OERT s

&Y RO M W

MIEMISTRY

Telegraphic nudress: "t ~somnel™, Mairobi T S 3BR0 - 0010
Telephong: ivaivobi 227 : E CNROBLL
Telex: 23125 ) FOENYAL

Fax: 243620
1When Replvr:; please ¢ e

s R 2 = yeon - ~y ey ih s R
ret. No. 2P MLHRM/4/1 VOLNVEfi14 pate: 29 Ap: it 2009

The Permanent Secretary, :
Office of the Deputy Prime Minister.
and Ministry of Finance, :
MAIROB.

SCHEME OF SERVICE FOR SUP?LY.EHAIN MANAGTMENT
PERSOMNEL ‘

| arn pleased to inform you that the Scheme of Service for 'Supp1y Chain
Management Personnel which forms an appendix to this letter has been finalized
and is ready for implementation with effect from 1% April, 2009

The Scheme established seven (7) grades of Supply Chain Management
Assistants and ten (10) grades of. Supply Chain Management Officers and
provides clear and concise job descriptions and specifications at all levels within
the grading structure. Provision of these details will no doubt greatly assist in the
recruitment, deployment, retention and general developrnent o ihe Supply Chain

‘Management Personnel.

Please take necessary action and also ensure’ tha{.-the.pmvisions of the  new
Scheme are brought to the attention of all officers concernad.
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REVISED SCHEME OF SERVICE FOR SUPPLY CHAIMN
MANAGEMENT PERSONNEL

AIMS AND OBJECTIVES
(1) Ta provide for a well-defined career structure which will atrract. motivate and

facilitate retention of suitably qualified Supply Chain Management Personnel i
the Civil Service. ' ' ‘

(i) To provide for clearly defined job descriptions and specifications witl; clear

delineation of duties and responsibilities at all levels within the career structure to
enable each officer understand the requirements and demands of the Jjob.

(#i) To establish standards for recruitment. development and advancement within the

career structure on the basis of qualifications. knowledge of the job, merit and
ability as reflected in work performance and results.

(iv) Toensure approprizte career planning nd suecession o

A AT T )

ADMINISTRATIOM AND TRAINING SCOPE OF THE SCHEME

(a)  Responsibility for Administration
The Scheme of Service will be administered by the Permanent Secretary. Ministry
of Finance in conjunction with the Public Service Commission and i consuitation
with the Permanent Secretary. Ministry of State for Public Servics. 1y
administering the Scheme. the Permanent Secretary will ensure that the provisions
of the Scheme are strictly observed for fair and equitable treatment of officers and
that officers are confirmed in appointment on successfu completion of the
probation periad.

Sy
i

(b) Training Scope

In administering the Scheme. the Permanent Secretary will ensure that.appropriate
i!i(luction/training opportunities. and Tacilities are provided to assist serving
officers acquire the necessary additional qualifications/specialization  and
experience required for both efficient performance  of their duties and
advancement within the Scheme of Service. Officers should also be encouragad
to undertake training privately for self-develooment. However in tl] sy e
training, the Permanent Secretary will C()nsui[“the Permanent Seeretary. Mty
of State for Public Service. B LT e

“THE SUPPLY CHAIN MANAGEMENT FUNCTION

The Supply ‘Chain Management function involves coardination of various activities in
delivering a combination of inpurs,‘out’pt_tts/outcdn¢s_fm‘ specified requirements in

accordance with the Public Procurement and Di'spgsal Act 2005. Public Procurzmean:
and. Disposal Regulations.. 2006 and other laws and policy documents that impact on
procurement: It entails identification of récjui’rmnents: ‘preparation of procurement
plans in accordance with budget process: sourcing of suppliers:’ assessing and
measuring performance of suppliers of goods. works and servicesTimplementation of
€-government procurement strategies: maintenance of procurement records: conducting
market research; carrying out internal monitoring and evaluation: developing internal

policy and procedure manuals: maintaining linkages with financial ‘management
i o
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\
implementalions: aggregs won ol procurement DFOMOLE eCONGTILS of  scale;

7
disclosure of imtarmation i procurement opportur nes and contract awards: managing »

supplier yelationships: introducing modern inveriory management inchnigues and

m)pr()"uthcs: Gock  controiiimg. stocktaking, stk checking apd tock  andis:
implementing tveitory nenaeement informatior -vwst2me disposal ol obsolt _:;]\i
“urplus 5|1~.I.L=i._i!‘~.'_ develomine and implementing  mventory policy and  proceduze
manuals: ensering safery and cecurity in siorage. . dity assurances development and
maintenance of asset register: ensuring smooth ¢ sribution of mvuniory: nventory

valuation: management of receipt and issues: ﬁrepzu‘;mnn review and

~osting and
asement of framework contracts:

monitoring the implementation of contracts: man
variations and muclmrdtmnx ol preparation of end 0? aclivity

S

preparing contract
reports.

4+ GRADING STRUCTURE AND SCOPE T |

establishes seven (7) giades of Supply Chain AManadement
urades of Supply Chain Management Otficers who will be

I

T

(er) The Scheme of Service
Assistants and ten ( 10);
designated and eraded as tollows:-

cEt

SUPPLY CHAIN Mm n.\ll ME"\H ASSISTANTS APPENDIR S

Designation T o 1 Job Group |

SLmL i{JT\T({;TJIﬁqu Assistant 1V : G

Supply Chain ﬁﬁﬁm Asistant (1 - H o
Supply Chain Management A?J?mﬂ" - . S

Supply Chain Management Assistant | - K -
Senior Supply Chain Management Assistant L

L R ——— _
Chiet Supply Chain Management Assistant ‘ "\

Principal Supph “Chain M magement A ssistant ‘ TN

S
SUPPLY CHAIN MANAG EME NT OFFICE RH APPENDIX 8’
T \ Job {;tuup

Designation
ply Chain \1:1El—ﬂ—l°l]—1;.—n_i Officer 11

—————————————

Sup
Supply Chain M ;ﬁtur:_n1cllt Officer i

o e e e S —_—

. o i
Senior Suppl - Clhain- \Lumuemmr ")lnu::

