contacted. Please note that we do not charge fees for receiving or processing job applications. Visit our website for more vacancies.



CATHOLIC RELIEF SERVICES Background CRS has been working in Kenya since the early 1960’s at the invitation of the Kenya Episcopal Conference and is currently implementing programs in a number of differing sectoral areas; Agriculture, HIV&AIDS, Peacebuilding, Refugee Assistance, Emergencies to name a few.



In most instances CRS works through a number of partnerships, both faith based and secular.



The program is geographically diverse covering Nairobi, Rift Valley, Nyanza, North Eastern.
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In order to ensure quality programming and efficient use of resources CRS is seeking a highly qualified and motivated individual to fill in the following position;



PROGRAM MANAGER - MONITORING, EVALUATION AND ACCOUNTABILITY (19 October 2011)



Ref.2011/40 Location: Nairobi



Job Summary: The Manager ensures the overall coordination of monitoring, evaluation and beneficiary accountability functions for the entire program. S/he ensures systems are in place to monitor progress toward achieving project results and objectives.



S/he supports CRS and partner staff to ensure M&E and accountability by providing technical assistance and capacity building.



The Manager will support various aspects of the overall program and provide technical support to the M&E team in Dadaab.



Summary of Key Responsibilities and Accountabilities •



Provide overall management, supervision, and administration of M&E activities.



•



Together with CRS and partner program staff and communities, design, develop and implement a monitoring and evaluation system.



•



Establish qualitative and quantitative data-gathering mechanisms, consolidating data against the wider project goal, integrating ICT as opportunities arise.



•



In close co-ordination with Regional Technical Advisor, M&E ICT oversee the launch of a centralized EARO web based data tool of Kenya Country Program, housing raw data, reports, dashboards and maps and ensure accuracy.



•



Recommend any possible changes based on the lessons learned and suggest improvement measures.



•



Build CRS and partner staff capacity to increase beneficiary accountability in programs by providing guidance, training and/or resources



•



Design, pilot and formalize a feedback mechanism that takes into account both beneficiary and staff perspectives.



173



Desired Qualifications, Skills and Abilities •



Master’s degree preferred in sociology, statistics, or any other M&E related field or equivalent combination of education and work experience. Degree in relevant field such as social studies or community development acceptable with significant M&E work experience.



•



At least five years of proven technical expertise in the design, monitoring and evaluation of multisectoral programs.



•



Strong networking and analytical skills, particularly in issues related to monitoring and evaluation.



•



Expertise in community mobilization, including PRA and other participatory techniques.



•



Demonstrated knowledge of humanitarian quality and accountability standards.



•



Experience in staff management, capacity building, including training, mentoring, and coaching.



•



Demonstrable written and oral communication skills, including writing donor reports.



•



Computer proficiency in Microsoft Programs and quantitative data analysis softwares.



•



Proven integrity, objectivity and professional competence; demonstrated sensitivity to cultural diversity and gender issues.



•



Experience with ICT, such as GIS, GPS, and mobile data collection desired.



Written applications indicating the reference number of position applied for and CV including daytime contact phone numbers, as well as names and contact information of three references should reach the below-mentioned by October 19, 2011.



Human Resources Manager Catholic Relief Services – Kenya Program E-mail: [email protected]



Note: Please indicate the Reference Number of the position you are applying for on the ‘email subject’.



Only shortlisted candidates will be contacted.



PROGRAM OFFICER - POLICY AND GOVERNANCE



Ref. 2011/41



174



Location: Nairobi (with 65% travel to Garissa and Tana River Counties)



Catholic Relief Services – USCCB is the official agency of the United States Conference of Catholic Bishops for relief and development overseas.



CRS supports programs in over 100 countries and works through local partners.



We are seeking suitable persons to fill the following job position.



All candidates require technical competencies, willingness to travel to field locations and a commitment to work with and support partners of CRS many of whom are Catholic institutions.



Job Purpose: The Officer will support the Global Water Initiative Program to address policy influencing and governance issues nationally, regionally and at project implementation level in Garissa and Tana River Counties.



Key Responsibilities and Accountabilities With guidance from CRS WATSAN Manager, and in consultation with other GWI Kenya partners, the incumbent will work with government, communities and other relevant stakeholders at national, regional and county levels in both Garissa and Tana River counties.



Specific Duties & Responsibilities •



Support GWI partners at community and county levels in developing effective governance and advocacy strategies and approaches.



•



Train GWI partners in Kenya (CARE, ACF and CRS) in addressing the governance, advocacy and policy influencing component of water programming



•



Track, assess and analyze the national, regional and county water governance and advocacy issues on monthly basis



•



Identify, design and facilitate capacity building interventions targeting GWI program staff and communities



•



Participate in water sector forum and meetings at national, regional and county levels



•



Support program reporting, M&E, peer learning on key cross cutting issues within the program, and keep abreast of changing sector knowledge and best practice



•



Prepare, conduct training and mentoring in areas of advocacy, governance, communication and networking, among others.
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•



Participate actively in documentation of success stories and other anecdotal information



•



Participate in monthly consortium partners learning meetings, GoK Water and Environmental Sanitation Coordination Meetings as well as GWI learning alliance meetings



Knowledge, Skills and Abilities Requirements •



A Bachelors degree in Sociology, Community Development, or any other social sciences



•



Post graduate qualifications will be an added advantage



•



A minimum of 5 years experience in similar work



•



Good knowledge of water and sanitation policy framework in Kenya



•



Proven experience in training using participatory adult learning methodologies



•



Strong analytical and report writing skills, excellent presentation and facilitation skills



•



Ability to work in a multidisciplinary and multicultural environment and with partners at all levels



•



High proficiency in Microsoft Office Programs and use of Internet



•



Ability to cultivate constructive relationships



•



A professional with high integrity and good stewardship of resources



Written applications indicating the reference number of position applied for and CV including daytime contact phone numbers, as well as names and contact information of three references should reach the below-mentioned by October 25, 2011.



Human Resources Manager Catholic Relief Services – Kenya Program E-mail: [email protected]



Note: Please indicate the Reference Number of the position you are applying for on the ‘email subject’ and the envelopes for those using postal address.



Only shortlisted candidates will be contacted.



BINGWA SACCO SOCIETY



We are a fast growing National Rural Sacco with our head office based in Kerugoya town.



176



We invite applications from result oriented persons with high level of public relations for the following positions.



SECRETARY (24 October 2011)



Reporting to the Chief Executive Officer, the candidate will be providing administrative and clerical services at the CEO’s office to ensure smooth running of the Sacco, undertake receptionist services as well as managing the Chief Executive Officer’s diary.



The candidate must possess the following qualifications: •



C (plain) in O level with C+ in English and C in mathematics



•



Diploma in secretarial studies or certificate in secretarial studies and diploma in business Administration/Human resource from a recognized institution.



•



Should have worked for at least 5 years in a busy environment with a track record of achievement.



•



Have excellent written communication skills, attentive to detail, able to maintain confidentiality, planning and organizing skills, time management, interpersonal skills and customer focused.



•



Minimum age 30 years



•



Be able to meet strict deadlines and targets



Application letters accompanied by current CVs stating current and expected salary and relevant testimonials should be sent to:



Chairman Bingwa Sacco Society P.O. Box 434 Kerugoya



Not later than 24th October 2011.



MICROFINANCE OFFICERS (2) (24 October 2011)



Reporting to the Branch Manager, the candidates shall ensure quality generation and management of the microfinance loan portfolio.
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The candidate must possess the following qualifications; •



Diploma in Microfinance or a Diploma in Co-operative Management



•



Should have worked for at least 5 years as a microfinance officer



•



Should have strong financial analytical skills and attentive to details



•



Should possess excellent customer service and interpersonal skills



•



Should be ready to meet targets and strict deadlines



•



Minimum age 28 years



Application letters accompanied by current CVs stating current and expected salary and relevant testimonials should be sent to:



Chairman Bingwa Sacco Society P.O. Box 434 Kerugoya



Not later than 24th October 2011.



REPUBLIC OF KENYA MINISTRY OF MEDICAL SERVICES



National Blood Transfusion Services (NBTS) is a Government Department in the Ministry of Medical Services responsible for ensuring safety and availability of blood in all hospitals throughout the country.



The Government under the PEPFAR project, (NBTS is funded under PEPFAR while C.D.C offers local oversight and technical support), seeks to recruit a team of dynamic, highly motivated, well exposed and competent candidates to fill the below advertised vacancies on one year renewable contract, subject to performance and availability of funds.



SENIOR PROJECT ACCOUNTANT (25 October 2011)
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Job Purpose: Reporting to the Head NBTS, the post holder will compile the NBTS financial information and budgets in a comprehensive finance budget/plan for review by the NBTS management team.



The role ensures that PEPFAR requirements, policies and procedures are met across the program, as well as closely monitoring the PEPFR financial reporting schedule and the program business cycle to ensure timely and accurate financial donor reports that are linked to narrative reports.



Minimum Qualifications •



A Bachelors degree in Finance/Accounting and CPA-K or ACCA.



•



A minimum of 5 Years experience in finance and administration management, either in Public Service or Private Sector.



•



The candidate must have an in depth knowledge and experience in computerized accounting especially Quick books and Excel.



•



Knowledge of fund accounting and procurement will be also be required.



•



Good knowledge of the Kenya Government financial regulations.



•



Experience working with PEPFAR or another USG funded project will also be an advantage.



Applications: Qualified candidates are invited to send their application letters, copies of certificates and other testimonials and a detailed CV with three professional referees and daytime telephone contact.



Applications should be addressed to the Permanent Secretary, Ministry of Medical Services, 0010030016, not later than 25th October 2011.



Canvassing for these posts directly or indirectly will lead to automatic disqualification.



Only shortlisted candidates will be contacted.



A.A. Nyanchoga For: Permanent Secretary
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AGA KHAN UNIVERSITY HOSPITAL, NAIROBI



The Aga Khan University Hospital, Nairobi, a premier teaching and tertiary care referral hospital, invites applications from appropriately qualified individuals for the following positions:



CLINICAL PRACTICE EDUCATOR (MATERNITY SERVICES) (26 October 2011)



The Clinical Practice Educator will be responsible for imparting knowledge and skills that are needed by nurses to meet the care needs of all categories of patients at the Aga Khan University Hospital, Nairobi.



The incumbent will work with the nurses to enhance their clinical competencies and implement nursing quality assurance protocols.



Applicants should be Registered Nurses (KRN/M; KRCHN) with current licensure with the Nursing Council of Kenya.



A Baccalaureate degree (BScN) and/or other formal post-basic preparation in clinical teaching and specific area(s) of clinical practice and Certification in ALSO, EPLS and ACLS will be an added advantage. S/he should be proficient in Microsoft office packages.



The successful candidate(s) should have a minimum of five (5) years clinical nursing experience in an acute care teaching hospital and a minimum of two (2) years continuous experience in a busy nursing unit.



Applications for this position should be submitted by 26th October 2011 to the address provided below.



To Apply: Applications should be sent to,



The Manager, Recruitment, Aga Khan University Hospital, Nairobi P. O. Box 30270-00100, Nairobi
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Or by email to [email protected]



For further details, please visit our website www.aku.edu. Only shortlisted candidates will be contacted.



PLANT TECHNICIANS / ELECTRICAL TECHNICIANS / HVAC TECHNICIANS (26 October 2011)



The Technicians will carry out activities relating to plant equipment management involving maintenance, technical inspection, acceptance testing/handover and third-party service supervision, contract monitoring, new capital equipment, pre-purchase technical appraisal and annual equipment replacement plan.



Applicants for this position should have a Diploma in Mechanical / Electrical Engineering (Plant /Electronics / Power Option) and a Diploma in Refrigeration for the HVac Technician.



The successful candidate should have at least five years experience in a similar position.



S/he must be registered and/or eligible for registration with the Engineering Board of Kenya



Applications for this position should be submitted by 26th October 2011 to the address provided below



To Apply: Applications should be sent to,



The Manager, Recruitment, Aga Khan University Hospital, Nairobi P. O. Box 30270-00100, Nairobi



Or by email to [email protected]



For further details, please visit our website www.aku.edu. Only shortlisted candidates will be contacted.
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BONDO UNIVERSITY COLLEGE (A CONSTITUENT COLLEGE OF MASENO UNIVERSITY)



COORDINATOR FOR THE MISTRA URBAN FUTURE'S PROJECT - KISUMU LOCAL INTERACTION PLATFORM (28 October 2011)



Kisumu Action Team (KAT) has received funding from Mistra Urban Futures of Chalmers University of Technology towards the establishment of Kisumu Local Interaction Platform (KLIP) and to roll out pilot studies in market places of ecotourism.



The project is expected to provide a framework for sustainable development in Kisumu town and its environs under Mistra Urban Futures Project - Kisumu Local Interaction Platform (KLIP).



KAT, under this Mistra Urban Futures Project would like to operationalise these activities commencing from 1st November, 2011.



Mistra Urban Futures - KLIP wishes to recruit a dependable, dynamic and result oriented person for the position of project coordinator.



The responsibility of the coordinator will include but not limited to: •



Overseeing operations of Mistra Urban Futures -KLIP Secretariat including office management and coordination of meetings and functions.



•



Preparing research concept notes for evaluation and peer review



•



Processing research proposals accepted for funding



•



Administration of the research projects



•



Implementation of projects under the guidance of KAT



Qualifications and requirements: The applicant should have:



182



•



A Master's Degree in urban planning, design or related field with wide knowledge and experience in urban matters, governance, socio-economic development, natural resource management.



•



At least five years experience in a similar position or assignment.



•



Knowledge of project proposals development and fundraising.



This will be a 3 year contract, renewable on mutual agreement and on the basis of availability of funding.



The successful candidate will be paid a competitive and attractive consolidated salary.



Application to be sent by 28th October, 2011 to:



The Chairman Kisumu Action Team (KAT) C/o Bondo University College [email protected] Tel.057-2501804/2058000 www.bondo-uni.ac.ke P.O Box 210 - 40601, Bondo-Kenya



CANADIAN HIGH COMMISSION



DEVELOPMENT OFFICER (19 October 2011) The responsibilities include: •



Overseeing the work of consultants, managing programming, providing field representation for Canadian supported activities in Kenya and the region, and managing relations with donors and Kenyan, regional, international and NGO partners



•



Providing reviews of programming proposals, monitoring for results based on results based management (RBM) analyses, and liaising with CIDA Headquarters



•



Ensuring that Canadian procedures and contracting and financial management regulations are followed
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•



Assisting in the identification and development of new programming and the updating of programming strategies



Qualified applicant must have: •



A Masters degree from a recognized university or an equivalent combination of education and work experience in a field related to international development



•



At least 5 years work experience in project/programme management, preferably in the field of international development



•



Strong management, analytical skills, leadership skills and experience in multi-cultural environments



•



Ability to manage multiple priorities and meet tight deadlines



•



Good judgment and proven ability to work independently



•



Excellent writing, communication and proof reading skills in English



•



Full computer literacy



•



No impediments to regional travel or in obtaining a security and medical clearance



•



Broad-based sectoral knowledge in the areas of humanitarian assistance, the civil society sector in Kenya and/or the multilateral system would be a significant asset



•



Experience working with international donors would be a significant asset



Candidates who fully meet these requirements should email their letter of application (maximum two pages) explaining their qualifications for this position, a curriculum vitae (maximum five pages), daytime telephone number and quoting the job competition number by 16h00, October 19th 2011.



Only successful candidates will be contacted.



A detailed job description is available by email request.



Please email applications or request for the detailed job description and further information to: [email protected]



Subject line: Competition No. 2011-CIDA-01
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GSK



REGULATORY AFFAIRS MANAGER (24 October 2011)



GSK is one of the world’s leading research-based pharmaceutical and healthcare companies.



We research, develop, produce and market vaccines and medicines to target unmet medical needs.



Our Consumer Healthcare business includes over-the-counter medicines, nutritional and oral healthcare products. Our business employs over 100,000 people across the world.



An exciting career opportunity has arisen for a highly motivated and enterprising individual to join our Consumer Healthcare Division as a Regulatory Affairs Manager.



Essential Job Responsibilities: Translate the consumer business objectives into an actionable regulatory affairs strategy so as to ensure that GSK standards in respect to regulatory conformance and business continuity are maintained.



The key roles are as outlined below: •



Prepare regulatory dossiers and correspondences, for new products and ensure that the licences are maintained within East Africa.



•



In accordance with the business plan, conduct an assessment of which countries are regulatory active and establish the regulatory requirements based on the complexity of the individual markets.



•



Manage the relationship with regulatory authorities in East Africa on matters relating to regulatory approvals for GSK Consumer products, respond to queries and requests for additional information.
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•



Continuously track and ensure product licenses within East Africa are maintained through timely renewal, re-registration and submission of variations, amendments and notifications.



•



Establish and maintain a document filing system to ensure easy access of documentation and product history throughout the product life cycle and maintain regulatory status reports of all regulatory active products.



•



As part of the New Product Introduction and New Product Development team, align the regulatory registration submission strategy to commercial new product introduction strategy in the relevant markets.



•



Monitor and report all adverse events and customer complaints reported for all consumer products.



•



Manage Quality Management System Audits and tracks the implementation of audit findings.



Qualifications & Knowledge: The successful candidate will have a minimum of a Bachelor’s Degree in Pharmacy with at least 5 years experience in Regulatory Affairs.



The candidate will have good communication and presentation skills, a team player with strong influencing skills.



He/she must be proficient in data base applications and a person of high level of integrity.



Interested candidates should apply stating their overall suitability for the position together with a detailed CV that clearly addresses the ability to perform the key responsibilities to: [email protected]



The application deadline is 24th October 2011.



Kindly note that only shortlisted candidates will be contacted



PATHFINDER INTERNATIONAL
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FINANCE AND ADMINISTRATION DIRECTOR (28 October 2011)



Our client, Pathfinder International (Pathfinder), is a global leader in reproductive healthcare.



For more than fifty years Pathfinder has been focusing on ensuring that vulnerable groups of people have the right and opportunity to live a healthy reproductive life.



Pathfinder is seeking to recruit a high calibre, results oriented, experienced and highly skilled professional for the position of Finance and Administration Director for the Kenya Country Office.



The role Reporting to the Country Representative, the ideal candidate will be responsible for effective and efficient management of the Finance, Administration and Information Technology (IT) functions.



The individual will oversee the management of financial resources for the Country Office in line with donor guidelines and regulations, and ensure effective and efficient provision of administrative and IT support services for the Country Office operations.



The person The ideal candidate will possess an advanced business degree, professional accounting certification, and at least eight (8) years financial management experience in a leading organization.



The candidate must have a demonstrable track record of integrity, effective grant management and at least three years experience in management of USAID funded projects.



The offer If your career aspirations match this exciting opportunity, please write in confidence quoting the position title and reference number on the subject of the email or cover letter on or before Friday October 28th 2011.



A detailed job profile can be accessed on www.eastafrica.kpmg.com



Applications including your curriculum vitae, a working e-mail address, daytime telephone contacts, qualifications, experience, present position, current remuneration, names and addresses of three referees should be emailed to [email protected].
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Applicants will be required to provide the following addressed directly to KPMG: •



A reference letter from their immediate past employer.



•



A character reference from an individual who has known the applicant for at least 3 years.



•



Confirmation from the professional organization that they are a member in good standing.



Only short-listed candidates will be contacted



KENYA BROADCASTING CORPORATION



BRAND MANAGER (TELEVISION & RESEARCH) (28 October 2011)



REF: HR/MKT 01/2011 SS LEVEL: BE 3



The Role Reporting to the Marketing Manager the successful applicant will be responsible for the development and management of Television Brand with the aim of achieving and maintaining leadership positions in the market.



Duties and Responsibilities •



Prepare and implement annual brand plans to achieve set targets.



•



Ensure brand profitability is achieved through optimal management of resources.



•



Collect, analyze & prepare brand reports and conduct competitive market analysis.



•



Develop and implement brand communication strategies.



•



Liaise with external agencies in developing and implementing brand strategies.



