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OF THE PRIME MINISTE: -. 
mints-iP..Y OF STATE FOR PUBLiC SERVIC.  

Telegraph ie. address: 	• s••nmei". 	rob; 

Telephont: i•;airobi22-  ' I 
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Rer.No.DPM.11RM /4/1 VOL. I/1/4 

r.o. I " 10050 00100 
..,1R0131, 

i,i;VYA. 

Date: 29th  Ap: 2009 

The Permanent Secretary, 	. 
Office of the Deputy Prime Minister. 

• and Ministry of Finance, 

SCHEME OF SERVgCE FOR SUPPLY CHAIN iViilli\ZP.G:-.:N11:;11" 

PERSONNEL 

I am pleased 'to inform you that the Scheme of Service for Supply
fi nalized 

Chain 

Management Personnel which forms an appendix to this letter has been  

and is ready for implementation with effect from 1st  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 specification-; at all levels within 

the grading structure. Provision of these details, will no doubt greatly assist in the 
recruitment, deployment, retention and general development ni the Supply Chain 

:Management Personnel. 

Please take. necessary action. and also ensure' that:the .provisions of. the- new 
Scheme are brought to the attention Of all officers concerned. 

• Cy 
	.••• • - 	• 

. 	. 
A 

NOairobiallkii, CBS '• 

PIERMANENt SECRE-CARY 

!:;orvic:e Commission of Kenya, . 

• 
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• Revised Scheme of Service 
for. 

Supply Chain Management Personne; 

April, 2009 



REVISED SCHEME OF SERVICE FOR SUPPLY CHAIN 
M.ANAGEMENT PERSONNEL 

•i.. . AIMS AND OBJECTIVES 

(i) To provide for a well-defined career structure which will attract, motivate and 
facilitate retention of suitably qualified Supply Chain Management Personnel in 
the Civil Service, 

. (ii) To provide .for clearly defined.  job descriptions and specifications with clear 
delineation of ditties and responsibilities at all levels within the career structure to 
enable each officer understand the requirements and demands of the job. 

(iii) 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) To ensure appropriate career planning •mci successioi: 

ADMINISTRATION AND TRAINING SCOPE OF THE SCHEME:, 
2. 

(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 in constilmtion

.  
with the Permanent Secretary. Ministry of State for Public Service. 	In 
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 successful completion of their 
probation period. 

(b) Training Scope 

In administering the Scheme, the Permanent Secretary will ensure that.appropriate 

induction/traiuing opportunities. and facilities 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 eneouraoed 
to undertake training privately for self-development. • However in all 
training, the Permanent Secretary will conSultthe Permanent Secretary. 
of State for Ptiblie Service. 	. • 	 . • 

THE SUPPLY CHAIN MANAGEMENT FUNCTION 

The Supply 
•Chain Management function involVes coordination of various activities in 

delivering a 'combination of inputs:.outputs/outcOmes for specified requirements in 
acCordance• with the Public .Procurenteit tend. Disposal Act 2005. Public Procurement • 
and...Disposal RegtilatiOns.. 2006 and other laws and poli4-  documents that impacit 5n 
procurement: It entails identification.  of requirements; •Preparation of procurement 
plans in accordance with budget process: sourcing of suppliers:.  assessing and 
measuring performance of suppliers of goods, workS and service -implementation of 
e-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 

services, DrOViSion of 	del 1 ne c no 

• 



implementawnis: aiggregation of procurement 	
oroipote economies of scale: 

disclosure or information oil procurement opportur:rws and contract a
■vards: manattino 

supplier relationships: intr(iducing mode.rn inveitorY management it:chniquc
,.. and 

approaches: stock controlling. stocktaking. 	
checking and \lock audi i,:  

implementing inventory management information: -vstem: disposal of obsokst • 
;; :i d 

--;urplus nweriP,
: developing mid implement* mvemory policy and prmt-duvo 

manuals: ens..!;in~ safety and security in storage; 	
iity assurance:• development and 

maintenance of asset register: ensuring smooth d• :libation a inventory: inveniory 
f-osting and valuation: management of receipt ant: issues: Preparation. review and 
monitoring* the implementation of contracts: mana2ement of framework contracts: 
preparing contract variations and modifications: ;t:.d preparation of end of-: activity 

reports. 