Ci

=t e
Principal \Uppl\ Fhain Management Officer

R
rief ‘iuppl) Chain \Lmn"unmt Oflicer

SR T - :
A%lx(am DHLL[UI Su])pl\ Chairv \'Luuwement Senmes

Sem(): -\‘)‘J\ltlﬂ[ DHE(.[()I Supplv Chmn l\»ldnmwmem
Selvw% - : . : - R PR -

Deputy Duu,un Jllppl\ C h Gin ~h1n,wunem Services

i
Senior Deputy Director. ‘mpph - Chain Mabagement

Services

Vf‘nu\m ‘wu'ml* N h. n Mapagement Services

e e
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Servinc officers will

adopt and convert to the new

g , g A ) :
Conversion to the new Grading Structure

'T“' LV
i A

grading structure as follows

SUPPLY CHAIN I MANAGEMENT ASSISTANTS APPFND

[ Present Designation Job- New Designation B ol
Group | Group |
Storekeeper [] “E/FIG™ | Supply Chain Manaoement G/ ’
Storekeeper | Assistant [V '
Senior Storekeeper .
Procurement Assistant ‘H’ Supply Chain Management | q° i
‘ - Assistant 1] !
.......... L Supply Chaie M imges o aee o
Assistant [
‘_—L‘_ﬁ__‘h‘ “ Supply Chain [\flanauemg?t.w“ TR
Assistant | J
i semrs o o m E “Senior Supply Chain U ‘
. ' ] " | Manhgement Assistant ]
T b ‘Chief Supply Chain Management | ‘M- .‘
; Assistant !
............. R i Principal Supply Chain 7‘*?@"'*‘““}
s Management Assistant %J;_ ]
SUPPLY CHAIN MnhnGEMENT OFFICERS APPF‘ND‘X B’ S
’ Present Designation ' Job New Designation Job
Group Group
Procurement Officer [[ | *J’ Supply Chain WI'U]dUEITIen[ Jr
Officer 11
Procurement Officer | K Supply Chain Management [k
’ o Officer [ i
Senior Procurement iy Senior SUHH_;::;_*” L
Officer : Management Officer
Chief Procurement ‘M’ Chief Supply Chain Management | ‘M’ N
Officer ' _ Officer L
Prmmp'ql Procuument CNT |- Principal Supply Chmn ‘N’ ]
Officer : o Management Officér N
Senior Principal ; Assistant Dire ctor, Suppiy Chn ' o
Procurement Officer “pr Manacemen[ Services - ok
| Assistant Difec;or of = .l
Public Procurement - E , _ ‘ |
Senior Assistant Q- Senior Assistant Director, Supply | Q7
| Director of Public ' : Cha‘in Manageme,nt-_Services o
{ Procurement - 3
| Deputy Dlrector Pubhc LB Deputy Director, Suppiy Chain ‘R
Procurement Management Services
............................ Senior Deputy Director, Supply = 'S
: Chain Management Services |
Director Public B Director, Supply Chain T
| Procurement Mammem Sew:cm

e
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(b) Incrementat Credit S TR L -

ADVANCEMENT WITHIN THE SCHEME R

\

MHotes:

(i The erades of Supply Chain Mane o ent Avyistant INAHT dob Ciroups,
CHHIT for certificate holders. Sup Chain Managemeni Assislani HIH,
Job Group “Fid " for Diplomea heie Supply Chain Mesgeniii Officer
1AL b Groaps K for Degree & il form a cennmon esiailishiment

itor the purpose of this Scheme o N B

(i) There will be ne [urther recruitine:: Pelone dob Groups "G Officers in the
vrades of Storckeeper 11 Job Groes I and Storekeeper 1 Job Group
wili convert 1o the srade of Suppic Chain Management Assistant 1V, Job
Group ‘G provided they-have serv i their cuprent.grades Jor atleast five
(5} and three (31 vears respectively

(i) Serving officers will undertuke sweilioy iperviews hefore they convert 1o
the upgraded positions. ()[]Fr'w‘.‘\__-w Job Groap, .7 and below will be
oterviewed by Ministerial Human sesource Advisary Commitice (MHRAC)
while those on Job Group "M a-l abave will be inten iewed by Public
Service Comprission of Kenva 1PSCA '

PROVISION OF POSTS

A scheme of service does not constitute authenty for creation of posts. Any additional
posts required under. the new orading structure must be included in the Ministry’s
establisinent proposals for consideration and approval by the Permanent Secretary.,

Ministry of State for Public Service in the notmal manner.

ENTRY INTO THE SCHEME QR SERVICE 77 8 07 e
(a) . Direct Appointment . LT g s el

Direct appointment will be made in the evadés of Supply Chain Management
Assistant V1. Job Group "G7HE and Supply Chain M:mngeménl Ofticer 1/ Job
Group "J/K'. In exceptional circumstances. however, direct appointinent may be
made beyond these gragdes by .the Public Service Commission .of Kénya on the
recommendation of the Permanent Secretary administering  the Scheme in.
consultation with the: Permanent Secretary. Ministry of State for Public Service
provided the cznuli(!mc_i.\:-'ih,|)<§s>‘_c>.mm1 of the minimum qualifications and
experience required Tor appaintment to the srade. W T

;h:](.'l'filﬂt‘.ﬂtiﬂ'.(_:I'Eid.i'lf-?\:} For - approvigd tr,\'peri{:hcc EIC(']lIEiI"Cd.-E'I.I-l'r.::l' wbtaining  the
preacribed minimum gudlifications for the grade. may be H-\-\"Ell‘dcdl_flfl tl1_é_1iﬂc‘ut‘
one’ ifcrement Tor cacly Completed year of approved experience provided the
maximum of the scile ‘is ot exceeded. In awarding, inc'i"i:'_ni-:]'i:[:fll cf’éﬂii(x)f.;my
period. ot service or u.\|)criu.ncc stipulated ay o basic |'uq'i'|_i 1"e'_'|—){e{1"_1' for ;{p"ii'gii",utlneh[.
“toa particular grade will be eneluded. ' A 4