•



Plan and coordinate market research activities.



•



Identify and initiate brand improvements to meet changing market needs



•



New product development.



Requirements
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•



At least a Degree in Marketing or Business Administration from a reputable University.



•



A Post graduate Diploma in Marketing from a recognized institution will be an added advantage.



•



5 years experience in brand marketing in a large organization preferably media industry.



•



Excellent communication, interpersonal and supervisory skills.



Interested candidates who meet the above criteria may send their applications stating their current remuneration and enclosing detailed CVs, copies of certificates and testimonials, names of three referees, day time telephone contacts, so as to reach the undersigned on or before Friday 28th October 2011.



The Managing Director Kenya Broadcasting Corporation P.O. Box 30456 Nairobi



Only shortlisted applicants will be contacted. We Are An Equal Opportunity Employer



KISUMU WATER AND SEWERAGE COMPANY LIMITED



Kisumu Water and Sewerage Company Limited (KIWASCO), a fast growing Company providing water and sewerage services within Kisumu is seeking to recruit competent and qualified personnel in the following positions:



NETWORK MAINTENANCE ENGINEER (30 October 2011) Duties and Responsibilities: •



Ensure preventive and corrective maintenance is undertaken on regular basis



•



Provide guidance and supervision of technical staff in the network maintenance section



•



Supervise installation, servicing and maintenance of all equipments in the network
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•



Ensure that the right quality and quantity of spare parts is maintained at appropriate levels



•



Initiate planning and budgeting for works in the maintenance operations



•



Ensure new connections are properly installed



•



Ensure distribution reservoirs are properly managed



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience: •



Bachelors Degree in Civil Engineering



•



Registered Engineer



•



5 years experience in the relevant field with at least two years at supervisory level



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



CUSTOMER CARE MANAGER (30 October 2011) Duties and Responsibilities: •



Manage and guide the operations of the customer service and call centre teams



•



Put in place and monitor systems and processes that will enable handling of all customer service calls/emails.



•



Seek possible solutions to customer problems in line with company policy and advice customers accordingly.



•



Liaise with other sections/departments in handling customer issues.



•



Issue forms and other related documents appropriately.



•



Carry out regular surveys to monitor customer satisfaction.



•



Maintain comprehensive and up to date data of all complaints and regularly update on complaints resolution progress.



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience •



Degree in a business related field
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•



Diploma in Public Relations and good interpersonal skills



•



8 years relevant working experience, three of which should be in at management level



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



INCHARGE NON-REVENUE WATER (30 October 2011) Duties and Responsibilities •



Develop and implement leak reduction strategies.



•



Identify and reduce administrative and technical losses.



•



Develop measures against illegal water consumption.



•



Put in place leak detection processes and control policies.



•



Prepare and implement system rehabilitation and leakage control plans and liaise with the Network Maintenance team and other relevant teams to ensure timely detection, repair and replacement of faulty or damaged parts.



•



Train Technical and Security teams on leak detection and management.



•



Prepare relevant reports as required.



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience •



A Bachelor’s degree in Civil Engineering or a related field.



•



Post graduate training/ qualification in water supply.



•



Five years experience in network maintenance and water loss reduction and in the use of leak detection devices.



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited
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P.O. Box 3210 – 40100, Kisumu



PRO-POOR PROGRAMME CO-ORDINATOR (30 October 2011) Duties and Responsibilities: •



In liaison with the Head of Commercial put in place pro-poor strategies and ensure effective implementation



•



To oversee the implementation of KIWASCO’s pro-poor programmes in water and sanitation.



•



Design and implement a monitoring and evaluation systems for all programmes.



•



Develop and maintain effective relationships with donors, partners and relevant stakeholders.



•



To provide capacity building support and guidance for staff and relevant partners to facilitate implementation of planned activities



•



In collaboration with Finance Department, track programme/project expenditure and ensure budgets are followed and relevant procedures followed in the allocation and use of program funds.



Minimum Qualifications and Experience: •



A Bachelors degree in Development Studies, Social Work or other related subject



•



5 years experience working in on community based water, hygiene and sanitation projects in an NGO/ commercial setting.



•



Experience in proposal writing



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



WATER NETWORK MAINTENANCE TECHNICIAN (30 October 2011) Duties and Responsibilities: •



Provide direction, guidance and support required to perform network maintenance duties efficiently and effectively.
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•



Ensure that the network maintenance team is provided with the required resources.



•



Prepare work plans and communicate them to the relevant staff in good time for proper planning.



•



Mobilize team to perform maintenance duties as per schedule and meeting the required specifications.



•



Promote and support work ethics founded on the principles of mutual respect, professionalism, integrity and fairness



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience: •



Relevant KEWI Certification/ Trade test



•



level Certificate



•



5 years relevant experience



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



LEAK DETECTION AND CONTROL TECHNICIAN Duties and Responsibilities: •



Detect leaks in commercial and residential locations and carry out repairs as required.



•



Detect leaks on underground piping and sewer systems.



•



Report leaks to the Network Maintenance Engineer as required and follow up to ensure that these are repaired in a timely and quality manner.



•



Use relevant maps and documents to locate water and sewer lines.



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience: •



Diploma in Mechanical Engineering



•



Level



•



Five years relevant working experience
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Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:



Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



DEBT COLLECTION CO-ORDINATOR (30 October 2011) Duties and Responsibilities: •



Plan and implement collection strategies and make recommendations on new techniques of collection to reduce bad debts.



•



Ensure controls and compliance with corporate policies.



•



Prepare bad debt reports and draw these to the attention of the management with recommendations on actions to take to minimize risk.



•



Ensure debtors’ accounts are managed accurately and effectively.



•



Establish and manage commercial arrangements with third parties for the recovery of bad debt,



•



Issue demand and reminder letters to customers.



•



Prepare reports on collections and figures of delinquencies to inform management.



•



And any other duties that may be assigned from time to time.



Minimum Qualifications and Experience: •



A Bachelor’s degree in Accounting or CPA-K, ACCA



•



Post graduate qualification or training in Debt Management, Credit Control or other related subject



•



Knowledge of debt recovery procedures including legal procedures related to debt collection.



•



Five years experience in debt control/management, 2 of which should be at a supervisory level



Interested candidates to submit their applications with detailed CVs and names of three referees by 30/10/2011 to the:
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Managing Director Kisumu Water and Sewerage Company Limited P.O. Box 3210 – 40100, Kisumu



UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES



ASSOCIATE SAFETY ADVISER (28 October 2011)



National Professional Officer (NOB) Position No. 10008724 Location: Dadaab, Kenya



The Branch Office of the United Nations High Commissioner for Refugees in Kenya is seeking to recruit a qualified Kenyan national as an Associate Field Safety Adviser at the National Professional Officer Level (NOB).



Applicants should hold a university degree in International Relations, Law or related fields. Military/Police or Security background is highly desirable.



Experience required: At least 8 years’ experience including at least 6 years in the same functional area and at least 2 years with an international organization.



Competencies: Good knowledge and fluency in English and Kiswahili. Knowledge of Somali language is an added advantage. Good negotiating and reporting skills.
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A detailed job description is available at the UNHCR Branch Office situated on Rhapta Road, No. 35 in Westlands.



Only those who qualify should apply in writing attaching copies of relevant academic certificates, testimonials, telephone and Email contacts.



Applicants should also complete a UN Personal History Form (P.11) available in the UN Website, www.un.org.



Applications should be sent to:



The Human Resources Officer United Nations High Commissioner For Refugees (UNHCR) IVN/ENV/DDB/11/023 P.O. Box 43801, 00100 Nairobi, Kenya.



By email to: [email protected]



Important: Only those candidates who are short listed for interviews will be contacted.



Late applications will not be considered.



Qualified female candidates are encouraged to apply.



Short listed candidates will be required to sit for a written test.



Closing date: 28 October 2011
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ADCOCK INGRAM EAST AFRICA



Adcock Ingram East Africa is a leading pharmaceutical company registered in Kenya whose mission is to be recognized as a leading world class branded healthcare company.



REGIONAL SALES MANAGER (20 October 2011)



The position exists to effectively develop, execute and manage Adcock Ingram East Africa Sales & Marketing strategies in Kenya. The Regional Sales Manager will be responsible for all the Sales and Marketing targets and activities in line with Adcock Ingram vision, mission, core values, strategy and established processes, policies and procedures.



Duties and responsibilities The Regional Sales Manager will be responsible for; •



Managing a team of Medical Representatives.



•



Setting corporate targets and ensuring that targets are met.



•



Setting individual targets and ensuring that individual targets are met.



•



Territory alignment



•



Managing team reporting systems and ensuring that reporting is in alignment with corporate reporting standards.



•



Ensuring that sales and marketing strategies are set and executed.



•



Product positioning



•



Carrying out market analysis.



•



Develop and manage relationships with Key Opinion Leaders.



•



Other duties as assigned



Requirements: Qualifications, Skills and Experience •



A Bachelors degree in Science/Pharmacy/Medicine



•



A Masters degree will be an added advantage



•



At least 5 years experience working as a Sales Manager in a pharmaceutical multinational organization



•



Strong planning, organizational and management skills



•



Self starter /Goal focused / Target driven



•



Must have knowledge of Microsoft packages and PowerPoint.



•



Accounting background
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•



Ability to work in a competitive and challenging environment.



•



Strong interpersonal skills/Ability to energize and motivate a team.



•



Must have managed not less than Six Medical Representatives.



Please send your application with detailed CV



Closing Date: 20th October 2011



Email address: [email protected]



For more information visit www.adcock.com



KENYA SEED COMPANY LIMITED Introduction Kenya Seed Company, a leading seed producer in Eastern Africa, recently completed an organizational restructuring which resulted in the establishment of new positions.



It is against this background that we are seeking to recruit results oriented individuals to fill the following key positions based in Kitale, Nairobi and Arusha - Tanzania.



HUMAN RESOURCE MANAGER (28 October 2011)



Ref: HRM/02/2011



Reporting to the Director Human Resource and Administration, the job holder will spearhead the implementation and review of human resources policies and procedures in the company.
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Key duties and responsibilities •



Liaise with the Director in development and implementation of Human Resource work plans, review and evaluate work methods and procedures.



•



Manage employees’ records on recruitment, training, promotions, transfers, performance reviews, disciplinary process and terminations.



•



Coordinates specific Human Resources planning, training and development.



•



Assist the Director in development and implementation of competitive and sustainable reward policies and systems.



•



Facilitate consultations and/or negotiations with the labour union and ensure harmonious relationships with the employees and their elected representatives.



•



Handle all human resource issues including attendance and/or absenteeism, leave, recruitment,



pension/retirement



benefits



and



coordinate



performance



management



activities. •



Facilitate the formulation and review of all relevant Human Resource policies in line with the new labour laws and enhance good HR management practices exemplified by teamwork, recognition, etc.



•



Develop and implement staff welfare initiatives.



•



Liaise with the Director in developing appropriate Human resource budgets and plans.



Qualifications, experience and capabilities •



A degree in Social Sciences, Business Administration or Business Management from a recognized university.



•



A masters’ degree in Business Administration, Social Sciences (Human Resources Management option) and/or Diploma in Human Resource Management is an added advantage.



•



A good understanding and knowledge of the Kenyan Labour Laws and experience in handling labour relations.



•



Must have excellent hands-on experience in Human Resource Management Information Systems packages (HRMIS).



•



Be of high integrity and ability to meet stringent deadlines.



•



Have at least 8 years relevant experience 5 of which should be at senior management level in a busy business oriented environment.



•



Be a member of a relevant professional body.
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Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



PLANNING & STRATEGY MANAGER (28 October 2011)



Ref: PSM/03/2011 Re-advertisement



Reporting to Director Finance and Strategy, the job holder will lead and implement the process of strategy development and business planning.



Key duties and responsibilities •



Support in developing, monitoring and reporting company’s strategic and operational plans.



•



Analyze and monitor business performance, industry trends, existing or new regulatory requirements and their impact on business operations.



•



Carry out feasibility studies, market and competitor analysis to determine viability of all company projects.



•



Make recommendations on alternative courses of action, including risk assessment, capital investment, acquisitions and expansion at the corporate level;



•



Support in maintaining and implementing risk management policy.



•



Monitor national and international developments as they relate to company’s strategic plan and risk tolerance profile.



•



Identify strategic and operational opportunities and risks and advise the management on an appropriate course of action;



•



Develop, implement and maintain a cost allocation model and system of data collection to support the understandability of budgets and service delivery;



•



Develop, implement and maintain a budget planning process, and – in consultation with budget holders – prepare a budget to support delivery of the strategic objectives;
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•



Maximize the linkage between planning and business development by forging and maintaining key relationships with all service and production departments



•



Manage the quality management system in place and ensure full implementation of its quality objectives, policies and procedures.



•



Carry out monitoring and evaluation of company projects.



Qualifications, experience and capabilities •



Bachelor’s degree in Business, Economics, Agricultural economics or related field



•



Master’s degree in strategic management or related field is an added advantage



•



At least 8 years work experience, 5 of which in senior management position in a recognized organization.



•



Excellent grasp of ICT based analytical techniques



•



Strong oral and written communication skills.



•



Strong sense of responsibility and ability to meet strict deadlines with attention to quality.



•



Desire to develop strong working relationships across cultural and geographic boundaries.



•



Clear demonstration of strategic thinking and analytical skills.



•



Excellent influencing & facilitation skills and team player



•



Proven ability to contribute to strategy formulation and track record in leading substantial planning activity.



•



Strong research, problem solving, decision making and organization skills.



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



INTERNAL AUDIT MANAGER (28 October 2011)



Ref: IAM/05/2011
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Reporting to the Board and Managing Director, the job holder will carry out audit activities in accordance with International Professional Practices Framework (IPPF).



Key duties and responsibilities •



Plans, organizes, and carries out the internal audit function including the preparation of an audit plan which fulfils the responsibility of the department, scheduling and assigning work and estimating resource needs requirements.



•



Reports to management on the policies, programmes and activities of the department.



•



Establishes risk-based plans to determine the priorities of Internal Audit function.



•



Communicates Internal Audit activities, plans and resource requirements to management.



•



Ensures compliance with International audit standards.



•



Carry out business risk analysis.



•



Manages the internal audit unit, and prepares reports to the Board of Directors



•



Carry out monitoring and evaluation of audit recommendations.



Qualifications, experience and capabilities •



Bachelors degree in commerce, accounting or its equivalent from recognized University



•



CPA (K) or its equivalent



•



Relevant masters degree is an added advantage



•



8 years experience in auditing



•



Good working knowledge of office systems software.



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



PRODUCTION MANAGER (28 October 2011)



Ref: PM/06/2011
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Reporting to the Director Operations & Research, the job holder will oversee production activities of all seed crops in the company.



He/she will be expected to provide strong leadership to facilitate the achievement of the set targets.



Key duties and responsibilities •



To ensure that the required quantities of basic and certified seeds are produced.



•



To ensure timely recruitment of growers and provision of technical support.



•



To ensure quality standards are attained at all stages of production by working closely with the certifying agency, and other Departments.



•



Foster transparency and good governance practices within the department.



•



To ensure appropriate work plans are developed and executed on the basis of the Strategic Plan, Performance Contract and the work plan.



•



To manage and coordinate staff matters within the department and influence desired changes in working styles, attitudes and work ethics and ensure appraisal of all staff.



•



Formulate and manage the departmental budget, develop comprehensive performance targets and submit reports as and when required.



•



To lead in conservation of environment within and without production zones.



•



Maintain confidentiality of all information that comes by virtue of appointment and in the course of assigned duties.



Qualifications, experience and capabilities •



Bachelor of Science degree in Agriculture or a related field from a recognized University.



•



Masters degree in agronomy or related field is an added advantage.



•



8 years experience in seed production, 5 of which must have been at Senior Field Officer level or above.



•



Good working knowledge of office systems software.



•



Be conversant with Seeds and Plant Varieties Act Cap 326 of the laws of Kenya, ISTA regulations and OECD requirements for varietal certification.



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.
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Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



FINANCE MANAGER (28 October 2011)



Ref: FM/07/2011



Reporting to the Director Finance & Strategy, the job holder will be responsible for the following;



Key duties and responsibilities: •



Liaise with the Director in the development and implementation of sound financial management system procedures.



•



Timely preparation of financial statements and reports, ensuring compliance with regulatory and statutory accounting requirements.



•



Manage financial resources effectively and efficiently through the development of activity based budgets and implementation of strict budgetary control measures.



•



Assist in analyzing the company’s financial results and advising management on appropriate performance improvement strategies.



•



Manage daily financial transactions and ensure that they are carried out in accordance with acceptable accounting standards.



•



Analyze the financial activities of the company and suggest ways to make it more cost effective



•



Work with different departments in the company to evaluate budgets and ensure that budgetary provisions are adhered to.



•



Assist in implementation of financial management strategies and control systems in order to monitor the flow of funds, adherence to the budget, expenditures, income and cost of sales.



•



Prepare management reports as required.



Qualification, experience and capabilities: •



Bachelors’ degree in Commerce, Business Administration (Accounting Option), Finance from a recognized University.
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•



Professional qualifications i.e. CPA (K) or ACCA



•



Masters Degree in Business Administration, Finance from a reputable university is an added advantage.



•



Have demonstrated experience in improving organizational efficiency and performance.



•



Have at least 8 years post-qualification experience in financial management 6 of which should be at senior level in a reputable organization.



•



Have hands on experience in computerized accounting applications/software.



•



Have the ability to work under pressure.



•



A strong team player of high integrity.



•



Have good interpersonal and communication skills



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



GENERAL MANAGER – KIBO SEED COMPANY, TANZANIA (28 October 2011)



Ref: GM/08/2011



Reporting to the Board and Managing Director, Kenya Seed Company, the General Manager will be head of the Kibo Seed Company, a wholly owned subsidiary of Kenya Seed Company.



He/she will be expected to provide strong and inspirational leadership to the company to facilitate the achievement of the set goals and objectives of the Company.



Key duties and responsibilities •



To supervise all staff of the company and ensure highest standards of discipline are upheld.



•



To ensure proper management, custody and optimal utilization of the company’s resources.



•



To facilitate the implementation of the Board of Director’s policies and decisions.



205



•



To develop and submit to the Board business plans and annual operating budgets and strategic plans for consideration and approval from time to time.



•



To drive the organization’s culture change agenda in order to inculcate the core values of honesty, integrity, transparency, accountability and good corporate governance practices.



•



To institute proper internal control systems and procedures to safeguard both the Company’s physical and intangible assets.



•



To oversee and promote best practices in the procurement process of goods and services by ensuring that the laid down government procurement regulations and guidelines are strictly complied with.



•



To formulate appropriate promotional strategies and specific programmes to popularize company products, hasten adoption and consequently increase market share.



•



To continually evaluate and put in place a distribution network that is adequate and active at all times.



•



To represent management in field days, tours, agricultural shows and any other meetings beneficial to the company.



•



To promote local production, processing, packaging and import and export of seed.



•



Carry out monitoring and evaluation of company projects.



Qualification, experience and capabilities: •



A degree in Agriculture, Business Administration, Social Sciences, Commerce or related field from a recognized university.



•



A master’s degree in Business Administration, Agriculture or a relevant field is an added advantage.



•



Working knowledge in production, processing, packaging, import, export and marketing of seed products is an added advantage.



•



Must have at least eight (8) years relevant experience 5 of which must be at senior management level.



•



Be able to draw and understand budgets, planning and forecasts.



•



Have strong managerial, communication and leadership skills.



•



Be conversant with the Seeds and Plant Varieties Act CAP 326 Laws of Kenya and any other relevant laws applicable in Tanzania.



•



Knowledge of the East African Market.



•



Have good working knowledge of office systems software.
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Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



CHIEF SALES AND MARKETING OFFICER, SIMLAW SEEDS COMPANY (28 October 2011)



Ref: CMO/09/2011



Reporting to the General Manager Simlaw Seeds Company, the job holder will be responsible for development and implementation of sales and marketing strategies.