GRADING STRUCTURE AND SCOPE 

(0) 
The Scheme of Service establishes-seven (7) glades of Supply Chinn 
Assistants and ten (10) grades of SUpply Chain Management Officers who %vitt be 

1 
kki 

designated and graded as follows:- - 

SUPPLY CHAIN MANAGEMENT ASSISTANTS 
APPENDIX 'A' 

• 

Designation 	
---- 	 301) Group 

Supply Chain Management Askant IV 	
• 'G* 

Supply Chain Management Assrs4ant III 	
'F-I• 

Supply Chain Management Assistant 11 

	

Supply Chain Management Assistant I 	
*K* 

Senior Supply Chain Management Assistant 

Chief Supply Chain Management Assistant 	
• \-1 

j 	
Principal Supply Chain Management Assistant 

__-_. 	 'N• 

N 

 

.A 	 SUPPLY CHAIN MANAGEMENT (---)1.-1:10E1/S-----APPENDIX 'IV 

ti 	
- 	

_ 

')1 	
Designation 	

Job Group 

N 	
Supply Chain Nianagement Officer II 

, . ------ 	_ 	 • i 
:54 

1 ttl 	
Supply Chain M7rnagement•OiTicer l• 	

'K.' 
ci 	

_ 

- VI 	

'L. 

..A : 	

Senior SupPILCLain.Manageineiit Officer..- 

1 .1-.I. 	
Chief-Supply Chain Management Officer • 

• l\1*. 
 

1 1  
1:1 	

Principal Supply Chain Mahagement Officer 

1  ;• 	

Assistant.Director Supply chain.  Nlylauement Services 

Senior Assistant. Director. SuPply Chain KlartaLtement 
. 	...  

i t3 	
_ 

;1'1 

i. 
•• 	• 

ii. 
•Services 	. 	• 	- 	. 	• 	.. 	. 	.. 	- . 

il . 	

..- _.. 	 'R* 

4- 	

.DePuty Di Cector: Supply Chz.iiii Maiiai!ement Services-  . 
.. • 	- 

1Senior Deputy Director. Supply ChaM Management • - 
	'S• - 

, A  

;:i 	 Services 	
. 

Director, Supply Chain Management Services !-.1.. 

1 ei 

• 

•T• 



Present Designation. 

Storekeeper II 	. 
Storekeeper I 

Senior Storekeeper 

Procurement Assistant 

...... f. 	............... 	• • 

New Designation 

Supply Chain Management 
Assistant IV 

Supply Chain Management -- 
Assistant III  
Supply Clui!-. 
Assistant Ii 

job. 
Group 
"E/F/G ' 

Supply Chain Management 
Assistant 

- Senior Supply Chain 
Management Assistant 

.Chief Supply Chain Management 
Assistant 

C4 
	

Principal Supply Chain 
Management Assistant 

• 

(b) Conversion to the new Grading Structure 

Serving officers will adopt and convert to the new grading structure as follows:-

SUPPLY CHAIN MANAGEMENT ASSISTANTS APPENDIX 'A' 

SUPPLY CHAIN MANAGEMENT OFFICERS APPENDIX 'B' 

job 
Group 

'CY 

`L' 

Present Designation Job 
Group.  