The Scheme of Service sels out the minimum (|u;|h1iczueiun__s_';nuif"'m"Cxpcricngc‘_|‘équired
For advancement Froni one gride to another, [ is emphasized: however, that these are
the minimum requirements entitling an aftficer to be considered for appointment o the
next grade. In sddition. advancementLrom one erade to another will depend on:-

(1) existenca of a vacancyin the authiorized establishment:

T it el mhilineasvetlogled 1 wearlk %—r)“"!."!'“‘,"‘”‘f‘—’md pesubiss "%%?.L@.—




8. RECOGRIZED QUALIFIC CATIONS

The ollowing are the recounized gqualifications tore the PUTrpose il

NI ,_‘\'Ilf‘"llr.' WV
Service: -

/} a Kenya Certificate of Secondary Education \Meun Giide Cowiide a minimun 1
C-.in Mathemarics. and English or Kiswahili or iy rec yamized equivaicy

qlh}llflL ation from the Kenya National Examination Council (KNEC).

\/(ii) a Certificate in Supplies Management or its equivalen qualifications From
recognized Institution.

/(iii)'u an Ml\glmed Certificate in Supply Chain Management from the Chartered

/\w\rsz Institute of Purchasing and Supply (CIPS) or its equivalent qualification from a
oy = Ognl recognized | nsntuuow )

R 6>, vy a Diploma in 1 Supplies Mmmuemem arats equivalent qualification From
-9 \Y recognized Institution,
W : ; vl : P A S G ER i
Q (v} 1 Bachelors degree in any - of the  Dillowine o
Administration (Supplies  Management LIpUGn).  Cownengist, e

Economics. Srtatistics., Procurement and bu, )Iu-\ Management, Law or ANy
other-relevant field From a recognized Institution,

(Vi) a Masters Degree in any Ul" the following:- Procurement and Supplies
Management.  Logisties  and Supply  Chain NManagement,
Adiministration. Commerce. Entreprencurship, Law

o any othier relevant field
from a recognized Institution,

. (vit) a member of a recognized Purchasing and Supplies Management Protessional
Body.

. i
\/ (Vi) a management course lasting not more than three (3) weeks.

(1X) .any other qualification as ‘may be recommended by the Permanent Secretary
administerlii¢ the Scheme in consultation with the Permanent Secretary,
Ministry of State for Public Service.

9. . IMPLEMENTATION OF THE S(HF’VEF (;F%I RV]LI

‘The Scheme of Service swill bemme oper auoml with eHe;t Imm I Apnl 2000. On
- implementation, serving ntmu Wil tmrmm:‘.lll_\‘
bclleme

DOUGRIIRS e e

"LO. - JOB AND APPOIN] MPNI SPE CIFILA 1 l()N‘w
' SUPPLY (.HAIN NIANA{ FMth ASSIQ'lANlS A!’P’b Ni) IX* —&' :
_() SUPPLY (,HAIN ‘VIANA( I'MI*NI ASHI‘SI ANT TV, H)]i {}R{)L’?P RN

=%

(a) Duhe and Respnnslblhtw

This w1H be the ennv and training erade for rlnx cadre... An officer at thx
level will be deployed in a Supply Chain .\larmwmenr unit in o .\fhm\m o7
Department and will handle simple rasks such as issuing and receiving store

and preparation and maintenance of records under the wpuwmun of
experienced officer,

i Mo

Business




in addition

/i Reguirements for Appointiaent X

Foi appointmeant to this grade, a candidate must Le -1 possession of:-

(iy Kenya Certiticate of Secondary Education (i - .5E) mean grada C- with
a minimem of C- in Mathematics and bii-hisiv or Kiswahili or its
equiveient qualification from a recognized i1 sitution: and

(i) a Certificars in Supplies Management or its onroved equivalent from a
recognized Institution. '

OR

(i1} Advanced Certificate in Supply Chain Marazement from a recognized

Institution.

i

(v the above requirenenfs. an officer must have ihc following key personal

atiributes a0} core competenees:

() Personal Qualities
> Abihiy to get on well wnth the diverse woikforce
® Good knowledge in the professional field of specnal:satmn
° Jood commumcauon skills
" Ability to take instructions .
*  Good o;‘ganisational and supervisary skills
(ii) Core Compeienics | ‘
= Team playing skills
= Accuracy’
o Care for resources
»  Manual dexterity
s Execution of instructions
° Interpersonal skills
o Analytical skills
o Records Management skllls

[i. SUPPLY CHAIN MA"'%AGEMENT ASSJ{STANT 111, JOB GROUP ‘H

( 'ﬂ)

(5)

'VDH‘EC‘Z Appomtment T T T BT P

Duhes and Responsxb:htses

An officer at this level will be- deployed i in-a Suppiy Chaln Manacement unit in a
Ministry or Department and will handle a mrnety of tasks such as issuing and

" ‘receiving * stores; assistmc i stock takm mconcmatlon p;epmmon md--

'mamtenance of reco:ds

Reqmrememo for Ap‘pomtment

. For appointment to this 0|adc a candldate must be in posSessnon of -

_ (-i-) a Kenya Certificate of Secondary Education (KCSE) mean grade C- (minus)

with a minimum of C- in ‘Mathematics. and English or KlSWﬂhlh or its
equivalent qualification from a recognized Institution: and

6 Z
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\

(i) a Diploma (CIPS) in. Supplies Managamant or s

. 2puival
frem a rrcoumezed lstitutio

\

v gt et s
ENE SR W Y

Promotion

For promotion to this grade, an officer must have:-

(i) served in the grade of Supply.Chain Management Assistant 1V or in a

comparable and relevant position in the Public Service for a minimum period
of three (3) years.