Key duties and responsibilities •



Supervise and guide sales and marketing team



•



Develop and execute sales and marketing strategies



•



Oversee successful introduction of new products in the market



•



Manage the processing of import/export orders and develop and maintain stock reorder system



•



Develop and execute market penetration and retention strategies



•



Review the distribution chain and recommend ways of making it more efficient



•



Assist in the provision of technical advisory services to clients



•



Prepare the departments’ annual budget, monthly and quarterly reports



•



Ensure seed stock safety and high standard of hygiene in all the company outlets.



•



To procure sales orders, ensure they are adequately serviced and finally ensure all monies are duly paid for all the products so supplied.



•



To carry out after sales trips, receive regular reports on stock requirements, customer satisfaction, complaints, competition activities and any other information useful to the company.



•



To spot check correctness of seed stocks delivered to our various Agents and sub Agents , and to report any anomalies so identified.
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Qualification, experience and capabilities: •



A degree in Social Sciences, Business Administration or Business Management from a recognized university.



•



A masters’ degree in Marketing or Business Administration and/or Diploma in Marketing is an added advantage.



•



Be of high integrity and ability to meet stringent deadlines.



•



Good communication skills



•



Have at least 8 years relevant experience 5 of which should be at senior management position.



•



Be a member of a professional body.



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



SOTIK TEA COMPANIES



ASSISTANT VEHICLE WORKSHOP SUPERVISOR (21 October 2011)



We are an organization located in a rural environment 50kms from Kericho town consisting of tea estates and two highly automated tea factories.



We have an innovative approach to the growing and manufacture of black tea and pride ourselves in the quality of our personnel and our productivity.



We are seeking an applicant for the position of Assistant Vehicle Workshop Supervisor.
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The applicant should have: •



A diploma in Motor Vehicle Mechanics or equivalent.



•



At least 7 years experience post training qualifications.



•



Preferably not less than 3 years relevant experience in supervisory position.



•



Very high standards of repair and maintenance work



•



Good and proven administrative experience and skills.



•



Aged between 30 to 40 years old.



The successful candidate will be assisting the VWS Supervisor in leading a team of mechanics and welders in maintaining and repairing Tractors, Implements, Trailers, Vehicles, Stationary engines (e.g. Cummins generators), Lawn Mowers, Gyramowers, Chain Saws etc. and other garage works including the: •



Preparation of PPM programs.



•



Preparation of annual budgets.



•



Preparation of monthly reports.



Applications, including detailed C.V., to be submitted to the



Deputy General Manager Technical, Sotik Tea Companies, P.O. Box Private Bag 20406, Sotik



By Friday 21st October 2011



Only shortlisted applicants will be contacted.



DEL MONTE KENYA LIMITED
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AGRICULTURE SUPERVISORS (31 October 2011)



We are looking for suitable candidates to fill the above mentioned positions in our Agriculture Department.



Responsibility •



Planning, organizing, supervising and coordinating labour, equipment and materials.



•



Monitoring performance of each activity and directing necessary corrections.



•



Providing timely and accurate reports on work performance.



•



Performing administrative duties, training and motivating subordinates.



•



Ensure efficiency to meet the set targets both in quality and quantity.



Requirements; •



Age between 25 to 35 years.



•



Should be a holder of a degree in Agriculture or a closely related course.



•



Diploma holders with over 5 years experience will be considered.



•



Candidates with experience in Agricultural Operations will have an added advantage.



•



Must be Computer literate.



•



Holders of a Driving Licence will have an added advantage.



•



Must be capable of working independently, without close supervision and meet strict deadlines.



•



Must be a team player.



If you believe you fit the required profile, please apply in confidence to the addresses below by 31st October, 2011 providing a curriculum vitae that contains details of your qualifications, experience, present position, current remuneration, day and evening telephone numbers, e-mail address and names and addresses of three referees.



The Human Resources Manager Del Monte Kenya Limited P O Box 147, THIKA – 01000 Or E-mail: [email protected]
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ZENITH STEEL FABRICATORS LIMITED



We are a leading steel fabrication firm seeking to expand our operations.



We are looking for the following for our local office.



SALES & MARKETING ENGINEER (31 October 2011)



•



Bsc. Degree in Engineering



•



5 years experience and sound knowledge in the processes involved in steel fabrication.



•



Have experience at a senior level in sales and marketing of engineering products.



•



Be proactive and have the ability to both expand our market share and liaise with clients.



Apply by October 31st 2011 to



P.O. Box 18314- 00500 Enterprise Road Nairobi, Kenya.



KENYA EPISCOPAL CONFERENCE - CATHOLIC SECRETARIAT



DIRECTOR OF FINANCE AND COMPLIANCE (21 October 2011)



The Kenya Episcopal Conference - Catholic Secretariat announces the vacant post of Director of Finance and Compliance



The Kenya Episcopal Conference has recently been awarded a grant by the Centre for Disease Control and Prevention (CDC) for HIV & AIDS Care and Treatment in hospitals within Nyanza Province.
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The KEC advertises for the position of Director of Finance and Compliance based in Nairobi with frequent travel to Nyanza Province.



Key Responsibilities •



Responsible for overall control and oversight in all financial, compliance and administration aspects of the program.



•



Provide fiscal leadership for the program, ensuring the effective use of donor resources to meet program goals.



•



Responsible for all project oriented financial systems including financial planning, budgeting, monitoring and reporting, legal, audit and contractual compliance.



•



Work closely with the Chief of Party to monitor and manage partner sub-awards.



Qualifications & Experience •



Bachelor’s degree in Finance or Accounting with a Master’s Level education in finance



•



CPA(K) or ACCA qualification



•



Minimum of 5 years of experience working in financial management with international organizations and donors preferably CDC or USAID and extensive knowledge of donor contractual stipulations and regulations.



•



Demonstrated excellent personal integrity and confidentiality.



•



Excellent interpersonal communication skills and ability to work effectively as part of a team.



•



Demonstrated ability in Accounting software packages and proficiency using online financial systems and databases



•



Excellent verbal and written communications skills



Personal Traits •



Is a person of attested integrity, with high degree of stewardship of resources



•



Is innovative and assertive



•



Is able to work under little supervision



•



Is able to serve people of all types of temperament



Send your detailed Curriculum Vitae indicating daytime telephone numbers, address and the names of three referees to the address below not later than October 21st, 2011.



Secretary General
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Kenya Episcopal Conference - Catholic Secretariat P.O Box 13475 - 00800 Nairobi.



or e-mail: [email protected]



Our recruitment procedures shall be followed. Only short listed candidates will be contacted.



NORWEGIAN REFUGEE COUNCIL



Norwegian Refugee Council (NRC) has been present in Somalia since early 2004 and has since expanded its programme to Kenya in 2006 and to Ethiopia in 2011.



Since 2004, Norwegian Refugee Council (NRC) has demonstrated a regional competence and expertise in working with displaced populations.



NRC has mainly focused on Somalis who are displaced by the ongoing conflict and more recently by the drought and famine.



The Regional Office is based in Nairobi, Kenya with offices and operations in Somalia (Puntland, Somaliland and Mogadishu), Kenya (Dadaab and Molo) and Ethiopia (Addis Ababa and Dolo Ado).



AREA PROGRAM SUPPORT COORDINATOR – PUNTLAND (20 October 2011)



Reporting to: Area Manager - Puntland Duty Station: Bossaso - Somalia
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Duration of Contract: ASAP to 31st December 2012 (with possible extension)



Main Responsibilities include: •



Ensure overall provision of and adherence to NRC policies, procedures, guidelines, systems and standard practices for Logistics, Administration, ICT and human resourcing (HR)



•



Prepare, manage and account for the departmental cost budget



•



Oversee the staff awareness, implementation, field interpretation/approved customization and maintenance of NRC Logistics, Administration, ICT and HR policies, procedures, guidelines and systems with proper tracking, documentation



•



Communicate all changes to the Area Manager for approval and information, and to all relevant Area staff for action or awareness



•



Oversee all Area logistical/procurement, HR/administration and office services activities



•



Ensure timely review and updating of standardized contracts/agreements between NRC and employees, supplier(s) and implementing partners to meet the requirements of NRC and other funding partners



•



Oversee the accurate and timely flow of information within and among departments in relation to issues of procurement/logistics, HR, ICT and administration



•



Oversee recruitment of National Staff including vacancy identification, advertisement, selection, contracting, induction and confirmation



•



Oversee implementation of the NRC performance management system



•



Oversee and participate in the development and implementation of staff training and capacity building programs



•



Oversee the maintenance of appropriate filing, retrieval and archiving systems in the Area Office and the specific sections of the Program Support department



•



Oversee organizational ICT needs assessments and system specifications with the subsequent identifications, procurements and installations



•



Be the focal point under the guidance of the Area Manager, for the Office’s correspondence with Government and other agencies as required.



•



Prepare periodic program support department reports for management decision making



•



Assign, supervise and appraise the work of Program Support staff



•



Keep Area Manager informed and in-charge but not burdened by Program Support.



Required skills and qualifications: •



Minimum of Bachelor’s degree in Business Administration or any Support related training.



•



At least 7 years of relevant experience.
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•



Good oral and written communication skills in English



•



Personally efficient and organized with excellent multitasking skills



•



Good attention to detail with wide general knowledge



•



Excellent interpersonal and people management skills



•



Able to work unusual hours under pressure and meet deadlines



•



Strong sense of the essential order of action priorities



•



Excellent computer skills in Microsoft Excel, Word, PowerPoint and network communications.



Deadline for Applications: 20th October 2011



Applications should be submitted to:



Norwegian Refugee Council, Email Address: [email protected] Please indicate the title of the position as the subject for email applications



Only the short listed candidates will be contacted.



The Norwegian Refugee Council is an equal opportunity employer, with no discrimination in terms of sex, age, religion, ethnic origin or political affiliation.



EDUCATION FOR MARGINALIZED CHILDREN IN KENYA



Education for Marginalized Children in Kenya (EMACK) is an initiative of the Ministry of Education (MOE) made possible by the generous support of the American people through the United States Agency for International Development (USAID) and implemented in partnership with the Aga Khan Foundation (AKF).



The program seeks to improve access to quality education, retention and completion rates for children historically underserved by the education system by focusing on a number of interrelated strategies.



These include increased community and parental participation in all aspects of school life; teacher development and improved coordination and dialogue to inform the Kenya Education Sector Support Program.
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Ultimately the program aims to improve the learning outcomes for all children in terms of literacy, numeracy analysis and innovation.



We invite applications from suitable candidates to fill the following position:



EDUCATION SPECIALIST - PASTORALIST EDUCATION PROGRAMS (21 October 2011)



As a member of EMACK program core team and reporting to the Deputy Chief of Party, The Education Specialist - Pastoralist Education Programs (ES-P) will provide leadership for all EMACK education programs in North Eastern Province (NEP) in addition to playing a significant role in the development and refinement of EMACK plans and strategies.



He/she will facilitate the identification of the unique challenges facing the education of children from nomadic/pastoralist communities and with the support of both the Deputy Chief of Party and the Senior Education Specialist, develop a raft of effective interventions aimed at providing quality education to large numbers of children in NEP, enhancing the retention and completion for those children enrolled and paying particular attention to the education of girl children in the province.



Essential Job Functions: •



Coordinate program activities and interventions that will increase access, improve quality, retention, completion and transition rates for children in both formal and non-formal settings in North Eastern Province;



•



Strengthen the Whole School Approach (WSA) as the overarching EMACK strategy in order to enhance community support and ownership of education programmes at district/school levels;



•



Support MOE efforts aimed at the establishment of quality alternative learning programs in NEP including NFE centres and integrated Islamic education programs.



•



Ensure systematic monitoring of learner achievements [with a focus on reading instruction] and documentation of both partner and core team program activities and interventions;



•



Develop and maintain relationships with GoK (particularly MOE and the Ministry for the Development of Northern Kenya and Other Arid Lands), NGOs, media outlets, and other relevant partners in order to influence policies favorable to the education of marginalized children.
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Requirements: •



Masters’ Degree in Education or closely related field;



•



A minimum of 5 years’ work experience in education programs especially programs with a bias for pastoralist communities;



•



Good understanding of the dynamics and complexities in the management of programs in pastoralist settings;



•



Sound knowledge of the education sector with a bias on literacy, numeracy, learning assessments and the policy context;



•



Good understanding of the project cycle including the logical framework analysis (LFA) and Results Based Management (RBM);



•



Direct experience with or some exposure to policy advocacy work;



•



Excellent oral and written communication skills in both English and Kiswahili;



•



Knowledge of the Somali language is added advantage.



Applications, along with a cover letter, an up-to-date CV and names of three referees should be sent to the address below by 21st October, 2011



The Human Resource and Administration Manager, EMACK II P.O. Box 99870 - 80107, Mombasa



Email: [email protected]



Only short-listed candidates will be contacted



The Aga Khan Foundation is an Agency of the Aga Khan Development Network



RESEARCH CARE AND TRAINING PROGRAM



STUDY COORDINATOR FOR SHAMBA MAISHA PROJECT (28 October 2011) Program Description:
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The Research Care and Training Program (RCTP), is a collaboration between Kenya Medical Research Institute (KEMRI), University of California, San Francisco (UCSF) and University of Washington (UW).



RCTP is seeking a motivated, proactive individual to fill the job position of Study Coordinator for Shamba Maisha project (Vacancy number FN-022-11), a pilot agricultural intervention for food security and HIV health outcomes among FACES patients.



This is anew project which will give FACES patients the ability to improve their household nutrition through agriculture.



The Shamba Maisha Intervention is made up of three components; Agricultural and finance training, provision water pump and microfinance Loan program, each implemented by our team alongside Kenyan partner organizations.



The study will be located in Migori and Rongo District Hospital – Nyanza Province



Job Summary: The Study Coordinator is responsible for the smooth functioning of this multi-sectoral study.



Responsibilities will include •



coordinating communications with microfinance and agricultural teams, investigators, clinicians, field research staff and individuals at collaborating institutions;



•



assisting investigators with implementation of the intervention and study protocol;



•



planning and problem-solving;



•



overseeing data management;



•



ensuring that the recruitment and follow-up goals of the study are met;



•



training and mentoring research staff;



•



supervising and monitoring performance of field staff including research assistants and data managers;



•



assisting with administrative needs of the field staff;



•



spearheading strong relationships among collaborating organizations in the health, finance and agricultural sectors and helping with dissemination of findings to all collaborating partners and relevant local organizations.
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Key job Requirements: •



At least Masters of Science or Advanced Degree in Medicine, Nursing, Agriculture, Nutrition or Public Health or relevant field.



•



Prior leadership experience managing teams and/or coordinating multiple stakeholders required.



•



Experience with supervising research (agriculture, public health or clinical studies), 5-7 years of experience strongly preferred.



•



Additional skills in grassroots agricultural, nutritional or microfinance programs would be an advantage



Applications should include a cover letter with current position and salary (if applicable), and date available to join the project. A current CV with names and telephone contacts of at least 3 referees and an email address and a telephone number (land line or mobile). At least two letters of recommendation.



Copies of official certificates and testimonials and copy of the latest pay slip.



Applications can be delivered or posted so as to reach the



Human Resources Manager, KEMRIRCTP, Lumumba Health Centre, P.O. Box 614, Code 40100, Kisumu



Or [email protected]



By 28th October 2011



For more details visit www.kemri.org or www.faces.org vacancies page



SCHOOL LOCATED IN SOUTH C



We are a performing school located in South C offering both the 8.4.4 and British Curricula.
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In line with the school’s strategic plan, we are looking for qualified and motivated professionals to fill the following positions:



HIGH SCHOOL ADMINISTRATOR (21 October 2011) Qualification and Competencies •



Minimum of Bachelors degree in Education



•



At least 5 years working experience in a similar position.



•



Must be performance oriented and relate to others in a manner that creates a sense of teamwork and co-operation.



•



Possess strong interpersonal, communication and negotiation skills.



•



Must have adequate knowledge in both the 8.4.4 and British Curricula.



•



Must be registered with TSC and computer literate.



•



Must have high moral and ethical standards with independence of mind and ability to defend his/her position on significant issues.



•



Must be willing to stretch and meet deadlines and targets.



How to Apply Interested candidates who can demonstrate the ability to perform at these levels should submit their applications by 21st October 2011 enclosing a detailed CV including present positions, Current remuneration and contact details of three referees and their telephone numbers to:



The Group Team Leader, P.O Box 26600-00504 Nairobi Email: the [email protected]



FMCG RETAIL CHAIN



A leading FMCG retail chain with branches spread around central Kenya and with a concrete expansion program to cover other towns across the country is seeking to fill the following position.



FINANCE AND ADMINISTRATION MANAGER (28 October 2011)



Duty Station: Nairobi.
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Duties & Responsibilities •



Direct oversight and responsibility for all financial and administrative functions.



•



Providing relevant information and advice to the executive directors.



•



Preparation of the company’s business plans and annual budgets.



•



Formulate and develop sound financial policies, procedures and systems for internal control.



•



Ensuring the maintenance of complete and accurate financial records for all the company’s operations



•



Ensuring compliance with all statutory provisions in respect to financial reporting, taxation, returns and allied matters.



•



Preparing periodic financial statements, reports and analysis to aid decision making



•



Organization, coordination and day to day management of the accounting department.



•



Implementation of financial decisions on direction from the finance director.



•



Perform any other specific duties as may be assigned



Required Qualifications, Experience and Skills •



Bachelor’s degree in accounting, finance, business administration or related field.



•



Professional Qualification in accounting such as CPA, ACCA or equivalent from a recognized institution.



•



Progressively responsible practical working experience of at least six (6) years of which the last three (3) should be in leading and managing finance and administrative functions in a medium sized organization.



•



Strong leadership and management skills with ability to take responsibility, be accountable and with a demonstrated capacity to generate and implement new ideas.



•



Proven ability in motivating and managing staff.



•



Have a strong business and commercial sense.



•



A sound knowledge of statutory requirements and procedures and up to date with developments in accounting and finance.



•



Excellent organizational, analytical, problem solving, interpersonal and management reporting skills.



•



High degree of integrity, commitment, respect for confidentiality and results oriented.



•



Proficiency in MS office suite and accounting software packages.



•



Aged 30 - 35 years.
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Interested applicants meeting the above criteria should send their application, an up to date C.V highlighting relevant skills and experience, the names and contacts of (3) three professional referees and a day time contact telephone number to:



DNA: 1118 P.O Box 49010, 00100 GPO Nairobi/Kenya



So as to be received not later than 28th Oct 2011



Only shortlisted candidates will be invited for an interview.



GOAL KENYA



SHELTER MANAGER – DAADAB (21 October 2011) Job Profile: The Shelter Manager will supervise and monitor progress and quality of ALL shelter project activities in line with the GOAL goals and objectives of the programme and ensure compliance to GOAL procedures. The manager will take overall responsibility of all technical-related aspects of the shelter project. Based in Daadab, the shelter manager will manage the project, supervising all project staff and report to the Field Manager.