New Designation Job 
Group 

Procurement Officer li `J' Supply. Chain ivlanagement 
Officer II 

`J' 

m 

Procurement Officer I 	. 'K' • Supply Chain Management 
Officer I 	• 

Senior Procurer n2nt 
Officer  

Senior Soppy Chain 
Management Officer 

Chief Procurement 
Officer 

M '  Chief Supply Chain Management 
Officer 

Principal Procurement 
Officer 

• .Principal Supply Chain 
_Management Officdr 	• 

'N' 

;rx 

Senior Principal 	• 
Procurement Officer `P' 

Assistant Director, Supply Chain 
Management ServiCes 

• 
• 

Assistant Director of 
Public PrOcurement .  
Senior. Assistant 	- • 
Director of PublIC 
Procurement . 	.• 

`V. Senior Assistant Director, Supply 
Chain Maliagement.SerVices 

• 
Deputy.  Director.; Public 
Procurement 

Deputy Director, Supply Chain, 
Management Services 

Senior Deputy Director, Supply 
Chain Mannement Services 

Director Public 
Procurement 

`S' Director, Supply Chain 
Managegent Servire 

• 



Notes: 	 • • 	• 

The grade V (1 ./1/?/7/1-. ( 7lain :MOW. : 1.110.) /: 	 l\-7111/11 .fith .Groop.v. 

Jar vcrtilicale holder.N. Sur, Chain. Management Aysracon MUHL 

Job Group 	 Stippl‘' Chain .''."1,i1;cmcili Officer 

j ob Group., •JIR".. fin• ocgree 	 ram a common c %tahii‘hment 

auf purimAe uf this Scheme of Sc• r.  

(ii) -There will be no further recrtritmel; ';.Tett Joblirour.y 	Oflicio-N in the 

.crudes of Storekeeper'll, .hib Grow ,  'I: and Storekeeper I. Job Group 'F' 

will convert to the grade (y.supp, 	
j„/, 

Or 	'G' provided the'plutve se.rt - 	in their curreel..grcrde.%fin-  at least Jive 

(5) and three (3) years respectivel.1 

(iii) Serving officers wilt undertake Nur. ,Oility interview.v bclore the.\ convert In 

lire  Ilpgrtided _PO vitinn.%. Uffiee'r.∎  .n? Job Group . 	and below !till he 

interviewed by Ministerial. Human ;N'csource Advisory Committee (MHRAC) 

whi:e those on Job Group 'A.1.  arff above Will he into- I - loved by Public 

Service Commis%ion or Kenya .IPSC 

3. 	PROVISION OF POSTS. 

A scheme of service does not constitute autholity for creation of posts. Any additional 
posts required under..the mew grading structure must be included in the Ministry's 

establishment propnsils for consideration and approval by the Permanent Secretary. 

- Ministry of State for Public SerNiice in the noimal manner. 

G. 	ENTRY INT0 THE SCHEME:OP SERVICE 	=•' 

(a) . . Direct Appointment . 

I  experience required for ap.pOintment to' the gratio. 
• provided the candidate is 	posesNion of the minimum qualifications and 

Assistant I VII II. Job Group 'WO' And Siipply Chain :)./lanagement Officer II/I. Job 
Direct appointment will be made in the 	of Supply chain Management • 

Group - PK'. In exceptional circumstances. however, direct appointment may be 

made beyond these grades by .the Public Service Commission .of Kenya on the 
recommendation of the Permanent Secretary administering the Scheme in. 

consultation witli the- PermanentSe.cretary. Ministry of Swe ,for Public Service 

. 	• 	. 
(by Incrementai- Credit 	 .,.....: • 

incremental' .crediW.I kir .  apprtiv;i.d: c•xperience acquired al..ier 'obtaMing. the 

pre.,:ribed miniminn qtiafilicatiOns for the grade. may be ilk-yarded at the rate 

.,... 

 

one iftc'rement-for eaelr 6!iiiiileTal year. of approved. experience provided the 

..• maxinium of the scale •is 'not .exCeeded.. In iw....irdint.,. inde•nie4.11 credit(s):-any 

period_ OF serviice or experience stipulated as it basic reqUirenient.  for apripiptinent• 
.,...-..-..•.• . • 	- 	. 