(iij an Advanced Certificate in Supply Chain WV

Managzment fromn Charteeed
Institute of Purchasing and Supplies (CIPS) or its approved equivalent from o
recognized Institution; and

(iii) shown merit and ability as reflected 'm work performance and results

In addition to the above :eqmrements an officer must have the following key personal
attributes and core competences:-

(1)

(1)

Personal Qualities

Ability to get on well with the diverse workforce

Good knowledge in the professional field of specialisation

Good communication skills

Ability to talg‘f: instructions N
Good organisational and supervisory skills

Core Comperence:j;
+ Team playing skills
Accuracy |

Care for rcsoéurces .
Manual dextTnty
Executaon off mstructlons

lnte:pel sonal Skl“S_

Y Analyncal skllls

‘.
' Reconds Mapaoemant skllls

111 SUPPLY CHAIN M‘ANAGEMENT ASSISTANT 1L, JOB GROUP ‘)’

()

(b)

Duties and Rcspons\bnhtles

~An ofﬂcer at thlS level will be deployed in specialized areas such as warehousing,
distribution, stock control, logistics or market surveys. The. officer will assist in ..
" the preparation of annual- piocu:ement plans and . Supply Chain N’lﬁp(wnrm' '

reports. - N _
Requirements #or Appomtmem
For appomtmenit to this grade, an ofﬂcel must have:-

(i) served in |the grade of Supply, Chain Management L\Jsmldnt HI o n a
compalable and relevant position in the Public Service fora minimum period

of LH_FL,L 1.}.; years,
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T Gig Laploma (Foundaton Stagct or s equivalent from
' Ve
nnd

it chown werit and ability as reflected in work pe rtorn:
In addition to 2 above reguitrements. an olficer must

have the
attributes and ¢ s cumpelences

() Persenal Qt.f(rli{ics

Ability to zet on well with the diverse waorkforce

Giood knowledee in the professional field of spec.

L]

Good communication skills

Ability to take instructions _
Good vrganisational and supervisory skills
(i) Core Competences |

Team playing skills

Accuracy

Care for resources

]

Manual dexterity

Execution of instructions

Inte: personal skills .

Analytical skills

Records Management <kills

SUPPLY CHAIN MANAGEMENT ASSISTANT 1, JOB GROUY "K'

(a) Duties and Responsibilities

Prowine key oo

e and resulrs,

srsation

Work at this level will be similar to that of Supply Chain. Mwnauunem Aszistant 1T

though more complex in nature.
distribution. fleet management, inventory and xtock contol.

(b) - l{Lqun ements h)l Appointment.

' _Fm appmntment tothis Ur’1de an ofﬁce1 must h'we -

Specifically. duties will entail warchousir

‘Served in the unde of Supply Cham M'm'\eement Abolst"lﬂt ll or in a
comparable and relevant position in the Public Service for a minimum period.
of three (3) years: and-shown merit lnd aimhty as reflected 'm ~work

peﬂounance and- |e<_;uits

attrlbutes and core competencm =

(i) Pe: sonal Q:mhnes

In- addltlon to the above lequnements ﬂn officel must ha\m the’ foilowmu key pemoml

%

= Ability 10 vet on well with the leEISE wolkfmce
> Good knowledge in the professional field of speualisation
»  Good communication skills

_ Ability to take instructions

Goona organisational and supervisory skills




IV.  SENIOR SUPPLY CHAIN-MANAGE 1K

(a)

In addition to the above requireiments.
attributes and core competences:-

(1)

(i)

_advice in areas pertaining to Supply Chain Man:
the ofﬂu:; Specmcaliy clunes will ent

For clpp‘mutment to this urnde.

P . ‘
(1) Core C Qmipetences

Team playing skills
Accuracy
. Care for resources

Mantial clé;{'t'e'l'ity' it
Execution of instructions.

5 fnternersanal skills
\mlyncql Skl”‘s

Recmds Manaﬂement skllls ot

MENT ASSISTANT, JOB GROUP 5
Duties and Responsibilities | -
An officer at this level witf b exXpected o supervise i provide suidance ar.

1gement to officers working umlu

ail-assisting in procurement. preparation of
procureiment plans, market sune\* and research: disposal of stores and equipmen

in accordance to the laid down regulations and procedures: and preparation or
periodic-and-annual Supply Chain- \ldmurellwtlr lC[)()II\:IE{llInS '

Requlrement for Appointment.
an officer must have:-

(1) served in the crade of ‘Semm mn)pl\ Chain M:
comparable and relevant position in the Public
of three (3) years:

anagement Assistant ‘| or I
Service for a minimum perlod

(ii) a Diploma-in Supplies Management o)

Its equivalent qualificauon trom .4
necoomzed [n:,tltutron. aml

(iii) shown merit and deItI\ as lc"”CUtLI in work pe:fonnance and results.

an officer musi have the following key personal

Personal Qualities

,Ablhty to get on well with the c[n Brse w o|!\fmuz
Good know!edoe in the pm‘remonal_helc! of spe,c‘laiis'a.tionA
Good cmmmlmc*mon \kl”\ |
Abnllty to take :nsnuctlons :
-Good owamsz\nona] zmd superwxm) bkl“\
Core Competences i e o
. Team PlaymD skills © - o !
. Ac curacy

Care for resources

. Manual dexterity

o Execution of mstructions

o ——




> Interperson o Kills | \ %
®  Analytical s«lls ‘
=: Records Ma.ivement skills

CHIEF SUPPLY Cii \iN MANAGEMENT ASS_ISTANT, JOB GROUE "~

(a) Duties and Respisibilities

Duties will entail sndertaking procurement of less complex natuie, over iy and
coordinating wai.: ausing: distribution and fleet management, disposal ¢ stores

and equipment; 1-urket surveys and research; inventory and stock control and
procurement plan« :