Duties/Responsibilities



Project quality and management: •



Responsible for overall management of the projects in line with approved project proposals, budgets and within agreed time frames
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•



Develop designs, cost estimates and other related documents for all shelter works



•



Maintain



effective



relationships



with



implementing/operational



partners



and



other



stakeholders to ensure projects run smoothly •



Monitor the progress of shelter activities as per work plan and ensure compliance with project design, proper construction standards, health and safety requirements and adherence to schedules



•



Ensure resources are used appropriately and efficiently



•



Ensure programme monitoring systems are adhered to and timely preparation and submission of programme status reports as may be required by the Field Manager



•



Work with relevant departments (logistics, procurement, finance and other emergency projects) to ensure systems are in place at field level that will ensure timely receipt and distribution of project materials and supplies



Representation and coordination •



Maintain effective working relationships with partners, local leaders and communities



•



Represent GOAL on all appropriate forums within the programme area, including all related stakeholders groups



Finance •



Responsible for reviewing project budgets needs in line with the agreed project plans, in collaboration with the Finance officer/Office Administrator and GOAL finance department



•



Ensure that the project expenditures are in line with the agreed budgets and with donor requirements



Qualifications/Competencies •



Degree in Civil Engineering with a minimum of 5 years relevant experience



•



At least 3 years’ experience in managing and implementing; experience managing shelter projects in an emergency / refugee set up preferred



•



Candidates with previous experience in ISSB building method highly preferred



•



Ability to coordinate and manage staff and project activities



•



Familiarity with the aid system, and ability to understand donor and governmental requirements



•



Strong analytical, conceptual, organizational, communication and supervisory skills



•



Computer literate (Arch CAD, Auto CAD, MS project and MS Office)



•



Knowledge of Sphere guidelines
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•



Proven ability to work creatively and independently both in the field and in the office



•



Being a strong team player and adept at creating a strong team spirit



•



Highly motivated and with a desire to work with local communities



•



Ability to work with culturally diverse groups of people



•



Ability to travel and work in difficult conditions and under pressure



•



Excellent spoken and written English



•



Proficiency in Swahili and Somali languages an advantage



To apply for the above position, please send your CV listing three references including your last direct supervisor and salary expectations to the



Human Resources Manager GOAL Kenya, P.O Box 66242-00800, Nairobi,



or by email to [email protected]



Please put the job title of the position for which you are applying in the subject line of the email.



The closing date for all applications is Friday, 21st October 2011.



Only shortlisted applicants will be contacted and responded to after interviews.



No phone calls accepted.



GOAL is an equal opportunity employer, qualified male and female applicants are encouraged to apply.
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CARE INTERNATIONAL KENYA



PROGRAM QUALITY COORDINATOR - GLOBAL FUND (26 October 2011)



(Ref: PQC/10/2011) Based in Nairobi



Reporting to the Global Fund Program Manager, the incumbent shall have overall technical responsibility for day to day program management and technical support, provide leadership in quality improvement of Global Fund Round 7 HIV and AIDS CSOs component by ensuring that program quality is embedded in the design, implementation, monitoring and evaluation of CARE's GF 7 program.



The Program Quality Coordinator (PQC) will support the Program Manager to manage the successful implementation of the GF performance based funding and ensure that all program obligations are realized, accounted for, documented and reported.



For a more detailed job description, please copy the link below as your web address: http://www.care.or.ke/himages/JD%20-Program%20Quality%20Cordinator.pdf



Professional Qualifications and Experience •



Masters Degree in Public Health or other social science degree and a Bachelors degree in Social Sciences, Social Work, Environmental Health, Community Development and or other relevant degree.



•



A minimum of 5 years in Health programs, 3 of which must be in demonstrable experience in management level of which a track record in program quality improvement in health
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programs development ,with a bias in HIV and AIDS programming, particularly in the areas of Counseling and Testing and Behavior Change Communication engagement in national policy and advocacy in rights aspects and health; relevant experience and commitment to gender equality, equity, child rights and understanding of vulnerabilities, •



Demonstrate track record in experience working with a reputable organization at middle level management.



•



Experience in grant making involving HIV/AIDS programming will be an added advantage



Applications If you feel you are the right candidate for the advertised position, kindly send your application indicating the reference number and title of the position applied for along with an up-to-date CV with telephone contacts of three professional referees to: The Human Resources & Development Manager, CARE International In Kenya, Email: [email protected]. So as to be received not later than 26th October, 2011. Only short listed candidates will be contacted.



CARE is an equal opportunity employer and promotes gender equity. Canvassing will lead to automatic disqualification.



CARE International in Kenya does not charge a fee at any stage of the recruitment process. (Application, interview, meeting, processing, training or any other fees)



PRESBYTERIAN FOUNDATION



INTERNAL AUDITOR (28 October 2011)



The Presbyterian Foundation (the investment arm of the Presbyterian Church of East Africa) seeks to employ a qualified person to the job position of Internal Auditor who shall be answerable to the Secretary / CEO of the Foundation.



The ideal candidate shall have the following competencies, qualification and experience:
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Competencies, Qualification and Experience •



Bachelors of Commerce Accounting option plus CPA(K) or ACCA



•



Must have experience of not less than 5 years in a similar position within the hospitality industry and fully understands hotel accounting systems.



•



A self starter with proven track record in development and implementation of Internal Control Systems, Standards, Policies and Procedures.



•



Knowledge of Investment Analysis and exposure to project audits is desirable



•



Must possess good Computer Skills backed by high level of proficiency in Microsoft Officeword, excel and power point as well as operational knowledge of accounting and hotel management softwares.



•



Must have risk and quantitative analysis skills.



•



Must have business communication and interpersonal skills.



•



Must be a person of high morals, integrity and shares the ethos of the advertiser.



•



Must be between 30 – 40 years.



Key Responsibilities •



Supervising, coordinating and managing the Audit function of the Foundation and ensure achievement of set objectives and goals.



•



Development, Implementation and supervising of requisite Internal Control Systems to govern operations of the foundation and its related investments which include Guest Houses, Hotels, Rental Properties and Insurance Agency amongst others.



•



Prepare and manage annual work plan and budget for audit department



•



Formulating and implementing strategies for general, investigative, systems and technical audit.



•



Providing regular briefing to the CEO/Secretary and Board on the adequacy of the internal control systems in relation to risk management and adherence to the internal controls.



•



Maintaining a close working relationship with the Foundation’s external auditors and other agencies on corporate governance issues.



•



Reviewing the reliability, integrity, timeliness and accuracy of financial and operating information to facilitate sound decision-making by management.



•



Reviews systems established to ensure compliance with policies, plans, procedures, statutory requirements and regulations



•



Review operations, programmes and projects to ascertain whether results are consistent with established objectives and goals and whether operations are being carried out as planned.
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•



Advise management on effective cost control and revenue maximization measures.



•



Ensure supervision, appraisal and training of personnel in audit unit.



Applications are invited from candidates who meet the above stated requirements which should be forwarded via email to [email protected] by October 28, 2011.



Indicate current and expected remuneration package.



Applicants who do not hear from us by November 30, 2011 should consider their applications unsuccessful.



HOUSING FINANCE



Housing Finance (HF), Kenya’s premier mortgage company with countrywide operations has exciting opportunities for talented, dynamic, self-driven and results oriented individuals who are committed to performance excellence.



SENIOR MORTGAGE SALES MANAGER (25 October 2011)



The main purpose for this role will be to manage and monitor business initiatives in sales, branch support and all other related departments so as to support business growth that meets customer requirements and expectations whilst making a profitable return to the business.



The successful applicant will be responsible for the following key result areas: •



Implement the mortgage sales strategy in line with the overall business strategy to ensure business growth and achievement of agreed targets.
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•



Oversee Property Point management to ensure growth of strategic partnerships so as to maximize profitability for the organization.



•



Liaise with other departments to ensure the seamless delivery of services and acceptable turnaround times.



•



Prepare and present reports on mortgage sales as agreed with management to aid in decision making.



•



Manage Line Human Resource to ensure a team that is competent, motivated and driven to deliver desired results for the business.



•



Deputize the General Manager Mortgage Finance and assist in implementation of agreed strategies



The ideal candidate should possess: •



A Business related degree from a recognized institution.



•



A post graduate degree will be an added advantage.



•



Minimum 6 years banking experience preferably in business development or relationship management, of which 3 should be in a senior management position.



•



Sound financial management



•



Understanding of relevant banking policies and procedures



•



Understanding of the regulatory environment



•



Strong analytical and credit appraisal skills



•



Understanding of the property industry and banking products



•



Good leadership skills



•



Proven entrepreneurial skills



•



Ability to communicate and present clearly and concisely, both orally and in writing



•



Good negotiation and influencing skills



To apply, please send your application letter and detailed CV to:



Director, Change & Strategy Housing Finance, Rehani House, P. O. Box 30088 GPO 00100 Nairobi



Or email: [email protected] on or before 25th October 2011.
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This advert can also be downloaded from our website www.housing.co.ke



Note: Only short listed candidates will be contacted



SENIOR SERVICE OPERATIONS MANAGER (25 October 2011)



The main purpose for this role will be to manage and monitor business initiatives in Central Operations and Service Delivery functions that support the business strategy.



The successful applicant will be responsible for the following key result areas: •



Drive performance and enable smooth delivery of service to ensure customer satisfaction.



•



Manage Central Operations and Service Delivery to ensure adherence with laid down standards and controls.



•



Oversee effective and efficient document management system to ensure optimal business support.



•



Implement and Manage Business Continuity process to ensure optimal business support.



•



Monitor and evaluate continuous business processes improvement and its impact to the business



•



Prepare and submit relevant reports for accurate decision making by various stakeholders



•



Management of Line Human Resources



•



Deputize and assist the GM - Shared services in implementing some of the strategic initiatives.



The ideal candidate should possess: •



Degree in a business related field.



•



Possession of a post graduate degree will be an added advantage.



•



Have at least 5 years’ experience in the financial services with a direct exposure to Operations and business continuity management.



•



Sound Financial Management



•



Understanding of relevant banking policies and procedures



•



Strong analytical skills



•



Ability to identify processes that require improvement



•



Understanding of BCM and its application to business



•



Ability to assess and mitigate risk



•



Demonstrate Leadership skills
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•



Good interpersonal and influencing skills



•



Have entrepreneurial skills



•



Detail orientation with ability to follow through projects to completion



•



Excellent presentation skills



•



Ability to make prompt decisions and be independent in problem solving



To apply, please send your application letter and detailed CV to:



Director, Change & Strategy Housing Finance, Rehani House, P. O. Box 30088 GPO 00100 Nairobi



Or email: [email protected] on or before 25th October 2011.



This advert can also be downloaded from our website www.housing.co.ke



Note: Only short listed candidates will be contacted



RELATIONSHIP MANAGER – CORPORATE BANKING (25 October 2011)



2 Positions



The main purpose for this role will be to create, manage and monitor relationships with corporate customers, increase customer base and growth whilst ensuring exceptional customer satisfaction and loyalty.



The successful applicant will be responsible for the following key result areas: •



Create business opportunities by understanding corporate customers’ unique needs and offer them suitable solutions.



•



Offer strong customer specific advisory solutions that will facilitate growth in the number of customers and revenue



•



Manage and monitor customer relationships in a personalized manner so as to enhance customer satisfaction and create customer loyalty.
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•



Review, build and maintain appropriate value chains relevant to the business and our customers.



•



Identify, analyze and provide focused information on property trends and investment opportunities



•



Coordinate timely and quality deliverables from internal departments to ensure client needs are delivered with exceptional service provision



•



Measure the customer’s revenue potential to HF, develop and maintain the same



•



Manage and ensure timely resolution of business issues between Housing Finance and the customers in order to achieve excellent customer service, strong relationships and customer loyalty while maximizing revenue for the organization



•



Prepare and submit relevant reports for accurate decision making by various stakeholders



The ideal candidate should possess: •



A business related degree from a recognized institution.



•



A post graduate degree will be an added advantage.



•



At least 5 years’ experience in Business Development and Relationship Management at middle level management in a financial/banking institution.



•



Proven entrepreneurial skills with ability to establish new client relationships and generate new business



•



Sound financial management



•



Understanding of relevant banking policies and procedures.



•



Understanding of the property industry, banking products.



•



Strong analytical and credit appraisal skills



•



Ability to collect and interpret data in trends and investment opportunities in the real estate and property industry



•



Ability to communicate and present clearly and concisely, both orally and in writing



•



Must be assertive and have excellent presentation skills



•



Ability to make prompt decisions and be independent in problem solving



•



Good interpersonal skills and a team player



To apply, please send your application letter and detailed CV to:



Director, Change & Strategy Housing Finance, Rehani House,
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P. O. Box 30088 GPO 00100 Nairobi



Or email: [email protected] on or before 25th October 2011.



This advert can also be downloaded from our website www.housing.co.ke



Note: Only short listed candidates will be contacted



LUTHERAN WORLD FEDERATION



Lutheran World Federation / Department for World Service Kenya Program is seeking to recruit Kenyan nationals for the following positions to be based in Dadaab Refugee Camp.



CAMP MANAGER (24 October 2011) Duties & Responsibilities include but are not limited to: •



Project planning, implementation and management



•



Responsible for the planning, coordination, monitoring, control, and evaluation of the project at Camp



•



Direct and supervise the staff in project implementation at camp level.



•



Verifying activity reports and financial receipts from staff before taking them to the Accountant



•



Chairing and facilitation of project review meetings with the staff at the Camp level



•



Organizing key project activities i.e. workshops, meetings, stakeholders meetings, beneficiaries’ trainings



•



Preparation of internal project weekly, monthly , annual reports and other periodic reports



•



Ensure that implementation is done according to the budget and work plans
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•



Chair interagency meetings, and circulate the minutes to the UNHCR and other partners present.



•



Support in organizing annual events like World Aids day, World refugee day, International day of peace among others, with the help of other implementing partners



•



Maintaining sound and cost-effective operational standards and procedures in transport, stores, procurement, communications and security at the camp level.



Professional Qualifications, experience & skills •



Degree in Social work, community Development, Sociology or any other social sciences related field



•



At least 5 years of progressive experience in humanitarian program management, preferably in refugee settings. Experience gained in management and community mobilization is an added advantage



•



Strong representation, negotiation and coordination experience gained from working with UN organizations, national and international NGOs.



•



Working knowledge and experience of humanitarian principles, SPHERE and UNHCR standards and field security protocols and procedures.



Personal Attributes: •



High level of integrity, commitment and professional responsibility.



•



Ability to tolerate cultural, educational and religious diversity in the work place.



•



Skills in data collection/analysis, donor report writing; verbal and written communication skills in English and Kiswahili



•



Being an accountability project, the person desired is one with high integrity



“LWF/DWS is an equal opportunity employer, irrespective of gender, race or religious affiliation.



LWF/DWS is a signatory to the Code of Conduct for humanitarian agencies. Our recruitment and selection procedures reflect the organization’s commitment to the prevention of abuse and exploitation of beneficiaries.”



Applications and detailed CV must include email address and telephone contacts of 3 referees, one of whom must be your supervisor in your current/former employment. They should reach the undersigned by close of business on 24th October, 2011
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Human Resources Officer, Lutheran World Federation, P.O Box 40870-00100, Nairobi



Or e-mail to [email protected]



Only short-listed candidates will be contacted



For more details, visit our website www.lwf-kenya.org



REGIONAL CENTRE FOR MAPPING OF RESOURCES FOR DEVELOPMENT



The Regional Centre for Mapping of Resources for Development (RCMRD) wishes to fill the following job position:



INTERNAL AUDITOR (27 October 2011) Duties and responsibilities: Reporting to the Director General, the incumbent will carry out the following functions: •



Formulating and implementing the internal audit strategy to evaluate the standards of risk management, accuracy of records, procedures and control systems.



•



Ascertain the reliability of management data developed within RCMRD, the extent to which RCMRD assets are accounted for and safeguarded from losses of all kinds.



•



Planning, organizing, and carrying out internal audit duties including the preparation of an audit plan.



•



Advise the Audit/Finance Committee on audit, risk and control issues and evaluate the financial and operational procedures for the adequacy and effectiveness of internal controls.
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•



Audit the policies, procedures, systems, and other activities of RCMRD and provide recommendations for improving controls over RCMRD financial reporting and operations.



Job Requirements: The ideal candidate should: •



Have a degree in Accounting, Finance, Auditing or Business.



•



Have full professional qualification in Accountancy e.g. CPA Part III, ACCA Level III or Chartered Accountant (CA).



•



Have at least 6 years relevant experience gained preferably in an audit firm to the level of Senior Auditor or within a commercial/international organization to the level of Internal Auditor.



•



Have working knowledge of at least three accounting packages.



Contract duration: Two (2) years renewable.



Interested candidates, who should be citizens of Kenya, should submit their applications, along with a detailed Curriculum Vitae as well as copies of relevant certificates and testimonials to:



Director General, Regional Centre for Mapping of Resources for Development, P.O Box 632, 00618, Ruaraka, Nairobi



Or via e-mail: [email protected]



So as to be received not later than 27th October, 2011



AGENCY FOR COOPERATION AND RESEARCH IN DEVELOPMENT



GENDER POLICY ADVISOR (28 October 2011)



This position is located in Nairobi, Kenya.
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Responsibilities: •



To coordinate the development and implementation of the gender thematic programmes in line with the overall ACORD Strategic Plan, the Pan-African programme, Gender thematic strategies and Programming guidelines



•



To provide technical and methodological support to ACORD's country and area programmes across Africa in relation to gender work



•



To actively contribute to define strategies advancing gender work at Pan-African level through research, partnership, alliance building and advocacy initiatives



•



To provide leadership in cross-learning and knowledge generation for thematic alignment in relation to ACORD's gender strategic priorities across the organization.



Competencies and skills requirements •



Masters in Social Sciences/Sustainable Development/Gender or similar field;



•



Four (4) years working experience with an International Non-Governmental Organization (INGO) at Management level;



•



Strong experience in strategic planning, policy formulation, lobbying and media work;



•



Experience in popular mobilisation and policy advocacy at international level, alliance and partnership building;



•



Bilingual: English-French spoken and written is an added advantage;



•



Excellent Communication (written and oral) and Public Relations skills;



•



Highly conversant with Civil Society and Social Movement approaches at Pan-African level;



•



Good organizational, research, negotiation and analytical capabilities.



Remuneration: A competitive national package



To complete the application form, please copy the link below as your web address: http://www.acordinternational.org/silo/files/application-form.doc



To obtain a detailed job description, please copy the link below as your web address: http://www.acordinternational.org/silo/files/gender-policy-advisor.pdf



Apply to: Human Resources & Organizational Development Manager ACORD Nairobi, ACK Garden House,
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P. O. Box 61216, 00200, NAIROBI, KENYA Tel: +254 20 2721172, 2721185/86



To apply, please complete the application form and e-mail it with a detailed Curriculum Vitae and cover letter to [email protected] with the Job Title in the Subject Box. Closing Date: 28th October 2011



JUDICIAL SERVICE COMMISSION



The Constitution of Kenya focuses on values of integrity, efficiency and effectiveness in work performance, citizen- centered and results-focused service delivery, In fulfillment of its constitutional mandate as provided under article 159 and responding to the high public expectations and demands for improved performance, the Judiciary has developed an Integrated Comprehensive and Institutional Transformation Framework. This Framework will enable the Judiciary to adopt a holistic approach that is built on sector-wide collaboration, strategic and technical partnerships and benchmarked on emerging national, regional and global smart practice. To provide a resource framework the Judiciary with the Judicial Service Commission (JSC) providing overall policy direction and oversight, has established the following implementation arrangements; The Leadership Committee chaired by the Chief Justice, the Transformation Steering Committee chaired by the Deputy Chief Justice and a Technical Secretariat comprising Internal and External Team of Experts led by the Chief Registrar.



To enhance its capacity to implement this Integrated Comprehensive Strategic Framework, the Judiciary wishes to expand its technical human resources by filling the following vacant positions.



DIRECTOR OF FINANCE (3 November 2011)



Reporting to the Chief Registrar of the Judiciary, the Director of Finance will be responsible for ensuring prudent financial management and controls. A key part of this role involves establishing
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financial management policies, procedures and systems to ensure integrity, timely service delivery and value for money.



Duties and Responsibilities •



Develop and ensure the implementation of financial management strategies in line with the Judiciary’s integrated comprehensive strategic framework.



•



Develop and implement robust financial management policies, procedures and controls to ensure integrity and consistency with relevant legislative framework.



•



Advice the Chief Registrar of the Judiciary on regulatory matters concerning public finance as it relates to the Judiciary Fund.



•



Coordinate and administer the Judiciary budget and ensure timely and effective implementation of the activities under integrated comprehensive strategic framework.



•



Develop accountability structures, ensure periodic reporting and monitor the performance indicators for the finance departments.



•



In collaboration with the Director ICT coordinate the development of appropriate financial information management systems.



•



Advice the Chief Registrar on administration of complementary funding from development partners, including development and execution of budgets.