• . 	. 	•., 	
.. 	.. 	. 

	

. 	. 	. 	. . 	. 	. 
... • to.a particular:grade 	ill hi*/ e \cluded. . .. 	. 	 • 

7. 	-ADVANCEMENT WITHIN.TI-IESCHEME : 	
. .. - 

. . 	- , ... .. 	. . 

The Scheme of Service sets out the minimuni quail ficakions 'intlior.  e X perience" required 

for advnocemenl Fronfone grade to anOthe:r. It is emphasized:bowever. that there are 

the minimum requirement:, 
 entitling...a.n.officer to be copsidered for appointment 10 the 

next .(!rade. In addition. advancenient:froin one grade to another will depend on:-, 

(1) 	
existence- of a va.`cancy in the authorized.establishment: 

h osolel '1111 I it 

• 



8. 	ft Ek.:( )( ; ZED QUALIFIC:ATIONS 

The ol lokv i n  
Service:- 

are the recokinizeCI clllillllleatlf1115 lor the purpos,... 

a Kenya Certificate of Secondary-Education N lean Grade C
- will: a minimum 

C-. in Mathematics. and English or Kiswahili or its rec- omized equivaient 
qualification from the Kenya National .Examination Council (1:NEC). 

	

(ii) 	
a Certificate in Supplies Nlanagement or its equivalent qualifications from a 
recognized Institution. 

an Advanced -Certificate in Supply Chain Management from the Chartered 
s
e" Institute of.P.trrchasing"and Supply (CIPS) or its eqUivalent qualification from a 

recognized Institution. 

	

iv) 	
a Diploma ill Supplies Management or IN equivalent qualification from a 
rec,u,c..wized Institution. 

(v) a Bachelors degree in any of 	;Hi 
Administration (Supplies  Manageinent 

Economics. Statistics. Procurement and Supplies Management. Law or any 
otherirelevant field from a recognized Institution. 

(vi) 
a Masters DeLree in any of the following:- Procurement and Supplies 
Management. Logistics and Supply .  Chain Mana2ement. Bus.i.ness 
Administration. Commerce. Entrepreneurship. Law or any other relkvaiit-field from .a recognized Institution. 

(vii) 
a member of a recognized Purchasing and Supplies Management Professional 
Body. 

a inana.:,,ement course lasting not more than three (3) weeks. 

	

(ix) 	
.any other qualification as may be recommended by the Permanent Secretary 

administering the SCheme in consultation with the Permanent Secretary. 
Ministry of State for 'Public Service. 

9. 	
IMPLEMENTATION OF THE SCHEME OF SERVICE 

The Scheme of Service:will .be.coine.operational +vith effect' from I"- April. 2609. On • implementation. all servin? officers -  will' automatically l,..2cc..ine Scheme. - 

--1:0. ,JOB AND APPOINTMENT. SpE,CFFICATIONS. 

SUPPLY 'CHAIN MANA(GEMENT. ASSISTANTS.  APPENDIX 'A' 

0) SUPPLY CHAIN MANAGEMENT AssIsTANTIV„IOB GROUP '12," 
(a) Duties and Responsibilities 

This will be the entry and training ._Trade ,for this cadre....An officer at III::: 
level will be deployed im a .Supply Chain Management unit in a Ministry or 
Department.and will -handle simple tasks such as issuin ,  and rec:-::.iving store.; . 	. 
and preparation and maintenance of records under the supervision Of a more 
experienced officer. 



Requirements f-or Appointment 

For appointment to this glade, a candidate must b( 	poss,ession of:- 

Kenya Certificate of Secondary Education (1 	mean grade C-- with 

a minimum of C- in Mathematics and 	or Kiswahili or its 

equivalent qualification from a recognized ii.:Htution; and 

iii) a Certificate in Supplies Management or its -:::proved equivalent from a 

recognized Institution. 