() Requirements for A ppointment
For appointment tc: this sfade. an officer must have'—

(i) served in the grade of Senjor Supply Ch'un Management Agsistan
. comparabls and relevant pos:tmn in the Publlc Service for

a [II.IIHIHHH
‘period of three (3) years

(u) atten(lﬂd a rin nmoement cour‘,e lasting for not less than four (4) weeks: and
(iii) shown administrative capablhty and oUtstandmg performance

In addition to the above requirements, an officer must have the following key personal
attributes and core competences:- ' '

(1) Personal Qualities

Ability to get on well with the diverse workforce
Good knowledge in the professional field of specialisation
Good communication skills
~ Ability to take instructions
Good.organisarionai and supervisory ski‘lls
(i) Core Competénces .
* Team playmo sk:l!s
. Accuracy
7 _Cale for resourceq '
Manuat dexterlty _
"-Execuuon oflnstluctlons R S a1
lnt;rpe_rsonal skills

®  Analytical skills

°  Records Management skills

b it oy e




VIL

PRINCIPAL SUPPLY CHAIN MANAGEMENT 2S5i97 & ANT,

JOB GROUP »

() Duties and Responsibilities

This will be the highest grade in the Supply Chain Management Assistants’ c
Duties and responsibilities at this level will involve preparation of’ procurement

adre

plans; market survey and research, overseeing and coordinating warehousing

distribution; inventory and fleet management; and stocktaking. In addition. duties
will include supervision of staff working under the officer.

(b) Requirements for Ap.pomtm_ent

For appointment to this grade, an officer must have:-

(1)

served in the grade of .Chief Supply Chain l\/lanaoemen! Assist
comparable and relevant position in the Pulilic
of three (3) years; and _

ant or in a
DA Nt Y Tl

(ii) shown merit and ability as reflected in work performance and results

In addition to the above lequnrements an officer must have the’ following key personal
attributes and core .competences:- . T

(i) Personal Qualities

Ability to get on well with the diverse workforce

Good knowledge in the professional field of specialisation
Good communication skills

_ Ability to take instructions

Good organisational and supervisory skills

(i) Core Competences

Team playing skills
Accuracy

Care for resources
Manual dexterity
Execution of instructions
Interpersonal skills -
Anaiytlcal skills

: Records Manaoement Skl“S

SUPPLY CHAIN MANAGEMENT OFFICERS APPENDIX ‘B’ _
L SUPPLY C}IAIN MANAGEMENT OFFICER Ii JOB GROUP oy

: Thxs will be the entry and tramm grade for Supply’ Cham Management Ofncew

- -An officer-at this level -will perfcnm a variety of Supply Chain Management duties
. under the guldance of a more sénior and expcnenccd officer. The officer will be
deployed in a medium- size departmerit or in a section.

responsibilities  will. entail warehousmc dlStI‘lbUthn

Specific duties and
management; fleet

management; dlsposal of stores and equipment; procurement; market surveys and

research; inventory and stock control, in accordance with
regulatlons and procedures,

the laid down




(1) Requirement for Appoimtment

‘ For appointment to this grade. o candidate must have Bachelor} Degree in anv of
the following:- Comimnerce, tasiness  Adminiztiation (Supy
Option). Economics, Procurem=nt and Supplies I\/ianafgement.
equivalent from a recognized Institution.

olies Managenient ™
Marketing o1 theair

In addition to the above requirements.

an officer must have the following ke
attributes and core competences:-

Y personal

(1) Personal Qualities

Ability to geton well witii ihe diverse worktorce
Good- knbwleclge in the professional field of specialisation
Good corﬁinu!}ication skilis
Ability to fake_irisfructionx
Good organisational and supervisory skills
(1) Core C'rmepeh_fz.'tce;
*  Team playing skills
. Accumcy- B
Care for ifesblll'ces
. - Manual dt;xtefity
Execution of instructions
> Interpersonal skills
*  Analytical skills

*  Records Management skills

II. SUPPLY CHAIN MANAGEMENT OFFICER I, JOB GROUP ‘K

{a) Duties and Responsibilities

(b) The officer at this leve| will work under minimal Supervision and may be

deployed to help oversee the Supply Chain Management function in a district or in
a Supply Chain Management unit within a Ministry'/Department. Duties and
responsibilities will include processing. of'agenda for the tender committees and
assisting in implementation of decisions théreof. S T e
{¢] Requirements for Appointment ' ,
For apbointfnent to this gtjade, an offjcer must have:- -

(i) served in the -:g:-adé ‘of Supply .Chain ‘Managérﬁen't_O'ff.icef. Il or

in a
comparable and'relevant position in the Pu

blic Service for @ minimum period

_ G‘f.tht'ee (3) Y_EE_II‘_S;‘ . ) ' . _ t
" (i) 'a Bachelors Degree “in any of the following;-Commerce, -Business
' Administration; Economics, Procurement and Supplies  Management,
Marketing or their equivalent qualification from 3 recognized institution: and

(iii) .shown merit and ability as reflected in work performance and results.

12




Intaddition to the above requirements. an officer must hay

‘ st have the following kev periong
attribuites and core competences:- |5
y N il.f.;.':
/ (i) Personal Qualities 7 E,:
4 H
» © Ability to get on well with the diverse waorkforce

g £

Good knowledge in the professional field of specialisation

Jo e

Good communication skills

Ability to take instructions

Good oi‘ganié;ational and supervisory skills
(ii) Core (.‘omperencés ,

= Team playing skills

¢ Accuracy

Care for resources

° Manual dexterity
Execution of instructions

»  Interpersonal skills

. Analytical skills

Records Management skills

. R
III.  SENIOR SUPPLY CHAIN MANA(JLMENT OFFICER, JOB GROUP ‘L’

(a) Duties and Responsibilities

Duties and responsibilities at this level will include, planning and coordination of
Supply Chain Management activities in such areas as procurement, warehousine,

distribution, fleet management, disposal of stores and equipment, market surve eys
and research, procurement phnmn and inventory and stock control. The officer

may also be called upon to head a Supply Chain Management section or unit in a
Ministry/Department or a district.