•



Ensure timely compliance with financial and fiduciary obligations of the Judiciary.



•



Allocation and monitoring of funds to all identified and approved A.I. E holders based on approved activities



Requirements for Appointment •



Minimum of a Masters degree in Finance/Accounting or MBA. Professional qualifications in accounting; CPA (K) or ACCA is essential



•



Minimum of eight to ten years managerial experience, three of which are at senior management level.



•



A demonstrated track record in the development and successful implementation of financial



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).
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•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.



The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.



SECRETARY JUDICIAL SERVICE COMMISSION



CHIEF ACCOUNTS CONTROLLER (3 November 2011)



Reporting to the Chief Registrar of the Judiciary, the Chief Accountant will be responsible for planning, co-ordination, design, implementation and control of accounts systems in the Judiciary.



Duties and responsibilities •



Examine, process and effect payments for the Judiciary in respect of recurrent and development expenditure;



•



Monitor and submit reports of revenue collection and expenditure in all court stations;



•



Advise the Accounting Officer/Chief Registrar on matters relating to Exchequer Accounts, Paymaster General Accounts and Consolidated Fund;
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•



Supervise and coordinate the work of the examination, voucher preparation and expenditure;



•



Ensure proper deployment and training of all accounting personnel in the Judiciary in line with the integrated comprehensive strategic framework.



•



Preparation and submission of expenditure reports on a weekly basis.



•



Preparation and submission weekly bank reconciliation statement weekly



•



Preparation and submissions monthly cash flow statements



•



Plan and develop accounting services and for setting and maintenance of high accounting standards in the Judiciary.



Requirements for Appointment •



Minimum of a Masters degree in Finance/Accounting or MBA. Professional qualifications in accounting; CPA (K) or ACCA is essential



•



Minimum of eight to ten years managerial experience, three of which are at senior management level in financial management.



•



A demonstrated track record in the development and successful implementation of financial strategies, processes and systems.



•



Must demonstrate a track record of strategy development and execution



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).



•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi
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during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.



The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.



SECRETARY JUDICIAL SERVICE COMMISSION



CHIEF PROCUREMENT MANAGER (3 November 2011)



Reporting to the Chief Registrar of the Judiciary, the procurement manager will be responsible for the development and implementation of the institutional/departmental procurement plans in liaison with the user department and in line with the comprehensive integrated strategic framework.



Duties and Responsibilities •



Develop, implement and monitor a user procurement manual, policies and procedures for the Judiciary



•



Coordinate and compile the Judiciary annual procurement plan for all user departments



•



Execute or implement the procurement plan for the Judiciary as approved by the Chief Registrar’



•



Put in place sufficient procurement management systems



•



Oversee the proper management of store in respect of inward and outward goods



•



Facilitate acquisition of services raised by the user department in line with the laid down procurement rules and regulations under the Public Procurement and Disposal Act.



•



To monitor stock levels-and prepare quarterly reports to the Chief Registrar for restocking



•



Monitor the entire supply chain and maintain all records of procurement of stocks in store



•



Develop and maintain an asset register for the Judiciary which will be under the custody of the Chief Registrar.



Requirements for Appointment
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•



A Degree in Commerce (Supplies Management Option)/Business Administration or



•



Economics from a recognized University/institution;



•



A Post graduate qualification in Supplies/Procurement Management;



•



Minimum of 5 years working experience in procurement, three of which are at senior management level in procurement management.



•



Demonstrate outstanding professional competence in strategy development and Execution, monitoring, evaluation, progress tracking and reporting;



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).



•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.



The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.



243



SECRETARY JUDICIAL SERVICE COMMISSION



DIRECTOR OF INFORMATION COMMUNICATION TECHNOLOGY (ICT) (3 November 2011)



Reporting to the Chief Registrar of the Judiciary, the Director of ICT will be required to leverage on appropriate technology to effectively and efficiently aid in the delivery and administration of Justice.



Duties and Responsibilities •



Develop and ensure the implementation of information and communication technology strategies in line with the Judiciary mandate and the comprehensive strategic framework



•



Develop and implement effective policies, procedures, systems and processes for systems administration and security; judicial applications and support; and network administration.



•



Advise the Judiciary on the development; implementation and maintenance of computerized court process; which include but not limited to, Court Management Systems, digital Audio Recording,



Case



Management,



Virtual



Court



systems/teleconferencing,



document



management systems, Data capture and recovery systems. •



Develop accountability structures, supervise periodic reporting and projects and monitor the performance indicators for the ICT departments.



•



Ensure all directorates and court stations are adequately resourced by professional and competent personnel



•



Oversee the development of ICT plans in coordination with other directorates and departments.



•



Oversee the contracting and management of ICT and related service providers.



•



Coordinate the provision of timely information communication technology services to other directorate and court stations.



•



To keep and maintain stock of all ICT Inventory of the Judiciary in liaison with the Procurement department.



•



To oversee periodical checks on the state of ICT equipment and software and submit report to the Chief Registrar.



•



Oversee the development of user training programmes and materials; and the coordination of ICT training in liaison of the user department



•



To identify and coordinate annual user ICT requirements which must be confirmed in writing by the user department.
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Requirements for Appointment •



Degree in Computer Science or related discipline



•



Masters Degree or postgraduate professional qualifications in Information and



•



Communication Systems would be an added advantage.



•



Minimum of 6 years managerial or consultancy experience, three of which are at senior management level in ICT.



•



A demonstrated track record in the delivery of ICT projects and services strategy development and execution.



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).



•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.



The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.
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SECRETARY JUDICIAL SERVICE COMMISSION



DIRECTOR OF HUMAN RESOURCE AND ADMINISTRATION (3 November 2011)



Reporting to the Chief Registrar of Judiciary, the Director, Human Resources and Administration will, be responsible for providing strategic direction with regard to human resources and the’ administration of the Judiciary. A key part of this role is development of a performance management culture, progressive staff welfare policies and strategies and ensuring the establishment of a professional, competent and motivated workforce.



Duties and Responsibilities •



Develop effective HR manual, policies, procedures, systems and processes including recruitment, training and development, performance management, reward management and staff welfare;



•



Develop and ensure the implementation of human resources and administration strategies in line with the integrated comprehensive strategic framework.



•



Conduct a comprehensive functional review and staff audit of the Judiciary’s organization structure and provide strategic direction on its appropriateness in line with the integrated comprehensive strategic framework;



•



Ensure the development of appropriate administration structures to ensure effective and efficient service delivery and value for money.



•



Lead and facilitate change management and implement leadership, management and staff development programs for efficient service delivery;



•



Develop accountability structures, supervise periodic reporting and projects and monitor the performance indicators for the Human Resource and Administration departments.



•



Develop, coordinate and compile performance based appraisals reports from all user departments;



•



Ensure all the directorates and court stations are adequately resourced by professional and competent personnel for efficient and effective delivery of service.



•



Prepare and submit list of recommended promotions of all judiciary Staff as submitted by user departments to the Chief Registrar and a copy to the user department for appropriate action.



•



Introduce competency based meritocratic performance management systems and reviews



•



Work with Judiciary Training Institute in developing a strategic staff development plan.
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Requirements for Appointment •



Possession of a Masters degree in Human Resource Management or a comparable postgraduate qualification in Human Resource Management.



•



Minimum of eight years managerial experience, three of which are at senior management level in human resource management and administration.



•



A demonstrated track record in development and execution of Human Resource and administration strategies, processes, systems, monitoring, evaluation, progress tracking and reporting



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).



•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.
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The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.



SECRETARY JUDICIAL SERVICE COMMISSION



DIRECTOR OF PUBLIC AFFAIRS AND COMMUNICATION (3 November 2011)



Reporting to the Chief Registrar, the Director will be responsible for professional, administrative and operational matters relating to public affairs and communications of the Judiciary.



Duties and Responsibilities •



Develop and implement an internal and external communication policy, strategy, protocol and design appropriate programmes and infrastructure to facilitate its implementation;



•



Coordinate corporate communications, in consultation with the Chief Registrar, the Chief Justice and the Deputy Chief Justice;



•



Develop accountability structures, supervise periodic reporting and monitor the performance indicators for public affairs department;



•



Research on various public communication issues and develop appropriate interventions; and standards and regulations in the management of public communications functions;



•



Prepare and organize fora where Judiciary policies, programmes and projects can be propagated and promoted;



•



Prepare media supplements, documentaries, press release/media features;



•



Supervising, guiding, mentoring, coaching and training and development of public communications personnel.



Requirements for Appointment •



A Masters Degree in any of the following disciplines: Mass Communication, Communication Studies, Information Sciences, Public Relations, International Relations, Journalism, Social Sciences or any other approved equivalent qualifications from a recognized university/ institution;



•



Minimum of five years experience, three of which are at senior management level public relations and communications.



•



Demonstrated skills, knowledge and experience in the design and execution of marketing, communications, and public relations activities.



248



•



Demonstrated successful experience writing press releases, making presentations, and communications with media.



•



Demonstrated experience overseeing the design and production of print materials and publications.



•



The ability to articulate the Judiciary comprehensive strategic framework and how it interfaces with the Constitution, National Development plans and Vision 2030;



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).



•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.



The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.



SECRETARY
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JUDICIAL SERVICE COMMISSION



DIRECTOR OF PERFORMANCE MANAGEMENT (3 November 2011)



Reporting to the Deputy Chief Justice, the main role of the Director will be to measure performance targets and track the results of the various programmes carried out by the different directorates.



Duties and Responsibilities •



Coordinate and lead the Central Planning and Monitoring Unit of the Judiciary in ensuring integrated and cohesive strategic management of transformation.



•



Provide leadership for the implementation and continuous growth of performance contracting of the Judiciary and its organizational units in line with the integrated comprehensive strategic framework



•



Develop and implement performance contracting of the judiciary and its organizational units in line with the integrated comprehensive strategic framework



•



Conduct overall monitoring and evaluation and reporting of programmes in the Judiciary



•



Perform the internal audit and oversight mechanism for the Judiciary.



•



Provide strategic direction of economic planning functions and production of statistical data in the Judiciary.



Requirements for Appointment •



Masters degree in social sciences, such as statistics, public policy, economics or a related field, and/or specialized training/certification in monitoring & evaluation.



•



At least five years of progressively responsible experience in the monitoring & evaluation of projects/programmes



•



Demonstrated experience in designing or implementing organization-wide systems for



•



Monitoring & Evaluation and institutional adaptive management learning.



•



Demonstrable experience in strategic planning and performance measurement, indicator selection, quantitative and qualitative data collection and analysis methodologies,



•



Demonstrated outstanding professional competence matched with proper appreciation of the country’s economic development needs at the national, sectoral and regional levels and the strategies necessary to meet them;



•



Demonstrated a high degree of administrative capability coupled with wide experience in economic planning or in the production and interpretation of statistical data;



•



Interested and qualified persons must demonstrate the following core competencies
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•



Demonstrated leadership skills in a collaborative environment



•



Demonstrated Result based performance Management skills



•



Planning and organizing skills



•



Demonstrated ability to establish and maintain sustainable productive partnerships with clients and stakeholders



•



Excellent presentation, oral and written communication skills



•



Ability to make critical and timely decisions in a highly sensitive environment



•



Proficiency in computer Skills



Interested and qualified persons are requested to make their applications by forwarding twelve (12) copies of the following (as well as soft copies):•



A letter of application



•



Detailed and updated curriculum vitae summarizing the applicant’s bio-data.



•



Completed Application for Employment Forms – JSC 2A (for public officers) or JSC 2 (for other applicants).



•



The applicant’s recent coloured passport size photographs.



•



Certified copies of testimonials and professional certificates and academic transcripts.



TO: THE SECRETARY JUDICIAL SERVICE COMMISSION P.O. BOX 30041 – 00100 NAIROBI E-mail: [email protected]



The JSC 2A and JSC 2 Forms are available free of charge at the Commission’s Secretary/Chief Registrar’s Chambers, Room No. 10 at the Supreme Court Building (old High Court Building), Nairobi during office hours. The Forms can also be downloaded from the Judiciary’s Website – www.judiciarv.go.ke



Only shortlisted and successful candidates will be contacted.



Canvassing in any form will lead to automatic disqualification.



The Judicial Service Commission is an Equal Opportunity Employer and selects candidates on merit, through fair and open competition, from the widest range of eligible candidates.
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SECRETARY JUDICIAL SERVICE COMMISSION



KISII UNIVERSITY COLLEGE (A Constituent College of Egerton University)



OFFICE OF THE PRINCIPAL



Positions: School of Law Kisii University College, a Constituent College of Egerton University, invites applications from suitably qualified and experienced individuals to fill the following teaching positions.



SENIOR LECTURER (28 October 2011)



(Ref: KUC/AA/16/2011) 2 Positions



•



Must be a holder of a PhD degree in Law



•



Must also have three years of University teaching experience, two of which one should have worked as a full-time lecturer after attaining PhD qualification.



•



Must show evidence of continuing research including having published at least 3 articles in referred journals since being appointed Lecturer.



•



Must have successfully supervised three (3) Masters students or one (1) Ph.D. Students since being appointed Lecturer.



•



Should be self driven, highly motivated and result- oriented individual with strong communication, interpersonal, analytical and leadership skills.
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The application letter should give full details of Educational and Professional qualifications, work experience, present post and salary, applicant’s telephone number and E-mail address; copies of certificates and testimonials should also be enclosed giving the names and addresses of three(3) referees conversant with the applicant’s current competence, expertise and area of specialization.



Applicants should request their referees to write immediately and directly to the undersigned.



The applications and letters from the referees should reach the undersigned not later than 28th October, 2011.



The Principal Kisii University College P.O. Box 408-40200 Kisii, Kenya



VI AGROFORESTRY PROGRAMME



REGIONAL FINANCE MANAGER (1 November 2011)



The Regional Office for Eastern Africa is based in Nairobi, Kenya and it supports partner organizations and programmes at both national and regional level in four countries in Eastern Africa. The role of the Regional Office is to monitor results and ensure quality in all operations.



The Vi Agroforestry Programme is an international non political, non religious and non for profit organization with head office Sweden, registered in Kenya, Uganda, Tanzania and Rwanda as a nongovernmental organization. Vi Agroforestry support small-scale farmers to reduce poverty and improve livelihoods through sustainable farming, microfinance and business development. The Regional Office for Eastern Africa is based in Nairobi, Kenya and it supports partner organizations
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and programmes at both national and regional level in four countries in Eastern Africa. The role of the Regional Office is to monitor results and ensure quality in all operations.



The position which will be based at the Regional Office in Nairobi Kenya and reports to the Regional Director.



The



Regional



Financial



Manager



has



overall



responsibility



for



development,



implementation, monitoring, management and administration of financial systems. The position also ensures efficient, timely, and accurate management of financial information and safeguard of assets of the organization. He/she will ensure that all recipients of Vi development funding – partner organizations or otherwise – are knowledgeable of and adhere to Vi, Sida and other donor specific regulations.



As a member of the Regional Management Team, the Regional Financial Manager shall actively contribute to the professional management of Vi operations in Eastern Africa in accordance with Vi strategy, policy and instructions.



MAIN DUTIES AND RESPONSIBILITIES:



Financial management •



Ensure sound financial management in adherence with Vi strategies, instructions and guidelines provided by Vi Stockholm headquarters, specific donor regulations as well as general good practices and international accounting standards;



•



Ensure overall implementation of practices and procedures in financial management;



•



Carry out continuous risk assessment and management within the organization;



•



Provide macro-economic analysis and hands-on advice in project and programme planning and implementation;



•



Maintain a close dialogue with responsible Regional staff regarding the monthly follow-up of budgets, periodic budget revisions, financial reports and requests for funds;



•



In close collaboration with the Regional Financial Management Advisor, identify the need for financial monitoring and financial capacity building of partner organizations and/or staff;



•



Ensure quality in financial assessments of new partner organizations;



•



Ensure that procurements of goods and services for Vi and partner organizations are carried out in accordance with Vi procurement policy and guidelines;



•



Prepare Internet banking payments.



Accounting and financial reporting
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•



Receive, analyze and process monthly financial reports from Vi Country Offices, programmes, projects and partner organizations once they have been approved by the responsible programme coordinator or project manager;



•



Prepare, analyze and submit the monthly consolidated financial report including consolidated regional accounts to Vi headquarters in Stockholm;



•



Reconciliation of full balance sheets on a monthly basis;



•



Prepare cash flow statement and forecasts and submit the monthly consolidated requisition for funds to Stockholm;



•



Revise and analyze requisitions for funds and prepare timely disbursements to Vi partners, programmes and projects;



•



Ensure that transactions generated by the operations are captured on a daily basis into the iScala accounting system;



•



Supervise handling of Regional Office petty cash and preparation of monthly reconciliation of petty cash books;



•



Prepare and submit monthly financial reports to Programme Coordinators, Country Representatives and regional management;



•



Prepare and submit financial reports to donors in accordance with agreements.



Budget preparation and monitoring •



Coordinate and prepare the annual budget for all Vi operations within the Region;



•



Monitor budgets periodically and coordinate, consolidate and analyze periodic budget deviations and revisions carried out by all Vi operations and report the same to management as per policy;



•



Analyze and follow up on budget utilization and deviations;



•



Provide regional management, Programme Coordinators and Country Representatives with monthly financial report, stipulating budget utilization, forecasts and observations.



Audit Management •



Commission and coordinate the audit of the Vi Regional Office and Country Offices in Kenya, Uganda, Tanzania and Rwanda and ensure that the audit deliverables are produced as per contract and audit plan;



•



Ensure that issues raised in management letters are followed up and acted upon.



Contract Management
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•



Ensure follow up on contract agreements with partner organizations, donor agencies and service providers;



•



Responsibility to maintain and upgrade agreement ledger.



Compliance monitoring •



Ensure that financial assessments, as defined in the manual for compliance monitoring, are carried out and decided upon before Vi enters in to a new funding agreement;



•



Ensure that all Vi partners, projects and programmes are monitored on a regular basis and receive compliance monitoring visits at minimum once per year;



•



Participate in annual reviews and other activities where Vi meets and dialogues with partner organizations;



•



Keep regional management and budget holder updated on the status of partners and programmes/projects in the region.



Capacity building of partner organizations •



In close collaboration with budget holders, ensure that all Vi partners, projects and programmes are provided with adequate technical assistance in financial management and administration;



•



Ensure that the results of technical assistance are monitored on a regular basis;



•



Ensure that all partners are provided with and have a common understanding of financial reporting guidelines and instructions;



•



Undertake field monitoring trips with special focus on financial utilization and accountability at all levels;



•



Document learning experiences, methods, new developments and relevant system processes that come out both in compliance management and monitoring.



Regional team coordination, support and training •



Actively participate in the development of new funding proposals together with responsible Vi staff;



•



Assist Vi staff in planning, budgeting, management, coordination, monitoring and reporting on supported operations;



•



Actively promote networking, collaboration and joint learning with other Swedish and international development organizations that share the basic values of Vi;



•



Maintain close dialogue with focal staff within the Vi headquarters in Stockholm as well as within other regional offices;
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•



Organize an annual review workshop for financial staff within Vi partner organizations.



General Responsibilities •



Ensure adherence to the basic principles and values of Vi as expressed in the global strategy, sector specific strategies and policies, as well as in the regional strategy for Africa.



•



Ensure adherence to Vi administrative requirements and internal control systems.



•



Participate and contribute to the further development of the regional team.



•



Contribute actively to the achievement of Vi development objectives as defined in the regional strategy.



•



Supervise the day to day work of the Regional Accountant and ensure that his/her duties are being performed according to standards and expectations.



•



Perform any other duties that may be required or requested by regional management for the smooth operation of programmes and projects supported by Vi.



QUALIFICATIONS AND EXPERIENCE: •



MBA in Finance, Accounting, Business Administration, Management or Economics



•



Chartered/Certified Accountant (CPA – K, ACCA) and have an affiliation and an active member of a professional accounting body.