OR 

(iii) Advanced Certificate in Supply Chain Mat:;;.:ement from a ieLognized 

Institution. 

	

In additiot, 	the above requirements. an officer Must .  have the following key persOnal 

attributes a•io tore compete.nces: 

) Personal Qualities 

• Ability to get on well with the diverse workforce 

• Good knowledge in the professional field of sP.ecialisation 

Good communication skills 

• Ability to take instructions . 

• Good organisational and supervisory skills 

(ii) Core Compeierties 

▪ Team playing skills 

• Accuracy • 

• Care for resources 

• Manual dexterity 

• Execution of instructions 

• interpersonal -skills 

Analytical skills 

• Records Management` skills 

II.: SUPPLY CHAIN MANAGEMENT ASSISTANT III;JOII-GROUP `I -P 1 
• 

(a) DutieS and RestionSibi!ities 	. - 	• • . 	. 
An officer at this level will.  be-deployed. in -a .Supply Chain Management unit in a 

Ministry or Department arid will handle a variety Of taSks such as issuing and 

"receiving • Stores; assisting. iii- 	taking;. reconciliation, • prepatation .and - 

"maintenance of records. 	.• 	• 

(b) Itequireyneli§ frit-. Apliointment.." 

• • Pirect.Appointithent 	. 	
. 

. 	. 

For appointrnent to this grade, a candidate must be in possession of:-  

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

with a minimum of C- in -Mathematics. and English or Kiswahili or its 

equivalent qualification from a recognized Institution: and 

(i) 

(i) 



(ii) a Diploma (CIPS) in. Supplies Managern,..stt or its equivakrir 

1:-(..rn a r -:cognized 111:,titutio • 

Promotion 

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

(i) served in the grade of Supply..Chain Management Assistant IV or in a 
comparable and ,relevant position in the Public Service for a rninimum period 
of three (3) years: 

(ii) an Advanced Certificate in Supply Chain Management from Charte,-;.•:-t 
Institute of Purchasing and Supplies (CIPS) or its approved equivalent from i! 

recognized Institution; and 

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

In addition to the above requirements, an officer must have the following key pecsonal 

attributes and.core competences:- 

(i) Personal Qualities 

• Ability to get on well with the diverse workforce 

• Good knowl dge in the professional field of specialisation 

• Good .001111111. nication skills 

• Ability to to e instructions 

• Good organi ational and superVisory skills 

(ii) Core Competence 

• Team playin skills 

Accuracy 

• Care for reso irces 

• Manual dextr rity 

• Execution o .instructions 
.• 	• 	, 

• Interpersona • skills 	• 

▪ • Analytical s ills . 

	

. 	. 
• Records Ma agement Skills 

III. • SUPPLY CHAIN ANAGOIENT ASSISTANT II, JOB GROUP ° 

(a) 'Duties and Res onsibilities• 

Anofficerat thi level will be deployed•in specialized areas such as warehousing, 

• distribution, sto IC control, logistics or.  market •surveys...Thelofficer will.  assist in 

the preparation of annual- procurefnent plans .and.. Supply Chain Mapaaerrwnt.  

reports. - • 

(b) Requirements or Appointment 

For appointrnen to this grade, an Officer must have:- 

(i) served in the grade of Supply.  Chain Management Assistant 111 or in 

comparabl and. relevant position in the Public Service for a. 
 minimum period 



:1•2 	 I I 	- 	! I 

• 

loma (Foundation Stage) or its equivalent from 

ond 

(iii _ Mown merit and ability as reflected in work perform;- -,..-._.  and results. 