(b) Requirements for Appomtmeut

For appointment to this grade 'z\'n'ofﬂcer

(i) .

must have: -

served in the grade -of Supply Cham Management Officer 1 or in a
comparable and relevant position in the Public Service for a minimum period
nf tluee(?»)yeals X

-"(',i) a Dtp[oma in Supplies ancement or: it':. approved equwalent from -a
s IECOUIHZ.GC[[l"lSIItUthl] o I = :

(). e manaoement course lasting not tess than three (3) weeks;
(i) a Bachelors Degree in any of the following:-
* Administration, ~ Economics,
Marketing, Law or

“institution; and

*
Commerce, -Business
Procirement. and  Supplies Mnnaoenum

their equwalent quahﬁcatlon from a recognized

(v) shown merit and ability as reflected in work performance and results

[o—

3T

v




‘addition to above requirements. 4, “fficer gt have the foy
diitibutes and COre competences:.

(1)

iy

(a)

Supply Chain Management: unit or head , section within -

(h)

activities in  gyep, areas. as Procurement, warehousing,

' prqcurenjen_t_plans, inventory and s-iock'COntroi."_ In additional

- decisiong,. -

(')Wiilg hew DETsG,
-
Persvial Cualities

)

Ability to Seton well with e diverse workforce
*  Good knowiedge in the Profession ) field of Specialisation
> Good com Munication ski||e

" Ability to take mstructiony

®*  Good organisational ang Superviso: y skills
Core (Z‘nmpetences

Team playing skills

Accuracy '

*  Care for resources

* Manual dexterity
Execution of instructions

* Interpersong| skills

¢ Analytical skills _

Records Management skjjjs

EF SUPPLY CHAN MANAGEMENT OFFICER, JOB GROUp
Duties ang Responsibilities

» the officer will be

of data frop, the
anistriestepartments and make appropriate 'eCommendations thereof: analyse
Supply Chain Management issues €Mmanating from Minislries/Departmcnts and
initiate appropriate actjon, Additiong] duties wil| include monitoring qf the.

impiementation of existing Supply Chain Management policies, guidelines ang
procedures,

In the Ministries/Departments an officer at thjs level.wij| be in char

anagement division " of a Mmistry/Depértm’ent-.headqiiarter

. 5. Duties. ang
fesponsibilities vyjj| include Planning an coo‘rdinating Supply Ch

ain Management -
distribution,‘ fleet

management_, disposal of stores and .assets, r_ne_ir_ke_t‘survey and  research, -

involved in_ tender. Committee. secretariat duties. ang implemen‘ta_tion of policy
Requirements for Appointment |

For éppointment to this grade, an officer must haye._

(1) served in the grade of Senior Supply Chain Management Officer or jp a

comparable and relevant position i the Public Service for g minimum perioq
of three (3 years;

the offi(;er will be -



(o a Diplema i Supplics Manazement or (.

:l,'i_?i 2 G T
field from a recognized lnstltutxon

l_,-\: . od . L)

(i) a Bachelors Degree in any of the following:-

Commerce, Business
Administration, Economics,

Procurement and Supplies

Management,

Marketing, Law or their - equivalent qualification from a4 recognized
institution; and

(iv) shown administrative ability, wide knowledee and EXperience in procurement

procedures.

In addition to the above requirements, an ofﬂcc:

must have the following key personal
attributes and core competences-: -

(i) Personal Qualities

Ability to get on well with the diverse workforce
L]

Good knowledge in the professional field of specialisation.
Good communication skills

Ability to take instructions
* Good organisational and supervisory skills
() Core Competences

Team playing skills
Accuracy

9

Care for resources
Manual dexterity
Execution of instructions
Interpersonal skills

*  Analytical skills

Records Management skills

PRINCIPAL SUPPLY CHAIN' MANAGEMENT OFFICER, JOB GROUYP ‘e
(a) Duties and Responsibilities

V.

An officer at this level may be deployed at the Dlrectorate of Supply Cham
N -Management Sewnces orina Muustry.’Department '

At the Directorate of Supply Chain Management Services the OMILCI at this level
will be in charge of a schedule of duties ‘consisting of a number of
M!n:*;trle'/fkpartments The officer will be required to assi ¢ in o
collation and analysis of Supply  Chain Management date/issues  from
Mlmstues/DepaJtment - Additional:- duties - will ‘involve -monitoring - the
implementation ‘of - the - Supply 'Chain Manaoemem -policies, ‘guidglines and
procedures issued by ‘the Directorate of Supply Chain Manavemem from time to
time and recommendmU appropriate action where necessary. '

]..‘:,1.,l",‘

In the Mlmstrtes/Depaltments an officer at this level will be in- charge of a District
or perform a variety of duties which will include planning, coordinating.

organizing and controlling activities in Supply Chain Management unit in &
Mmlstry/Department Specific duties will include ensuring the correct

e retatiows amd Ilrlplcnlcﬂtmlmt*()l mE’FuDll(ﬂ-’locurement zTntr UI__Lgtd] ACI,

2005 the If‘cmlahnnq nrocednret and Athor ntntrton e o .