•



At least 5 years relevant work experience in an INGO, (3 of which should have been at senior management level) with overall responsibility for the finance function.



•



Posses working knowledge and proficiency in computer accounting and application packages; knowledge of iScala accounting software will be an added advantage.



•



Good Computer Skills in both accounting and Office suite packages



•



Strong facilitation skills and proven ability to manage change processes are of prime importance for this position.



BEHAVIOURAL COMPETENCIES: •



Have good organization, interpersonal and analytical skills



•



Change management and orientation



•



Good report writing skills



•



Effective leadership and managerial skills.



•



Effective communication skills and must be fluent in, oral and written, English and Kiswahili.



•



Be a team player and self driven with ability to work with minimal supervision



•



Good intercultural orientation (ability to relate and work with people of diverse backgrounds)



•



Ability to work in teams and excellent negotiation and networking skills
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•



Basic financial management skills



Application letter indicating a brief statement why you qualify for the job should be accompanied with a detailed CV and names of at least three (3) professional referees, daytime telephone contact, and current and expected remuneration (gross salary and cash benefits) to reach the address below before the close of business on Tuesday 1st November.



(Please do not attach certificates and testimonials at this point).



Executive Selection, Strategic Dimensions Limited Management and Development Consultants E-mail: [email protected]



(Only short listed candidates will be contacted)



KENYA COMMERCIAL BANK



Kenya Commercial Bank, renowned for its diversity and growth in the Region is currently strengthening its support for group operations and business with the aim of maintaining Best Practice whilst also responding to the growing Business needs to support internal and external Customer Service delivery objectives and increase shareholder value. To this end the following challenging positions have arisen and candidates with the requisite competencies and qualifications described below are hereby encouraged to apply.



RESEARCH ECONOMIST (21 October 2011)



JOB REF SNB 02/2011



The Position
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Reporting to Head of Research and Planning, the Research Economist will be responsible for tracking and providing Macro-economic information to the bank. He/she will also be required to analyze and evaluate national and international economic and financial indicators and assess their impact on various markets, develop econometric models and financial asset classes.



Key Responsibilities: •



Global & Regional Market Assessment/Intelligence to support informed decision making.



•



Manage a broad range of sources of current market information, including undertaking and managing periodic aspects of economic market investigations (sectoral, money markets, commodities, etc).



•



Tracking Macro-economic trends encompassing the real economy, inflation, monetary & banking trends, fiscal situations, external trade & balance of payments.



•



Tracking economic developments within the regional & emerging economies.



•



Forecasting critical macro variables GDP, GNP, Interest rates, inflation etc.



•



Analyze and characterize future markets by assessing the current market size/growth, dynamics, key players, etc.



•



Identify investment opportunities by undertaking qualitative and quantitative assessments of financial markets, including time-to-market-acceptance.



•



Tracking regional / global regulation and legislation that impacts on the markets in which KCB invests.



•



Develop econometric models; evaluate asset classes in the financial sector both locally and internationally.



•



Regular clients and stakeholders interaction on macroeconomic trends in the region.



•



Authoring regular thematic research reports on economic developments in the region with actionable recommendations.



•



Making thematic presentations on macro-economic trends in relation to the banking industry and eliciting feedback on the same whilst instilling confidence in market research.



Qualifications & Experience •



University Degree with any of the following fields as a major (Concentration) Economics and Statistics. A professional qualification in Finance/Accounting and /or research field will be an added advantage.



•



Minimum 5 years’ experience in General Banking.



•



Understanding of the dynamics of financial markets.



•



Ability to manage change effectively.
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•



Proven verbal and written communication as well as negotiation skills.



•



Computer literate - in particular competence in MS Office applications.



•



Excellent analytical skills.



•



Excellent planning and organizing skills.



•



Ability to work effectively under pressure and tight deadlines.



•



Good presentation skills.



•



Leadership skills



The above position is a demanding role which the bank will provide a competitive package for the successful candidate. If you believe you can clearly demonstrate your abilities to meet the criteria given above, please submit your application with a detailed CV, stating your current position, remuneration level, e-mail address and telephone contacts quoting the job title/reference in the subject field to [email protected]



To be considered your application must be received by 21st October 2011. Only short listed candidates will be contacted.



HEAD, INSTITUTIONAL BANKING (28 October 2011)



JOB REF CORP 14/2011



The Position Reporting to the Director, Corporate Banking, the Unit Head, Institutional Banking, will be responsible for leading relationship and support teams in driving profitability growth and building customer relationships that enhances service excellence and customer loyalty.



Key Responsibilities: •



Develop market and monitor Corporate Banking liability and relationship of the portfolio with the aim of ensuring the Bank remains competitive and keeps track with the dynamic Corporate Banking environment.



•



Retain existing customer base and market for new business to grow portfolio



•



Develop, market and monitor Corporate Banking liabilities portfolio with the aim of ensuring the Bank remains competitive and keeps track with the dynamic Corporate Banking environment
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•



Grow the Bank’s Market share through the delivery of innovative Corporate Banking products and services through the product/service matrix



•



Manage and develop the Human Resources compliment in the unit with the aim of achieving Divisional targets through a competent and highly motivated team



•



Build and maintain customer relationships in order to achieve excellent customer service and customer loyalty



•



Develop and roll out Institutional Banking propositions.



•



Develop marketing/business strategies to expand the customer portfolio



•



Cross sell bank products and diversify the revenue base to maximize financial returns.



•



Co-ordinate and work with the client delivery teams on various cross-sell initiatives that will result in increased customer usage of our existing products and services.



•



Manage the Unit into a highly motivated department through coaching, training and career management.



The Person •



Will have a minimum first degree from a recognized University. Possession of a post graduate degree or professional qualification in a related field will be an added advantage.



•



Have minimum 6 years’ experience in Relationship Management with at least 3 years in a senior management role



•



Have ability to communicate clearly and concisely, both orally and in writing.



•



Have the ability to make prompt decisions and be independent in problem solving in assigned duties.



•



Possess Public Relationship skills in both formal and social gatherings and ability to establish and maintain effective working relationship with those interacted with in the course of carrying out duties.



•



Must possess sound knowledge of Bank products and problem solving techniques.



•



Possess excellent analytical skills, be open minded and have the ability to identify alternative solutions and business opportunities.



•



Possess the ability to work effectively under pressure and tight deadlines.



•



Possess good financial analysis skills



•



Possess effective leadership skills



•



Have passion and commitment to excellence.



The above position is a demanding role which the bank will provide a competitive package for the successful candidate. If you believe you can clearly demonstrate your abilities to meet the criteria
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given above, please submit your application with a detailed CV, stating your current position, remuneration level, e-mail address and telephone contacts quoting the job title/reference in the subject field to [email protected]



To be considered your application must be received by 28th October 2011. Only short listed candidates will be contacted.



EMBASSY OF SWEDEN



PROGRAMME OFFICER; INSTITUTIONAL DEVELOPMENT, ANTI-CORRUPTION AND GOVERNANCE (25 October 2011)



The Embassy of Sweden in Nairobi represents Sweden in Kenya, Somalia, Seychelles and Comoros. The Embassy also represents Sweden in UNEP and UN-HABITAT. The Embassy represents and advances Swedish policies, interests and values in political and economic relations, development cooperation, in trade and investment promotion and in cultural and information matters. It provides consular services to Swedish nationals and migration services to non-nationals. There is 60 staff working in the Embassy of Sweden in Nairobi, which makes it the second largest Swedish Embassy in the world.



The Programme Officer will manage the Swedish support to Regional programmes in Eastern and Southern Africa in the areas of institutional development, anti-corruption and governance. The holder of this position will work on a full time basis for the Section for Regional Development Cooperation. He/she will also be expected to carry out additional assignments on behalf of the Embassy. The position is based in Nairobi, with occasional travel to the field.



Main duties: •



Plan, manage and follow up on development cooperation programmes funded by Sweden in the areas mentioned above in accordance with the Regional Strategy and other policies and guidelines decided by the Government of Sweden.
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•



Engage in active cooperation and dialogue with institutions and organizations that receive Swedish support in the different areas, ensuring Sweden’s contribution to policy dialogue and promoting synergy with like-minded donors.



•



Assess funding applications and prepare decisions on support.



•



Be responsible for financial management and general quality assurance of programmes including supporting compliance with disbursements and payment requirements, ensuring timely submission of reports, analysis of financial reports and audits, monitoring and documentation of agreement conditions.



•



Organize and assist in matters related to procurement of consultancy services.



•



Ensure



immediate



action



in



the event of suspected



incidents of



corruption



or



mismanagement. •



Work actively to promote the Aid effectiveness agenda and ensure increased alignment, harmonization and co-ordination in the supported sectors.



•



Prepare briefs for management staff and suggest various policy options in relation to the support.



•



Represent the Embassy in program reviews and field visits and assist in policy dialogue.



Academic Qualifications: •



Masters degree, with a focus on social sciences (economics, governance, public administration).



Working experience: •



At least 5 years of documented experience in the management of development cooperation programmes including dialogue with Governments or intergovernmental organizations and civil society in the relevant fields.



•



Good knowledge and experience in the implementation of aid programmes preferably at a regional level.



•



Exposure to governance and institutional development.



•



Documented competence and experience within the area of quality assurance, financial management/analysis and audits, including experience in working with computer based project monitoring systems.



•



Good experience in results based management.



•



Experience in risk assessment and risk management.



•



Knowledge within the area of anti-corruption.



•



Experience and knowledge of contract/agreement management.
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•



Good knowledge on gender equality and a rights based approach to development.



Merits: •



Experience from working as consultant in the above mentioned programme areas and/or working with NGOs or regional organizations in Africa.



•



Experience working with development co-operation based at an Embassy or a Development Agency.



Personal attributes: •



Ability to adjust to changing priorities and undertake multiple tasks simultaneously.



•



Respect for cultural diversity, with the ability to fit into a diverse team and to establish networks.



•



Excellent organization skills, strong oral and written communication skills with good command of English.



•



Self driven with ability to work unsupervised.



Indicative start date for the position is January 15, 2012.



The salary is in accordance with the Swedish Ministry for Foreign Affairs´ salary system for locally engaged employees.



Applications should include a detailed CV with educational qualifications, a summary of professional experience and a minimum of 3 professional references.



For enquiries about the job, send an email to Rosemary Mbugua: [email protected]



Applications should be submitted to: [email protected], at the latest October 25, 2011



Only shortlisted candidates will be contacted.
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TRÓCAIRE



Trócaire Horn & East Africa Regional Office (HEARO) seeks to fill the following positions within in its Regional Programme.



Trócaire is an Irish Catholic development organization, which works in solidarity with local development actors in over 30 countries throughout the developing world.



All positions are Nairobi Based unless otherwise indicated



ASSISTANT REGIONAL FINANCE MANAGER (21 October 2011) Purpose: Working with the Regional Finance Manager and Programme Teams, the ARFM has responsibility for the management of donor contracts and for building the financial management capacity of our partner organizations to ensure adherence to quality financial stewardship, sound internal controls and compliance with donor and audit requirements.



Requirements: •



Bachelors degree in addition to professional accountancy qualifications e.g. CPA-K, ACCA or CIMA



•



Minimum 5 years experience in a similar role



•



Experience in working with local partners and building their capacities



•



Excellent knowledge of donor rules and regulations



•



Strong analytical abilities and ability to prepare concise, informative financial reports



•



Strong interpersonal and team dynamic skills and ability to train and mentor others.



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire,
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P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



REGIONAL HUMAN RESOURCES AND ADMINISTRATION MANAGER (21 October 2011) Purpose: Working with the Regional Manager, HQ and Country Representatives, the HRAM has responsibility for managing the HR function in the region, promoting and supporting best practice, developing and rolling out HR policies and ensuring compliance with both organizational policies and local labour legislation.



In addition the HRAM will be responsible for managing the administration function in the Regional Office and supporting and advising country offices on Admin issues.



Requirements: •



Bachelors degree in HR /Social Sciences or Business Administration



•



Must possess a Higher National Diploma / postgraduate Diploma in HR



•



Minimum 5 years experience in HR and Administration at a management level with experience in use of computerised HRIS and payroll



•



Experience of development and implementation of HR policies & procedures



•



Experience of handling grievance & disciplinary matters



•



Understanding of current Employment Legislation and its practical application in Kenya
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Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



FINANCE AND ADMINISTRATION MANAGER (21 October 2011)



Based in Mandera with regular visits to Nairobi



Purpose: The successful candidate will aim to achieve the strategic and operational goals of the programme by monitoring cash flows and trends, ensure adherence to project budgets by tracking income and expense accounts against budgets, analyzing financial data and preparing financial reports, statements, and projections in addition to coordinating programme support activities in Mandera office.



Requirements: •



Bachelors degree in Finance/Accounting or Business Administration
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•



CPA (III) or ACCA Level II.



•



A minimum of 5 years experience budgeting and reporting for donor funded projects



•



Excellent knowledge of Accounting /Finance Management Software, with the ability to prepare and present concise and accurate financial reports



•



Office management skills is essential



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).



Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



PROGRAMME OFFICER (21 October 2011)



Based in Mandera with regular travel to Nairobi and Gedo (Somalia)



Purpose:



268



To identify new local partners to work with, support the partners during the project definition and implementation, participate in managing budgets and reporting of the programme activities and coordinate the monitoring and evaluation of the projects implemented by the local partners.



The successful candidate shall also be involved in capacity building of the local partners, as well as network with other partners in the health, nutrition and education programs.



Requirements: •



Masters level degree in development studies or a relevant subject.



•



Minimum 5 years experience at a senior management roles handling financial budgetary control and grant management, and programme management, working with local authorities, communities and partners



•



Good



understanding



and



experience



of



project/



programme



management



cycle,



participatory appraisal techniques and building capacity of partner organizations. •



Knowledge and experience of managing or working on livelihoods and/or education programmes is desirable.



•



Proven track record in high quality report and proposal preparation for donors



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).
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Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



YOUTH ENTERPRISE DEVELOPMENT FUND



The Youth Enterprise Development Fund is the leading youth economic empowerment agency in Sub-Saharan Africa. The Fund provides financial support and business development services to enterprises owned by Kenyan5l aged between 18 and 35 years. In its five years of operation the Fund has financed over 130,000 youth enterprises across the country and supported thousands others through its business development services.



The Fund now seeks applications from Kenyans wishing to join a dynamic team that is driving this key project of Vision 2030.



PROCUREMENT OFFICER (I) (28 October 2011)



(REF PO/10/2011)



Reporting to Chief Executive Officer the Procurement Officer will be responsible for ensuring efficient and effective procurement of goods, services and works.



Core Duties and Responsibilities •



Prepare documentation, undertake tender exercises and arrange for formal execution of contracts to enable the fund obtain goods, services and works,



•



Coordinate the receiving, opening and evaluation of tenders, proposals, quotations



•



Issue procurement and disposal documents to suppliers in accordance with the law and regulations



•



Maintain effective liaison with the legal department in respect of contract issues, ensuring that documents are legally vetted
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•



Co-ordinate the formal vetting of prospective tenderers to determine their suitability for trading.



•



Undertake negotiation with suppliers to resolve disputes, arrange contract variations and enforce contractual obligations.



•



Monitor designated Fund contracts to provide effective support to customers during the implementation, review and renewal of such contracts



•



To be familiar with supply markets and routinely undertake supply market research and analysis to ensure that the commercial risk to the Fund is minimized, and commercial opportunities are identified.



•



Maintain and update annually standing lists of pre-qualified suppliers



•



Offer advisory services to user departments for effective and efficient implementation of the procurement plans.



•



Maintain proper procurement records (purchase returns) i.e. for submission to the PPOA.



•



Raise LPOs and LSO’s and conduct periodic and annual stock taking.



•



Contribute to the development, implementation and delivery of the annual Departmental service plan, key performance indicators, and the Fund’s procurement strategy.



Qualifications /personal competencies/requirements •



The candidate must have a Bachelors Degree in Procurement (Supply Chain management; purchasing and supplies management), Business, commerce, economics or equivalent from a recognized university.



•



Possession of Masters Degree will be an added advantage.



•



At least six (6) years relevant work experience preferably in a public sector institution



•



Professional qualification in purchasing & supply



•



Membership to the chartered Institute of procurement and supplies (CIPS) or the Kenya Institute of supplies Management (KISM) or any other relevant professional body.



•



Must be familiar with Public Procurement and Disposal Act.



This position calls for people with good interpersonal and communication skills, self driven and able to work with minimum supervision. Qualified and interested candidates should submit their application letters with C.V’s and names of three professional referees to:



The Chief Executive Officer Youth Enterprise development Fund Board P.O BOX 48610-00100
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Nairobi.



Clearly indicating the title and reference of the position applied for on the envelope.



The application should reach us not later than 4.00 pm on 28th October 2011.



YOUTH ENTERPRISE DEVELOPMENT FUND IS AN EQUAL OPPORTUNITY EMPLOYER.



POTENTIAL MALE AND FEMALE CANDIDATES WITH DISABILITIES ARE ENCOURAGED TO APPLY.



We regret that only shortlisted candidates will be contacted.



Website: www.youthfund.go.ke



INFORMATION COMMUNICATION & TECHNLOGY OFFICER (28 October 2011)



(REF: ICTO/10/2011)



Reporting to Finance and Administration manager, Youth Fund Information Communication & Technology, Officer shall: •



Develop and implement the Fund’s ICT policy and procedures



•



Design and manage the local Area Network (LAN) and set up a database of centralized file/ records management.



•



Design, develop and updating the Fund’s websites, install 0- configure operating systems, software, hardware and provide technical support to users.



•



Be in charge of ICT at the Fund, including coordinating, monitoring and evaluating the ICT needs of the Fund.



•



Data analysis, information review and analysis of policies, procedures and systems of the vision 2030 and MTP



•



Provide user support for the Fund’s staff on matters involving ICT.



Qualifications/personal competencies/Requirements •



Bachelors Degree in an ICT related field (computer science, computer Technology or Information Technology, Mathematics with programming bias) from a recognized institution.



•



A masters Degree in a relevant field will be an added advantage)
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•



Six (6) years relevant work experience in ICT network (LAN/WAN).



•



Knowledge of content management systems



•



Must have working knowledge of all windows platforms for both PC’s and Laptops and servers



•



Must have experience utilizing database platforms including. windows 2008 server



•



Must possess experience in Implementing database, stored procedures, partitioning, and data rollups.



•



Must have experience with database security, maintenance, disaster recovery, migration, and replication.



•



Experience in working with Microsoft Navision platform.



•



Must possess sound technical problem solving skills for both hardware and software.



This position calls for people with good interpersonal and communication skills, self driven and able to work with minimum supervision. Qualified and interested candidates should submit their application letters with C.V’s and names of three professional referees to:



The Chief Executive Officer Youth Enterprise development Fund Board P.O BOX 48610-00100 Nairobi.



Clearly indicating the title and reference of the position applied for on the envelope.



The application should reach us not later than 4.00 pm on 28th October 2011.



YOUTH ENTERPRISE DEVELOPMENT FUND IS AN EQUAL OPPORTUNITY EMPLOYER.



POTENTIAL MALE AND FEMALE CANDIDATES WITH DISABILITIES ARE ENCOURAGED TO APPLY.



We regret that only shortlisted candidates will be contacted.



Website: www.youthfund.go.ke



EXECUTIVE SECRETARY (28 October 2011)
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(REF: EXE/10/2011)



Reporting to C.E.O, the Executive Secretary will provide high level, confidential administrative support to the C.E.O and management through conducting and organizing administrative duties and activities including receiving and handling information.



Main Job Tasks and Responsibilities •



Manage the C.E.O’s schedule and workload and ensure that he is adequately prepared for meetings.



•



Brief the C.E.O on his daily schedule, prepare meeting agenda and provide background information to the C.E.O.



•



In consultation with the procurement officer, arrange travel logistics which may include hotel bookings, car rental, flights, preparing complex travel itineraries and provide needed background information to the C.E.O before departure.