In addilion 	above requirements. an olTicer must have the :.;10%\ ing ke■ 

attributes and ci ::• ,..ompetences:- 

(i) 	,on al Oualities 

Ability to get on well with the diverse workforce 

-

• 	

Tood knowledge in the professional field of spec. ,,Ilisation 

c,00d communication skills 

• Ability to take instructions 

• (iood orfanisational and supervisory skills • 

(ii) Co?-1,  Competence's 

• Teani playing skills 

Accuracy 

• Care for resources 

'• 	Manual dexterity 

• Execution of instructions 

• hue,  personal skills .. 

• Analytical skills 
. 	. 

• Records Management. skills 

SUPPLY CHAIN MANAGEMENT ASSISTANT I, JOB GROUIr •K' 

(a) Duties and Responsibilities 	 - 

Work at this level will be similar to that of Supply Chain. Management Assistant 11---;  

though more complex in nature. Specifically,, duties wilt entail. warehousip 
distribution, fleet management, inventory and stock. control.. 

.(b) - Requirements for Appointment. ... 	. 	. 

. 	• . • For appOintment to this. grade, an officermUst have:- 	- . 	• 

•(i) 'Served in the grade of Supply Chain Management AsSistant It or in a 
comparable and relevant- position in the Pubic ServiCe for a minimumi period 
Of three (3) years: and • shown merit 'and: 	 reflected in work 

performaric.e and-resuRS. 	 . 

- In -addition to the above requirements. an officer muSt ha'ze' the: following key 'personal 

: • attributes and core competencies.:*-.. • 	••• . 

(i) Personal QuOties 
• • 

• 

• Ability .to get on well with the diverse workforce. 

o Good knowledge in the 'professional- field of specialisation 

• Good communication skills 

9 	Ability to take instructions 

J ot )( organisa lona anc supervisory s 	s 



(ii) Core Cempetence.s. 

• Team playing skills . 

• Accuracy 

6 	Care for resources 

Manual dx-terify •• 

• • Execution of instructions, 
• nu:I- personal skill:; 

Analytical,  ski I Is ; 

Records Management 

SENIOR SUPPLY CHAIN.MANA.GEMENT ASSISTANT, OB GROUP 'V 
(0 Duties and Responsibilities 

An officer at this level - will be eXnected 
to super:vise and proVide 1/4fuidance ar•d 

advice in areas pertainim to.Supply C.hain Management to officers working under 
'die officer. Speeifi,cally. duties willet\tail.assisting in...procurement, preparation of 
procurement plans. market survey and research: disposal .of stores and equipment 
in accordance to the laid down regulations and procedures: and preparation Of 
Per iodi•Claud -annual,Supply Chain.Managemeat reporiStretrirnS. . 

-(b) Requirement for Appointment- 	• . 

For appointment to this grade. an  officer must have:- .• 
(i) 

served in the grade of Senior Supply Chain Management Assista
Nut 1 or in comparable and 

relevant position in the Public Service for, minimum period 
of three (3) years: 

(ii) 
a Diploma- in Supplies Management• or its equivalentqualification from .t 
recognized Institution: and . 

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

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

Personal Qualities 

IV. 

• .Ability.to get on well with the sir verse workforce . 

• Good :knowledge in the' Professional.field 6f.s*jalis.ation 
• Good eommunication.skills . 	• 	• 

• • Ability:to take instructions 
.-• . . 	• ...- 	. 

• •Good organisational and. superVisory 8kills .  
(ii): Core Competehces 

• Tearnplaying skills - 

• ACcuracy 

• Care for resources 

• Manual dexterity 

• Execution of instructions 



Interpersou 	- kills 

• Analytical 	ilIs  

• Records Ma;Inigement skills  

CHIEF SUPPLY 	IN MANAGEMENT ASSISTANT, JOB GROUP 

(a) Duties and Res[.):iiisibilities 

Duties will entail .;iidertaking procurement of less complex nature,' over 	ri and 
coordinating war:.using; distribution and fleet management, disposal d stores 
and equipment; i',:a-ket surveys and research; inventory and stock coufrol and 
procurement plan!, 