T‘.:“:%I'

¥
(h) ¥ quirements tor Appointment
P n\ppoinnnem ter this erade. an ol fieer must have:- \ ’
T \
) = . g o Z e 5 \.‘
(i served in the wade of Civiel” Supply Chain Mar: zement Officer o iy
comparable and relevant pasition in the Public Sext. « for a minimun periody
of three (3) years:
v+ a Diploma in supplies Management or its app:. ved cquivalent from a
recognized Institution:
-+ amanagement course lasting not less than three we- <.
(... a Bachelors Degree in any of the followin Commerce.  Bustiess
Administration.  Economics, Procurement an:i cupphics  Manacomeat,
Marketing. Law or thew equivalent qualificc-. . from a recognized
‘; institution: and
i1 demonstrated uu\eml drhmnmmnva ability reque-d for direction. control
and implementation of Public Procurement anct Di prosal Act.
In addition o the above requirements. an officer must have i~ tollowing key porsonal
©attributes and core competences:- '
(i) {ersonal Qualitics
o Organisational, managerial and administrative “Aills.
g - Positive working attitude and ability to give and take mstrucnons.,
i :
H , - = Ability to work with minimum supervision.
i % Creativity and innovativeness.
A »  Professionalism and integrity.
+  Interpersonal skills including being a team player.
it 7 . 2 o ;
it " > Good communication skills.
i (i) Core Competences
H = Supervisory management —
Ll o Policy implementation
il . , i —_—
| o Oral/Written Communication skifls
f . -
,l . ["n get setting
A
i

Adiministration \lulh.

o

T T R - E Tenmleadership

14

A s

E _ o Problem solving : o

l E. VL %‘sl%’l ANT DiRl C iL)R ‘*’UPPI Y (,HAIN MANA(:%MPN] SLRVlCLg ' JOI‘

TGROURCPL . v

(a) Duues cli]d RLspmmhahtw

B

‘An officer at this level may be deployed at the ‘Directorate of - Supply Chain
Management Services orin a Ministry/Departiment.

At the Directorate of Supply Chain Management Services the duties  alu
responsibilities of the ofticer will entail managing activities in Supply Chaii
Management Units. Specific duties at this level will involve initiating an

16




\©

{
\ 4
formulating of Supply Chain Management policies for issue to the

llaison with the Senior Assistant Director and assIsti
division’s strategic plans. '

Service in
ng in the preparation of the

In the Ministries/Departments an officer at this level will be responasible oy
planning, organizing, administration and control of the Supply Chain Management
units in the Ministry/Department.  Specific duties will inelid. o
impact of Supply Chain, Management policies and FESUIALIONS. L caireg
interpretation and implementation of Public Procurement and Disposal Act, 20035
and other statutes, policies. rules and regulations that may impact on the Supply
Chain Management. :

(b) Requirements for Appointment

For appointment to this grade. an officer must have:-

In-addition to the above requirements. an officer must have the following key
attributes and core competencey:-

(1)

(i) served in the grade of Principal Supply Chain Management Officer or in a
comparable and relevant position i

1 the Public Service for a minimum
period of three (3) years: ‘

(i) Diploma in Supplies Management or its approved equivalent

from o
recognized Institution:
(1ii) a Bachelors Degree in any o the following:- Commerce. Business

Administration.  Economics, Procurement and- Supplies Management,
Marketing, Law or their equivalent qualification trom

i recpenized
institution; :

(iv) a Masters Degree in any of the following:- Procurement an Supnh
Management.  Logistics and  Supply  Chain Managenicnt, Luane.,
Administration, Commerce, or any other relevant field from a ic
Institution: and

cognized
(v} shown merit and ability as reflected in work performance and results.
personal
Personal Qualities

Ability to articulate and implement Ministerial/Departmental Mandates,

* Organizational. analytical. managerial and decision making skills.

» . Creativity and innovation, ¢

» . Technical problem solving.

. Resource mandgement skills.

O lntr:rpér;mnhl and communication skills.' _

* Integrity. and commitment to producing results. : : _

° Lendémhjpf advocacy, relationship builcl-ing and é'(_)llzibdr‘a:inn. result 5
oriented. self driven..

.

Appreciation and application of technology in the work environ e,
Passion for continuous professional development.
Initiative to achieve expected results.

¢




iy -,-'\, 9

(it) Core Qompete::.es
" Peoplé ni.agement ¢

Financial .nanagement
*  Policy i, ementation
Planning

Coordina 1o

Strategy 11plementation

VII.  SENIOR ASSiSt *NT DIRECTOR, SUPPLY
SERVICES, JOB ¢:ROUP ‘@’

(@) Duties and Re no nsibilities

CHAIN MAN GEMENT

An officer at +hiy level may be deployed at the Direciorate of - -

ly Chain
Management S _rvices or in a Ministry/Department,

At the Directorate of Supply Chain Management Services, an office; ..
will be responsibie for analyzing Supply Chain Management sti
systems: deteraining and proposing methods and strategics of |

Supply Chain Management function: initiating
Manag

tthis le
Tures and
wdling the

and developing Supply Chain
ement pelicies; and performance improvement strategies that e adaptive

to the changing environment and technology. In addition, the officer will be

expected to coordinate development of strategic plans for the Directorate of
Supply Chain Management.

In the Ministrizcs/Departments, specific duties will include implenicntation of
Public Procurement and Disposal Act, 2005 and other statues. rules and
regulations and ensuring adherence to the laid down procedures. rules and
regulations; analyzing the impact of Supply Chain Management policies, rules
; and regulations; advising the Accounting Officer on Supply Chain Management
i matters, ensuring high professional Supply Chain Management standard -

assisting in procurement planning and budget preparation; advising Sta,.—
| - Corporations in the Ministry/Departiment on Supply Chain Managenicnt matte-

and interpreting of other laws and statutes that impact on Supply Chae
Management matters.

(b) - Requirements for Aﬁpeiniment.