•



Answering phone calls, faxing, mailing, photocopying, handle incoming mail and other confidential documents, set up and maintain filing systems



•



Prepare and manage correspondence, reports and documents and coordinate the flow of information both internally and externally, liaison with internal and external contacts



•



Arrange and confirm appointments, maintain schedules and calendars.



•



Take type and distribute minutes of meetings, communicate verbally and in writing to answer inquiries.



•



Preparing presentations-preparing papers for meetings, – managing and reviewing filing and office systems



•



Liaise with the senior managers to follow up on implementation of issues emanating from both the Board and senior management meetings.



Education and Experience •



The candidate must have a Bachelors Degree in Business Administration or related field.



•



Diploma/Certificate in secretarial studies will be an added advantage.



•



At least six (6) years relevant work experience either in public/private sector institutions



•



Knowledge and experience of relevant software applications – spreadsheets, word processing, and database management.



•



Knowledge of administrative and clerical procedures
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This position calls for people with good interpersonal and communication skills, self driven and able to work with minimum supervision. Qualified and interested candidates should submit their application letters with C.V’s and names of three professional referees to:



The Chief Executive Officer Youth Enterprise development Fund Board P.O BOX 48610-00100 Nairobi.



Clearly indicating the title and reference of the position applied for on the envelope.



The application should reach us not later than 4.00 pm on 28th October 2011.



YOUTH ENTERPRISE DEVELOPMENT FUND IS AN EQUAL OPPORTUNITY EMPLOYER.



POTENTIAL MALE AND FEMALE CANDIDATES WITH DISABILITIES ARE ENCOURAGED TO APPLY.



We regret that only shortlisted candidates will be contacted.



Website: www.youthfund.go.ke



AFRICAN DEVELOPMENT BANK GROUP



DIVISION MANAGER, ADMINISTRATIVE EXPENSES (FFCO.2) - ADMINISTRATIVE EXPENSES DIVISION (11 November 2011)



Grade: PL-2 Position N°: NA
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Reference: ADB/11/171 Publication date: 11/10/2011 Closing date: 11/11/2011



Objectives The incumbent a critical part of the management and control of administrative and capital expenditures of the Bank Group, is primarily responsible for the delivery of timely and efficient payment processing services. Such responsibility also includes the exercise of effective controls over administrative and capital expenditure payment requests to not only safeguard the assets of the Bank, but also contribute to the efficient implementation of the administrative and capital budgets of the Bank Group and of various multilateral and bilateral grants



Duties and responsibilities •



Supervise staff of the Division to ensure that payments are made promptly and accurately



•



Establish procedures and controls to improve efficiency of service identify cost savings and promote efficient use of Bank resources.



•



Provide guidance on accounting treatment and classifications of financial transactions.



•



Implement control procedures to safeguard resources of the Bank Group and Grants to detect exceptions in a timely manner.



•



Approve transfers of funds to replenish bank accounts of field offices and ensure the complete and proper accounting for such funds.



•



Provide oversight control of various petty cash / imprest funds.



•



Improve customer service orientation of staff of the Division and ensure provision of efficient services to clients



•



Participate in the review and formulation of relevant accounting procedures, policies and practices



•



Continuously review the relevant business processes and practices, with a view to identifying,



advising



management



and



ultimately



implementing



opportunities



for



improvements and cost savings. •



Participate in Finance Complex Working Groups on Asset and Liability management issues.



•



Coordinate External auditors’ work on administrative expenses.



Selection Criteria Including desirable skills, knowledge and experience
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•



Applicants should hold a minimum of a Master’s Degree or equivalent in Accounting, Finance, Audit or Business Administration, and an internationally recognized professionally accounting qualification e.g. CA, CPA, ACCA or Expert Comptable.



•



Minimum of 8 years of relevant experience including an international financial organization and covering provision of services to customers and business process innovation.



•



Ability to communicate effectively in English or French with a good working knowledge of the other language



•



Proficiency in the use of SAP and other standard software such as Excel, Word, and PowerPoint (certification in the FI module of SAP will be an advantage)



•



Strong managerial skills including ability to coordinate the work of the Division and motivate team members.



•



Good interpersonal skills and ability to work under pressure.



•



Good analytical skills; able to propose measures aimed at cost savings and efficiency.



To apply, please copy the link below as your web address: http://www.afdb.org/en/careers/current-vacancies/vacancy/division-manager-administrativeexpenses-ffco-2-administrative-expenses-division-1059/



CHIEF DISBURSEMENT CONTROLLER - LOAN DISBURSEMENT DIVISION (13 November 2011)



Grade: PL-3 Position N°: NA Reference: ADB/11/165 Publication date: 14/10/2011 Closing date: 13/11/2011



Objectives The primary objectives of the position is to: (i) ensure that the highest standards of internal control are maintained in the disbursement management process; (ii) ensure the integrity of disbursement data in the Bank’s financial statements; and (iii) provide high-level professional advice on disbursement procedures, new initiatives proposed by management and other decision making organs of the ADB Group. In addition, the incumbent will oversee the processing of loan and grant disbursements, contribute to portfolio monitoring and ensure that disbursement arrangements for proposed projects are compliant with ADB disbursement policies.
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Duties and responsibilities The incumbent will report to the Manager of Disbursements Administration and will: •



Develop, maintain and enforce procedures to ensure (i) high standard of internal controls; and (ii) Coherence and integrity of disbursement related data particularly as it impacts the financial statements.



•



Lead/manage system development activities:



•



Evaluate existing systems, identify the need for new systems or modifications to existing systems, identify system issues, and resolve issues identified, in coordination with the Information Systems and Technology department



•



Serve as the principal liaison between the Disbursement Division and the Bank’s Information Technology Department, particularly on initiatives to continually enhance the efficiency of disbursement processes



•



Oversee the data processing and data management of loan and grants to ensure that financial information and disbursement transactions are properly maintained in the if systems



•



Prepare reports on disbursement activities to Management and the Boards of Directors, as well as verification and exception reports for follow-up by staff in Operations, the Financial Control Department and the Treasury Department.



•



Be the primary contact person on disbursement harmonization initiatives and activities.



•



Prepare or update disbursement policies and guidelines for the approval of Management.



•



Assist as required in training of Regional Member Countries on disbursement procedures and policies



•



Represent the Disbursement Division on relevant Bank-wide working groups.



•



Monitor the follow up and implementation of Audit recommendations.



•



Assist the Division Manager on other assignments, as required.



Selection Criteria Including desirable skills, knowledge and experience •



At least a Masters in Accounting, Finance, Business Administration, with a minimum of 7 years of experience



•



A very strong working knowledge of SAP R/3. Certification in one or more modules (preferably CML or FI) is an advantage.



•



Good knowledge of accounting and financial information systems.



•



Experience with internal audit and internal control systems and procedures, with the ability to assess such systems and recommend remedial action where necessary
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•



Understanding of management information systems and the application of new information technologies



•



Capacity to function as a member 0f multi-disciplinary team, search for common ground, and where appropriate recommend decisive actions



•



Proven ability to manage and deliver multiple concurrent projects on time.



•



Strong communication skills, with the ability to prepare, present and discuss technical issues in a manner understandable to non-technicians.



•



Ability to communicate (write and speak) effectively in English or French with a working knowledge of the other language.



To apply, please copy the link below as your web address: http://www.afdb.org/en/careers/current-vacancies/vacancy/chief-disbursement-controller-loandisbursement-division-1065/



IBM



PROGRAM MANAGER



Job ID: GBS-0440780 Job type: Full-time Regular Work country: Kenya Posted: 14-Oct-2011 Work city: Any Job area: IT & Telecommunications (non consulting) Travel: Up to 1 day a week Job category: Consultant Business unit: AS Job role: Application Consultant Job role skillset : Telecom Rating
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Commissionable/Sales-Incentive jobs only: No



Job description •



Responsible for execution of projects within budget and schedules



•



Participate in all technical meetings and conference calls



•



Creation of CBR, SOW, Solution, UTP and Project Evaluation Report, Performance Test Plan



•



Preparation and circulation of status report



•



Review and Approve design, code, UTP, UTCs, System & Integration Test Cases, STP. Performance Test Plan



•



Raise request for UAT Set-up and approve UAT Plan and test cases



•



Create System, Integration Test Plan & performance test plan



•



Tracking of Risks and Issues



•



Project Management



•



Create Cost case & Estimation



•



Performance as per the expectations (quality and timeliness of deliverables, availability/uptime of the application, productivity, etc.)



•



Quality of deliverables and support for transitioned applications



•



B2O Handover



•



Perform Change Management, Release Management and Problem Management



Required •



High School Diploma/GED



•



At least 5 years experience in Strong technological background, with qualification in Computer Science, Telecommunications or equivalent.



•



At least 5 years experience in delivering application solutions based on agreed user requirements.



•



English: Fluent



Preferred •



Bachelor's Degree



•



At least 7 years experience in Strong technological background, with qualification in Computer Science, Telecommunications or equivalent.



•



At least 7 years experience in delivering application solutions based on agreed user requirements.
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IBM is committed to creating a diverse environment and is proud to be an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, gender, gender identity or expression, sexual orientation, national origin, genetics, disability, age, or veteran status.



To apply, please copy the link below as your web address: https://jobs3.netmedia1.com/cp/job_summary.jsp?job_id=GBS-0440780



UNITED NATIONS OFFICE AT NAIROBI



LEGAL ASSISTANT, G6



Department/ Office: UNITED NATIONS OFFICE AT NAIROBI Duty Station: NAIROBI Posting Period: 12 October 2011-11 November 2011 Job Opening number: 11-LEG-UN OFFICE AT NAIROBI-21242-R-NAIROBI



Org. Setting and Reporting The United Nations Office at Nairobi (UNON) in the UN headquarters in Africa and the representative office of the Secretary-General. We support programme implementation of the UN Environment Programme (UNEP) and the UN Human Settlements Programme (UN-HABITAT) globally, as well as other UN office in Kenya, by providing administrative, conference and information services (www.unon.org). The post is located in the Office of the Director-General, UNON.



Responsibilities Under the direct supervision of the Senior Legal Adviser, the incumbent assists in providing administrative and legal support in relation to matters and cases to be serviced by the Senior Legal Adviser and will perform the following duties: •



Process for signature/approval a variety of correspondence including legal documentation.



•



Handle verbal and written inquiries.



281



•



Prepare Memoranda of Understanding (MOU), letters of agreement and host country agreements.



•



Conduct legal research of international law including judgements issued and analyze and prepare summaries and indexes.



•



Assist the Secretary of the Host Country Liaison Committee in coordinating meetings of the committee.



•



Assist in matters of the Management Evaluation Unit (MEU), United Nations Dispute Tribunal (UNDT) appeals and disciplinary matters.



•



Develop and maintain an efficient filing system including an electronic case tracking system.



•



Oversee efficient functioning of administrative support machinery.



•



Handle official travel and procurement of office supplies and equipment.



•



Assist the Secretary of the Senior Management Group in organizing meetings.



•



Perform any other duties that may be assigned.



Competencies



Professionalism: Shows pride in work and in achievements; demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations.



Planning and Organizing: Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments; adjusts priorities as required; allocates appropriate amount of time and resources for completing work; foresees risks and allows for contingencies when planning, monitors and adjusts plans and actions as necessary; uses time efficiently.



Communication: Speaks and writes clearly and effectively; listens to others, correctly interprets messages from others and responds appropriately; asks questions to clarify, and exhibits interest in having two way communication; tailors language, tones, styles and format to match audience; demonstrates openness in sharing information and keeping people informed.



Teamwork:
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Works collaboratively with colleagues to achieve organizational goals; solicits inputs by genuinely valuing others’ ideas and expertise; is willing to learn from others; places team agenda before personal agenda; supports and acts in accordance with final group decisions, even when such decisions may not entirely reflect own position; shares credit for team accomplishments and accepts joint responsibility for team shortcomings.



Education Completion of Secondary School education; supplemental training in legal, administration or other relevant field is required.



Work Experience Six years of experience in para-legal work, general office support, research, conference servicing, library work or related area. Working experience in the UN legal fields is desirable. Excellent computer skills (MS Office, database tools, including Access, Internet and e-mail) are required.



Languages English and French are the working languages of the United Nations Secretariat. For this post, fluency in oral and written English is required. Working knowledge of French is desirable. Knowledge of another official language of the UN is an advantage.



Assessment Method Evaluation of qualified candidates for this position may include a substantive assessment which may be followed by a competency-based interview.



Special Notice Staff members are subject to the authority of the Secretary-General and to assignment by him or her. In this context, all staff are expected to move periodically to new functions in their careers in accordance with established rules and procedures



United Nations Considerations The United Nations shall place no restrictions on the eligibility of men and women to participate in any capacity and under conditions of equality in its principal and subsidiary organs. (Charter of the United Nations - Chapter 3, article 8). The United Nations Secretariat is a non-smoking environment.



No Fee
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THE UNITED NATIONS DOES NOT CHARGE A FEE AT ANY STAGE OF THE RECRUITMENT PROCESS (APPLICATION, INTERVIEW MEETING, PROCESSING, OR TRAINING). THE UNITED NATIONS DOES NOT CONCERN ITSELF WITH INFORMATION ON APPLICANTS’ BANK ACCOUNTS.



To apply, please copy the link below as your web address: https://inspira.un.org/psc/UNCAREERS/EMPLOYEE/HRMS/c/UN_CUSTOMIZATIONS.UN_JOB_DETAI L.GBL?Page=UN_JOB_DETAIL&Action=A&JobOpeningId=21242



PRIVATE SECONDARY SCHOOL



HEADMASTER (19 October 2011)



A newly established Private Secondary School in Nakuru, offering the 8-4-4 system of education, is looking for a mature, academically qualified, experienced, energetic Headmaster aged 35 years and above.



Key Responsibilities •



Relationship with the Board, Management, Teachers, Support Staff, Students and Parents.



•



Key contributor to the School Policy and Strategy formulation.



•



She/he will set the academic tone, evaluate and help improve the skills of Teachers and other Staff.



•



She/he will confer with Staff to advise, explain or answer procedural questions.



•



They will actively work with teachers to develop and maintain high curriculum standards, set performance goals and objectives.



•



Responsible for school overall performance and achievements.



•



She/he to prepare annual budgets and reports on various subjects.



•



Budget Management/Monitoring.



•



Capacity building of Teachers and support Staff.



•



Managerial duties which include ensuring the Staff Personnel files are streamlined and that all Staff have valid contracts and job descriptions and that they understand them.



•



Generation and distribution of weekly reports to the School Directors and Senior Management Team.



•



Develop any other relevant reports for Senior Management and the Board of Directors.
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Qualifications, Experience and Skills •



Experience in such a position of not less than 5 years.



•



A current Deputy in an established School may also apply.



•



Be able to perform a variety of duties often changing from one task to another of a different nature without loss of efficiency or composure.



•



Must work independently.



•



Leadership skills and be able to relate to others in a manner that creates a sense of teamwork and co-operation.



•



Must be computer literate.



•



Minimum qualification: Certified P1 Teacher from a reputable learning institution.



•



Experienced Head of Departments/subjects are encouraged to apply.



An attractive remuneration package, including housing will be discussed with the successful candidate.



If you meet the above criteria, please send your application letter and a detailed CV which should include 3 referees and their contact addresses and telephone numbers to:-



The Directors P.O. Box 4966 - 00200, Nairobi



On or before, 19th October 2011



Only shortlisted candidates will be contacted.



AFRICAN COUNCIL FOR DISTANCE EDUCATION



EXECUTIVE DIRECTOR (20 October 2011)
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The African Council for Distance Education (ACDE), a continental unifying body of African Open and Distance Learning Universities and the African Union’s lead implementing agency for distance education, wishes to fill the position of Executive Director that will fall vacant on 1st January 2012. The Executive Director is the Chief Executive of ACDE who reports to the ACDE Executive Board. He/she will be based at the ACDE Secretariat in Nairobi, Kenya.



Key Responsibilities The Executive Director shall be responsible for: •



The administration and management of the Secretariat, including the preparation of budget and financial as well as personnel management reports;



•



Providing strategic vision and leadership for ACDE as guided by its Strategic Plan;



•



Handling corporate communications, including enhancing the profile of ACDE with the media, Government ministries in charge of Education, Regional and Sub regional Organizations; Universities and other providers of Open and Distance Education;



•



Facilitating institutional collaborations and recruitment of members



•



Directing financial management of ACDE, including fundraising for ACDE projects, programmes and research;



•



Facilitating achievement of the goals and objectives of ACDE;



•



Project Management including Monitoring and Evaluation.



•



He/she shall be Secretary to and ex-officio member of the ACDE Executive Board.



Qualifications In order to be considered for this position, candidates must have credibility and command respect within the Open and Distance Learning practice and will be expected to have the following qualifications and competencies: •



Be a Professor or Associate Professor of an ACDE member university;



•



Have served in senior management positions, at the level of Vice Chancellor, Deputy Vice Chancellor or Dean of Faculty/Director of Institute/School for at least three (3) years;



•



Have a thorough knowledge of national and international trends of higher education generally and Open and Distance Learning in particular;



•



A demonstrable track record of strategic and visionary leadership;



•



Have excellent networking and marketing skills.



•



Have excellent management skills and experience;



•



Be an excellent communicator.
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Terms of Service This performance- based appointment will be either on a three (3) year renewable contract or secondment upon mutual agreement. The ACDE will offer a competitive remuneration to the successful candidate in line with the approved ACDE Human Resources policy. The successful candidate will commence duties on 1st January 2012.



Application Procedure Interested and qualified applicants should send their applications (comprising cover letter and detailed CV that include full contact details of two referees) by e-mail addressed to the undersigned so as to be received not later than 20th October 2011.



President, ACDE African Council for Distance Education E-mails: [email protected] with copies to [email protected] and [email protected] and [email protected]



Those who do not hear from us by 30th November 2011 should consider their applications as unsuccessful.



Prepared by ACDE Human Resources Committee



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT



ENVIRONMENT COMPLIANCE MONITORING SPECIALIST (30 October 2011)



The United States Agency for International Development’s Kenya Mission (USAID/Kenya) seeks to fill the job position of Environment Compliance Monitoring Specialist for the Environment and Natural Resources Management (ENRM) Team in the Agriculture, Business, and Environment Office (ABEO).
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The incumbent will serve as a Foreign Service National (FSN) manager for the Mission’s growing environmental compliance monitoring activities.



The incumbent will work with and report to the Mission Environment Officer (MEO) and the Team Leader, ENRM Team, to ensure the successful implementation of the mandatory environmental compliance monitoring activity of the USAID/Kenya portfolio.



The primary duties will be to: •



monitor and report on environmental compliance for USAID/Kenya’s programs on population and health; agriculture, business and environment; democracy and governance; education and youth;



•



work closely with all the Contracting/Agreement Officer’s Technical Representatives (COTR/AOTR), as well as their alternates, activity managers and the Team Leaders and Office Chiefs, in order to ensure prudent environmental compliance;



•



work collaboratively with the Deputy and Assistant MEOs of USAID/Kenya, and the Regional Environmental Officer at USAID/East Africa;



•



establish and maintain professional contacts in both the public and private sectors, including Government of Kenya officials, implementing partners, consultants, NGOs, and other development partners in Kenya.



Applicant should be a Kenyan citizen.



Required Qualification: Any applicant that does not meet the minimum requirements stated below will not be evaluated.



Only short listed applicants will be contacted.



If you have not been contacted within one month from the closing date of advertisement, please consider your application unsuccessful.



Education: A Masters degree in any relevant environmental science and/or environmental engineering discipline, with a solid understanding of environmental impact assessment (EIA) is required.



Experience (40%):
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•



Minimum of ten years of progressively responsible experience, at least 6 years of which should be at a senior position in monitoring and evaluation.



•



Demonstrated experience with EIA, environmental compliance monitoring, and development of environmental procedures and guidelines.



•



Beside program management, the incumbent’s experience should include managing professionals of multidisciplinary background.



•



Experience in designing projects, strategic as well as institutional capacity building planning is required.



Knowledge (40%): •



Expert knowledge of the Kenya environmental and other development sectors and institutions is required.