(I)) Requirements for AppoiritMent 

For 'appointment ti this grade:- an officer must have:- 

(I) served in•the grade of Senior Supply Chain Management Agsistant 
comparable and relevant .position in the Public Service for a minimum - 	•  period of three (3) years: 	•  

(ii) attended a nianagerrient course lasting for not less than four (4) weAs; and 

(iii) shown administrative capability and outstanding performance: 

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

(0 Personal Qualities 

• Ability to get on well with the diversc workforce 

• Good knowledge in the professional field of specialisation 

Good communication skills 	• 

• Ability to take instructions 

• Good organisational and supervisory skills 

(ii) Core Competences 

• 
	

Team -playing skills • 
	 . 	r • 

• Accuracy • 	• 	
• • 

• Care for resources 
• 

• Manual dexterity. •.. 
• • 	- • • 

• Execution of.instructions 

• Interpersonal skills 

• Analytical skills 

• Records Management skills 



VII. PRINCIPAL SUPPLY CHAIN MANAGEMENT ASSIi9TANT„110B UROUP 'N' 

(a) Duties and Responsibilities 

This will be the highest grade in the Supply Chain Management Assistants' cadre. 
Duties and responsibilities at this level will involve preparation of procurement 
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 Appointment 	. 

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

served in the grade Of .Chief Supply chain Management Assistant or in a 
comparable and relevant position in the Puhlic Servic,- for a 
of three (3) years; and 

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

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

Pers'onal 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 

(ii) Core Competences 

• Team playing skills 

• Accuracy 

• Care for resources 

• Manual dexterity 

• Execution of instructions 

• Interpersonal skills 
• Analytical skills 	. 

Records Management skills 

SUPPLY CHAIN MANAGEMENT OFFICERS: APPENDIX '13' 
1. 	SUPPLY CHAIN MANAGEMENT OFFICER II, JOB GROUP '3' 

..(a) Duties and-Responsibilities 	=• .• 

This will be.  the entry and training grade foi. Supply*Chairi.Management Officers. 
An officer'at this level-will, perform a variety of Supply.C.hain Management duties 

. Under the guidanCe of a more senior and experienced-officer. The offiCer- will be 
deployed in a' medium.  size department or iq a - section.. Specific duties and 
responsibilities will. entail. warehousing; ',distribution management; fleet 
management; disposal of stores and equipment; procurement; market surveys and 
research; inventory and stock control, in accordance with the laid down 
regulations and procedures. 

(i) 



(h) Requirement for Appointment 

For appointment to this grade. ta candidate must have a Bache10A Degree in any oF.‘  the following:- Commerce, knsiness Administ;•ation.  (Supplies Mana,(!ement ••• 
Option), Economics. Procurem-mt and Supplies Manhement. Marketing or their 
equivalent from a recoEnized Institution. 

In addition to the above requirements. an 
 officer must have the 1-0110Willa 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 skill 

Ability to take instruction:, • 

•  Good organisational and supervisory skills 

(ii) Core Competences 

• Team playhig••skills 

• Accuracy.

• 	

_ 

Care for resources 

• Manual dexterity 

• ,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 level 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 • 
sesponsibilities will include processing. of agenda for the tender committees and • . . 	
assisting in implementation of decisions.thereof. 	' • - 	.• • • 	• • • 	: • . 	• • • • 

-- 	• 

(c) Requires Tents for. Appointment 

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

	

. 	• 

	

. 	. 	. 	. . (i) -served in. the .'grade 'of -
Supply .Chain IVIanagernent  Office!' 11 or in a 

comparable and•relevant position II) the•Public Service flit amilli
.ITI.UM  period of three (3) years; .. • • 	.. 	 • 	. 	. - . 	. . . 	 - 	• 

. 	. . . 
. 	. 

	

. 	 . 
. 	• 	.. 	. 	. 	.. 