. For appointment to this grade, an officer must have:- -

(i) served in the grade, of Assistant ‘Director/Supply Ch
"~ Séivices or in a comparable and relevant position in the P
.. minimum period of three (3) years; :
A . . (i) a Diploma in Supplies ‘Management or jts approved equivalent from 2
il Fow 1 ® .- ... recognized [ustitution; " i gn ' ST o

ain . Management
ublic Service for a

¢ . .~ .- (i) a. Bachelors Degrée " in" any -of " the following:-
. : B Administration, = Economics, Procurement

i o . Marketing or their-equivalent qualification from
| 3 8o |

Commerce, Business
and  Supply - Management,
' arecognized institution;
: © (iv) a Masters Degree in ‘any of the following:-
- Management, Business Administration,
il Chain Management or any other reley

Procurement and Supply
Commerce, Logistics and Supply
ant field from a recognized [nstitution;




In addition to the above lt.qunements, an othcel

(D)

attributes

g

Ry

(1)

For ﬂppo:mmenr to this grade. ai

), served in the grade of Semc)i \ssistant Director,

(it

and core: competences:-

M

f'-n"q{u'iri:o aclnert_nf‘e (o r}n. Im.e‘f dosi procedures, rules
the impact of’ §t||)|)l) Chmn I\Idna' ‘ment policiey |
the ALCOUHTIHV’ Oﬂ:cef on Supl v Chain M
praocurement planning and bueger : 1o
i\lmtktnlﬁephtmenr on Supply ¢

wiher laws and statutes that impac: «

5 and recuiations: an: alyzine
rules and regulations: advisine

anagement standads: Lsastln”
paration: advising §

n
State Corporations in the
L Management ina wters and interpretine of
" Supply Chain Manseement mateers,

wqmrements for Appointment St
v ufiicer must have:-

Supply Chain I‘vl'nmoun-_nr

_belv:ces or in.a comparable i :eievant position-in tha Publjc Service for 4

mnnmum peuod of three (3)

a Diploma in. Supplies M.lr.a"emenr or

Its approved equivalent from g
recognized Institution: -

(iii} a . Bachelors Degree in: any of the fol]owuw- Commerce,

: Administration, Economics. Procurement
f\/larke'tincr Law or their
lnstitunon '

Business
and Supplies M’magement.
cquivalent quahhcmon from a recoanizeq

(iv) ‘:’1 Masteu% Degree in 'my of the following:- Piouuement and  Supply
'"Manauement Business Admlmstlatlon Commerce Logistics 'md-Suppl_y
Ch'un Manaoement orany other relevant field from a tecogmzed Institution:

(v) demonsuamd pxofessuoml Coinpetence, administrative . capablhtles and
initiative in the; general orgammtaon and ‘management of the Supply: Chain
Manavement hmctlon and possess thomuvh understanding of Supply Chain

Mcmacrement ISSLIE‘Q and emer ging Supply Chain P»'l'm'\wement trencls and
techmques

must have the fol!o_wing key personal

Personal Qualities

L1

Ability to articule{fe andyump!e:mnt Mmlste]la!/Depaitmenml i\/hnclates
Orvamzanoml analytlcal m’macemi and demsnon makmrI skills.
Clt‘."lthlt_y and i Innovation. ’

o

* " Technical problem solvmv _ B R S . ¥

. Resource manavement Skl”S
° lntelpensonal and communication skills. ‘

- inteonty and commitment to plOd'ICIHO results. %
* - Leadership,advocacy. 1e|at10nsh:p bmldmcr and col!abontlon result ‘o
- oriented, self driven. e < - .

. Appreciation and appllcauon of technolooy in the work env:ronment.

‘Passion for continuous professiorial development.
[nitiative to achieve expected results.




XL

(11)

SENIOR DEPUTY DIRECTOR, SUPPLY CHAIN
SERVICES, JOB GROUP 5!

(a)

(b)

i (m) Bachelor’s - Decuee in any of the follomnc— Pmchasmo and Suppl\;

Core i ompeleinc:s ; E

People management
Financial management
Policy i‘n‘.plememation
Planning

*  Coordinating”’

Strategy implementation

MANAGEMENT
Duties and Responsibiliiiés ‘

‘An officer of this level will deputize the Director, Supply Chain Management
Services in the manageiment of supply chain function in the civil service. Specific
duties will involve: initiating policy review on procedures. rules and regulations:;
ensuring preparation of procurement plans in the Ministites/Departments:
operationalisation of e-governmeat procursment. strategies and inventory
management: advising on Outsoulcnw of the procurement and disposal function
and other goods and services; participating in deve!opment and preparation of

specific Ministerial /Depcutmentﬂ procuremient and-inventory manuals; plowdmn
3

guidelines on safety'and security in cfopr “z"m.ng tinely Absclosute

information on procurement. 0pp01mn.t1eo anfl awarded contracts; ensuring coulu.l
. . supplier relationships; pnepauno ‘budgets and- work plans;

developing and
reviewing performance targets-and acvleements palt[cipatmcr m negotiations with

suppliers of goods, works and selvnces reviewing of contract documents:
maintaining of professional standards and- practices in the procurement function:
dissemination of market and financial information. Participating in project design

and implementation; and designing of training programmes for Supply Chain
Management personnel.

Reqpnre*ncms for Appomtment . \
For appointment to this- Ulade an ofﬂcel shall be a member of a recognized
Purchasing and Supplles Manaoement pmfcssnonal body and must have: -

(1) Selved in the grade of Deputy Dnectox Supply Chain Management Services

01 ina compal'\ble and relevant: posmon in'the Public Service for a minimum
period of three (3) years:

(i) Dspioma in Purchasing and Supply Mana%ment or |ts equwaient from a
: lecocmzed lnstltutlon : ; x

Management, Busmeas “Admin
Chmn Manaoement or any oth
lnstltutlon :

‘t:'mon Commeice LOUISHLS and- Supply

(iv) A Master’s DEUICE in. any "of the followmg,ﬂelds Pmch’n.no 'md Supply
Management, LO"ISHCS “Business  Administration,  Comunerce

Entrepreneurship, La W oAy other relevant qualification from a recoginzed
institution; and % :

(V) D =nonstrated| pIDfCS ional. wmp Ehee . adminisyatye oo iiige
JroCIEE . 1 [ = Fiked 5 N

.':elevant quallﬁcmon from a Tecognized -

ekl
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