•



In-depth knowledge of environmental problems, policies, and issues in Kenya, as well as the country’s strengths and priorities, and familiarity with regional conservation issues and environmental problems and activities.



•



Knowledge of sustainable policy and strategic options, considering the socio-economic, natural, and cultural settings.



•



Acquaintances with the latest development in the environmental assessment models and success examples.



•



Knowledge of the work of other donor agencies in Kenya in environment and natural resources-related activities.



•



Should be able to write analytical reports on environmental compliance and monitoring issues.



Skills and Abilities (20%): •



The incumbent should have strong analytical skills.



•



The incumbent should have strong written and oral communication skills, including the ability to work effectively at all levels within USAID and the U.S. Mission, as well as with the Government of Kenya, Kenya institutions, local governments and institutions, and the private sector.



•



He/she should have the ability to provide technical and policy guidance to project managers/contractors as and when needed, clearly and diplomatically.



•



The incumbent requires intermediate computer skills (e.g., MS Office, LAN environment).



•



Short listed candidates will be requested to submit a writing sample demonstrating technical writing skills.
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Those fulfilling the requirements of the position should submit their application together with a detailed Curriculum Vitae and all relevant attachments to the following address by close of business on October 30, 2011:



The Human Resource Office United Sates Agency for International Development P.O. Box 629, Village Market, 00621, Nairobi, Kenya



Re: Environment Compliance Monitoring Specialist, ABEO/USAID/Kenya



FHI360



FHI360 is a global health and development organization whose rigorous, science-based approach builds programs that create lasting change.



Founded in 1971, FHI360 maintains offices and staff worldwide, helping to forge strong local relationships that enable us to make measurable progress against disease, poverty, and inequity – improving lives for millions.



We seek qualified candidates for the following position based in Nairobi, Kenya:



ASSOCIATE DIRECTOR, STRATEGIC COMMUNICATION (28 October 2011)



Location: Nairobi, Kenya
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Requisition ID: FHI360-ADSC-005



This position will guide regional Strategic Communication planning and implementation through the ROADS II Project, managed by FHI360 with funding from USAID.



Duties will include direct management of assigned staff in Nairobi and technical supervision of strategic communication teams working on HIV/AIDs, FP/RH, MCH, nutrition, etc. in multiple countries.



Key Responsibilities: •



In liaison with regional management team and country-based communication staff, continue to adapt guiding framework for strategic communication programming across ROADS countries, focusing on evidence-based approaches that can be contextualized for most-at-risk mobile and community audiences along regional transport corridors;



•



Guide development of annual strategic communication strategies, workplans and subawards with strategic and local implementing partners, in line with national health and development priorities and ROADS framework;



•



Link strategic communication programming with efforts to address underlying factors relating to HIV risk, including gender-based violence, substance abuse and economic inequality;



•



Work with regional and country teams to ensure emerging issues are addressed through strategic communication programming, and to integrate cutting-edge strategies as appropriate;



•



Work with regional and country teams to utilize new ICT strategies in health and development programming;



•



Apprise regional and country teams of new trends in health and development communication, as well as emerging issues;



•



Guide development of training curricula that can be adapted for use as the regional, national and community levels;



•



Build capacity of country-level strategic communication teams through a mix of training, technical assistance and virtual coaching/mentoring;



•



Collaborate with M&E/Strategic Information teams to build the evidence around outcomes of health and development communications programming;



•



Contribute to documentation of key lessons learned and best practices for an array of health and development practitioners and policymakers;



•



Represent ROADS II at key forums focusing on HIV/AIDS, FP/RH, MCH, nutrition, etc.
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Minimum Requirements: •



BS/BA with 9-11 years relevant experience in health and development communications including 3-5 years of supervisory experience;



•



or MS/MA in health communication or related field with 7-9 years relevant experience that includes 3-5 years of supervisory experience.



•



Superior writing and training/capacity building skills in addition to strong experience in community based approaches to health and development.



•



Ability to develop, test, refine and disseminate user-friendly, language appropriate materials for a range of audiences.



•



Regional work experience preferred with a focus on most-at-risk populations.



•



Demonstrated creative problem solving skills, ability to mentor staff, and capacity to work independently in a fast-paced environment.



•



English and Swahili fluency required; proficiency in French an added advantage.



FHI360 has a competitive compensation package and is an equal opportunity employer.



Interested candidates are encouraged to register online through FHI360’s Career Center at www.fhi360.org/careercenter or apply via email to: [email protected]



Please specify source in your application and quote the Reference # provided on the subject line while sending your application, CV/resume including salary requirements, to be received not later than October 28, 2011.



Kindly note that only shortlisted persons will be contacted



KENYA SEED COMPANY LIMITED
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Introduction Kenya Seed Company, a leading seed producer in Eastern Africa, recently completed an organizational restructuring which resulted in the establishment of new positions.



It is against this background that we are seeking to recruit results oriented individuals to fill the following key positions based in Kitale, Nairobi and Arusha - Tanzania.



DIRECTOR HUMAN RESOURCES AND ADMINISTRATION (28 October 2011)



Ref: DHR/01/2011



Reporting to the Managing Director, the Job Holder shall be responsible for development, implementation and review of human resources and administration strategies, policies and procedures in the company.



Key duties and responsibilities •



Plan, organize and direct human resource and administration activities, including recruitment and selection, organizational development and training, affirmative action, property and risk management.



•



Responsible for the development and implementation of Human Resource goals, objectives, policies and priorities.



•



Responsible for conducting salary/wage surveys within labor markets to determine competitive rates.



•



Represents management in negotiating collective bargaining agreements, mediation, arbitration proceedings and responsible for resolving labor disputes and grievances.



•



Develop and directs the Human Resource and Administration Directorate budget.



•



Ensure development and implementation of occupational health and safety programs and insurance plans.



•



Oversee the general administration of the company’s assets and facilities including use and custody of motor vehicles, buildings, insurance etc.



•



Responsible for allocation and usage of office space, furniture, equipment and other office necessities in order to create a conducive working environment for all employees at all times.



•



Design and develop policies and procedures to ensure that the company‘s compensation, benefits, terms and conditions of employment are sufficient to attract, motivate and retain the required number and caliber of staff.
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•



Establish and maintain appropriate Human Resource Information Systems (HRMIS).



Qualifications, experience and capabilities •



Bachelor’s degree in Social Sciences or Human Resources Management



•



A masters’ degree in Human Resources, Business Administration and/or Diploma in Human Resource Management is an added advantage.



•



Membership of the Institute of Human Resource Management (IHRM) or a relevant professional body.



•



A good understanding and knowledge of the Kenyan Labour Laws.



•



Experience in handling Industrial/labour relations, wages and tax, gratuity and pension administration matters.



•



Knowledge of public sector performance contracting regime.



•



Computer literacy



•



Be of high integrity and ability to meet stringent deadlines.



•



Have at least 10 years relevant experience 6 of which at senior management level in a busy business environment.



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.



Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



SECURITY MANAGER (28 October 2011)



Ref: SM/04/2011 Re-Advertisement



Reporting to the Managing Director, the job holder will be responsible for the development and implementation of comprehensive and cost effective security system to ensure maximum protection of the company’s assets and employees.



294



Key duties and responsibilities •



Advising the management on the security requirements for the company and developing sound security policies and procedures.



•



Directing and controlling security operations within and around the company premises.



•



Working closely with the out-sourced security service provider to ensure effective security for the company.



•



Managing any internal investigations and acting as liaison officer with all other interested parties both internal and external including the police, regulators and auditors.



•



Identifying security risks and evaluating alternative ways of addressing them



•



Improving security surveillance, detection and prevention of crime in liaison with the police and other security agencies



•



Ensuring effective deployment and utilization of guards and equipment



•



Coordinating with appropriate law enforcement agencies to identify and facilitate investigative actions.



•



Evaluating new technology based security solutions



•



Preparing and managing the security budget.



•



Maintaining comprehensive records of all investigations findings and action plan among other responsibilities.



Qualifications, experience and capabilities •



Bachelor’s degree preferably in criminology from a recognized university.



•



Must have been in disciplined forces having attained the rank of a Chief Inspector of Police or Major



•



A proven track record in Fraud Investigations.



•



At least 10 years security management experience in a reputable organization



•



Be of unquestionable integrity and have excellent analytical and report writing skills.



•



Strong oral communication skills and ability to multitask, organize and meet deadlines.



•



Must be a team player.



•



Computer literacy.



Qualified



candidates



are



invited



to



submit



their



applications



with



detailed



CVs



to



[email protected] on or before Friday, 28th October, 2011.
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Your CV should include details of your qualifications, experience, current position, telephone contact, email address, names and addresses of three referees.



Please note that all the above positions are on a 3 year contract, renewable based on performance.



Only short listed candidates will be contacted.



SADOLIN PAINTS



Our client, Sadolin Paints is one of the leading Paint Brand Manufacturers in East Africa.



Sadolin Kenya wishes to recruit dynamic executives for the following positions.



NATIONAL SALES MANAGER (25 October 2011)



Job Ref. MN 5100



The main job purpose is to grow business volumes and market share through strategic management of distributors, contractors and other key direct business stakeholders.



Applicants should be graduates with at least 10 years sales management with at least 5 years as Sales or Marketing Manager position, managing and motivating a sales team.



This is a senior position for which an attractive remuneration will be offered.



Send your application with a detailed CV with a daytime telephone contact and copies of certificates.



Please also summarize yourself as follows: Job Ref. No.
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Your Name Current/Past Salary: Year 2010 p.m., Year 2011 p.m. Year 2011 Benefits: If house state market rent, If car state cc. Send your application by hand, courier, post or email so as to reach us by 25th October 2011



Limit email to maximum 3 pages A4 size CV and no attachments.



Mark Job Ref. No. on top left of the envelope.



Send to:



Executive Selection Division, Manpower Services (K) Ltd, 3rd Floor, Landmark Plaza, Directly Opposite Nairobi Hospital Entrance, P.O. Box 50736-00200, Nairobi.



Email: recruit@ manpowerkenya.com



BRAND MANAGER - EAST AFRICA (25 October 2011)



Job Ref. MN 5101



The main job purpose ¡s to support the Sadolin brands through research, value add marketing strategies liaison with advertising and P.R / event management companies, as well as constant liaison and teamwork with the Country Sales Manager to create synergy.



Applicants should be senior creative Brand Managers with at least 10 years in advertising agencies and client Brand Managers roles.



This is a senior position for which an attractive remuneration package will be offered



Send your application with a detailed CV with a daytime telephone contact and copies of certificates.



Please also summarize yourself as follows:
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Job Ref. No. Your Name Current/Past Salary: Year 2010 p.m., Year 2011 p.m. Year 2011 Benefits: If house state market rent, If car state cc. Send your application by hand, courier, post or email so as to reach us by 25th October 2011



Limit email to maximum 3 pages A4 size CV and no attachments.



Mark Job Ref. No. on top left of the envelope.



Send to:



Executive Selection Division, Manpower Services (K) Ltd, 3rd Floor, Landmark Plaza, Directly Opposite Nairobi Hospital Entrance, P.O. Box 50736-00200, Nairobi.



Email: recruit@ manpowerkenya.com



MATERIALS MANAGER (25 October 2011)



Job Ref. MN 5102



The main job purpose is effective material sourcing, liaising with production department and ensuring material availability as per plans and managing the inventory and warehouses across several locations.



Applicants should be graduates with at least 10 years experience as Purchasing Managers in a computerized environment.



An attractive salary package will be offered



Send your application with a detailed CV with a daytime telephone contact and copies of certificates.



298



Please also summarize yourself as follows: Job Ref. No. Your Name Current/Past Salary: Year 2010 p.m., Year 2011 p.m. Year 2011 Benefits: If house state market rent, If car state cc. Send your application by hand, courier, post or email so as to reach us by 25th October 2011



Limit email to maximum 3 pages A4 size CV and no attachments.



Mark Job Ref. No. on top left of the envelope.



Send to:



Executive Selection Division, Manpower Services (K) Ltd, 3rd Floor, Landmark Plaza, Directly Opposite Nairobi Hospital Entrance, P.O. Box 50736-00200, Nairobi.



Email: recruit@ manpowerkenya.com



TRÓCAIRE



Trócaire Horn & East Africa Regional Office (HEARO) seeks to fill the following positions within in its Regional Programme.



Trócaire is an Irish Catholic development organization, which works in solidarity with local development actors in over 30 countries throughout the developing world.



All positions are Nairobi Based unless otherwise indicated
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HEALTH ADVISOR (21 October 2011)



Based in Nairobi with regular travel to Mandera



Purpose: The position will be involved in development of proposals, budgets and reports as well as to develop the capacity building of the Trócaire health technical team of the health and nutrition programme implemented in Gedo Region (Somalia).



Requirements: •



Masters degree in public health or equivalent.



•



Minimum 10 years international field experience in humanitarian/development work in health in developing countries, especially in the region.



•



Proven experience of writing donor proposals, strategies and reports with various donors and understanding of the log frame or results framework.



•



Ability to collate, manage and analyze epidemiological data, providing high quality narrative and data reports



•



Ability and willingness to travel regularly into Somalia, security permitting.



Please send your application letter, including an updated CV not exceeding 4 pages indicating and names of three referees one of whom must be current or previous supervisor to:



Application Procedure: If you meet the criteria herein please submit a CV (max 3 pages) and covering letter to the



Regional HR Officer, Trócaire, P.O. Box 66300, 00800, Westland’s, Nairobi,



or email to: [email protected]



by Friday 21st October 2011



Please include contact number, present salary, and contact details for three referees (including current or most recent supervisor).
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Trócaire is an equal opportunity employer



Only short listed candidates will be contacted



UNITED NATIONS HUMAN SETTLEMENTS PROGRAMME



SENIOR HUMAN SETTLEMENTS OFFICER (URBAN LAW), P5



Department/ Office: UNITED NATIONS HUMAN SETTLEMENTS PROGRAMME Duty Station: NAIROBI Posting Period: 12 October 2011-11 December 2011 Job Opening number: 11-PGM-UN HUMAN SETTLEMENTS PROGRAMME-21225-R-NAIROBI



Org. Setting and Reporting The United Nations Human Settlements Programme, UN-Habitat, is the agency for human settlements. It is mandated by the UN General Assembly to promote socially and environmentally sustainable towns and cities with the goal of providing adequate shelter for all. This post is located in the Land, Tenure and Property Administration Section (LTPAS), Shelter Branch of UN-Habitat.



Responsibilities Under the overall supervision of the Head, Shelter Branch, Global Division and working in close collaboration with the Chief, LTPAS, the incumbent will be responsible for the following duties: •



Providing technical and management leadership in urban legal and human settlements analysis, needs assessments and other activities, participating in advisory missions to carry out high level consultations aimed at developing urban legal knowledge, human settlements policies, strategies and programmes;



•



Planning, managing and supervising the work of the proposed Urban Legislation Unit/Section;



•



Leading in the development of the agency’s legal capacity in regard to urban laws;



•



Providing and coordinating technical assistance to member states and local authorities in regard to developing, reviewing and implementing urban laws and monitoring progress, evaluating results and assessing impact;
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•



Overseeing the development of a computer-based facility as a means of disseminating urban legal knowledge and providing technical assistance;



•



Coordinating policy development; reviewing the assessments of issues and trends, preparing evaluations or research activities and studies;



•



Managing outreach activities; designing and conducting training workshops and seminars, making presentations on assigned topics/activities;



•



Coordinating activities related to budget and funding and ensuring preparation of related documents/reports;



•



Ensuring effective utilization, supervision and development of staff by guiding, evaluating and mentoring them;



•



Through advocacy and campaign work in related field, developing and supervising the execution of priority projects and programmes to meet the expectations of governments, donors, partners and the Organization;



•



Providing capacity development support through documentation of knowledge management, tool development and facilitating networking with partners and programmes contributing to the enhancement of the policy dialogues at UN-Habitat and globally;



•



Performing other duties as may be required.



Competencies



Professionalism: In-depth knowledge and understanding of theories, concepts and approaches relevant to urban laws, programme planning, including proven ability to prepare reports on urban legislation related issues. Ability to review and edit the work of others. Demonstrated professional competence and understanding of theories, concepts, methodologies and approaches relevant to land and legislation, including good research, analytical and problem-solving skills. Thorough knowledge of relevant UN policies, procedures and operations. Ability to apply judgment in the context of assignments, plan own work and manage conflicting priorities; ability to articulate ideas in a clear and accurate manner; is motivated by professional rather than personal concerns; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations.



Communication: Excellent communication skills; tailors language, tone, style and format to match the audience; demonstrates openness in sharing information and keeping people informed.
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Planning & Organizing: Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments and adjusts priorities as required; allocates appropriate amount of time and resources for completing work; foresees risks and allows for contingencies when planning; monitors and adjusts plans and actions as necessary; uses time efficiently.



Leadership: Serves as a role model that other people want to follow: empowers others to translate vision into results; is proactive in developing strategies to accomplish objectives; anticipates and resolves conflicts by pursuing mutually agreeable solutions; drives for change and improvements; shows the courage to take unpopular stands. Provides leadership and takes responsibility for incorporating gender perspectives and ensuring the equal participation of women and men in all areas of work; demonstrates knowledge of strategies and commitment to the goal of gender balance in staffing.



Judgement/Decision-Making: Identifies the key issues in a complex situation, and comes to the heart of the problem quickly; considers positive and negative impacts of decisions prior to making them; takes decisions with an eye to the impact on others and on the Organization; proposes a course of action or makes a recommendation based on all available information; checks assumptions against facts; determines the actions proposed will satisfy the expressed and underlying needs for the decision.



Education Advanced university degree (Master’s degree or equivalent) in legal studies with concentration on or clear linkages to urban human settlements issues (land, housing, infrastructure).



A first-level



university degree in combination with qualifying experience may be accepted in lieu of the advanced university degree.



Work Experience A minimum of ten years of progressive experience in urban legal, human settlements projects and programmes at national level required, of which at least five years of similar experience at the international level. Practical experience in strategic planning and results-based management is desirable. Proven experience in human settlements development fields with legal components, projects/programme design and implementation with the UN or other international agencies is desirable.



Languages
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English and French are the working languages of the United Nations Secretariat. For the post advertised, fluency in both oral and written English is required. Knowledge of a second UN language is an advantage.



Assessment Method Evaluation of qualified candidates for this position may include a substantive assessment which will be followed by a competency-based interview.



Special Notice Staff members are subject to the authority of Secretary-General and to assignment by him or her. In this context all staff are expected to move periodically to new functions in their careers in accordance with established rules and procedures.



All applicants are strongly encouraged to apply online as soon as possible after the job opening has been posted and well before the deadline stated in the job opening. Online applications will be acknowledged where an email has been provided. If you do not receive an e-mail acknowledgment within 24 hours of submission, your application may not have been received. In such cases, please resubmit the application if necessary.



United Nations Considerations The United Nations shall place no restrictions on the eligibility of men and women to participate in any capacity and under conditions of equality in its principal and subsidiary organs. (Charter of the United Nations - Chapter 3, article 8). The United Nations Secretariat is a non-smoking environment.



No Fee THE UNITED NATIONS DOES NOT CHARGE A FEE AT ANY STAGE OF THE RECRUITMENT PROCESS (APPLICATION, INTERVIEW MEETING, PROCESSING, OR TRAINING). THE UNITED NATIONS DOES NOT CONCERN ITSELF WITH INFORMATION ON APPLICANTS’ BANK ACCOUNTS.



To apply, please copy the link below as your web address: https://inspira.un.org/psc/UNCAREERS/EMPLOYEE/HRMS/c/UN_CUSTOMIZATIONS.UN_JOB_DETAI L.GBL?Page=UN_JOB_DETAIL&Action=A&JobOpeningId=21225&
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To be included in our mailing list, please send a blank message with your active email address to [email protected] If you have any job opportunities in your organization and want them to be circulated in our mailing list, list, please send them to [email protected]



(no



fee



is



charged).
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