• 
(ii) • a Bachelors Degree 'in any of the following;-Commerce, -Business 

Administratiori; Economics, Procurement and Supplies • Management, 
... Marketing or. their equivalent qualification from a recognized institution; and 

(iii).shown merit and ability as reflected in work performance and results. 
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In %addition to the above requirements. an officer must have the followino kev , 
attributes and core cOmpetences:- 

(i) Personal Qualities 

• Ability to get on well with the diverse workforce 

• Good knowlek/e in the professional field of specialisation 

• Good communication skills .  

Ability to take instructions 

• Good organisational and supervisory•skills , 

(ii) Core Competences 

• Team playing skills 

Accuracy 

Care for resources 

• Manual dexterity 

• Execution of instructions 

• interpersonal skills 

• Analytical skills • 

• Records Management skills 

SENIOR SUPPLY CHAIN MANAGEMENT OFFICER, JOB GROtIP.`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, warehousinu, 
distribution, fleet management, disposal of stores- and equipment, market surveys 
and, research, procurement planning, 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 Appointment 

For appointment to this grade,in'officer. must havc:- 

(i) served- in the grade .01:Supply Chain Management...Officer •1 or in a. 
comparable and relevant pOsitiOn in the Public Service for a minimum period 
of three (3) years; 	 . . . •. 

•• 	 Supplies Management - or: its apprOved equivalent from -a 
recognied Institittion; 	. 

• ovo management course lasting not less than. three (3) weeks;
.  • 

• (iv) a Bachelors Degree iii any of the following:- Commerce, Business • 
Administratidn, Economics, ProCurement. and Supplies Management. 
Marketing, Law or their .equiv.alent qualification from a recognized 
institution; and. 

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



.11 tlibutes and core competences:- 
H addition to thr above re.quirements. 

	cyfficei 	
tict have the following key 

(0 Pei:co:tat Qualities 

• 
Ability to get on well with the divr.use workforce 

• 
Good knowledge in the professional field of secialisation • Good communication skills 	

p 
 

Ability to take instruction's 
. 

Good organisational and superviso:ylls 

(ii) Core Competences 

Team playing skills 

Accuracy 

Care for resources 

Manual dexterity 

Execution of instructions 
• Interpersonal skills 

Analytical skills 
• 

Records Management skills 

IV. CHIEF SUPPLY CHAIN MANAGEMENT OFFICER, JOB GRO'UP 'M' 
Responsibilities 

An officer at this level 
may 

be deployed at the Directorate of 
Supply Chain 

Management Services or in a Ministry/Department. 

At the Directorate of Supply Chain Management Services, the officer will be required to coordinate 
the 

collection, collation and analysis of data from the 
Ministries/Departments and make appropriate recommendations, thereof; analyse 
Supply Chain Management issues emanating from Ministries/Departments and 
initiate appropriate action. Additional duties will include monitoring of the i

mplementation of existing Supply Chain Management policies, guidelines and procedures. 

	

In the Ministries/Departments 
 an officer at this level-will be in charge of a district 

	• 

Supply 

Chain Management' unit or head .a section within -a Supply Chain . .• 
*..Managemetit. division of 'a Ministry/Department- .headquarters.. 

	Duties and responSibilities 1:villinclUde planning and coordinating Supply Chain- Management activities in suOh areas- 
as 

procurement, warehousing, distribution,- fleet- rnanagement, disposal of stOres . and assets, market • survey and research, 

	• involved   procurernentplans, inventorY and stock eontrol:". In additional the officer will be 
-in tender. committee. secretarial duties- 

	
implementation of .  policy 

decisions.- 

. 	• 
(b) RequireinentS 	NppOintment 

For appointmentio this grade, an officer must have:- 

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

the Public Service for a minimum period of three (3) years; 



k 

(s ii .)  a Dipluma iii Supplies Management oi its 	.: 
field from a recognized Institution;. 

(iii) a Bachelors Degree in any of the following:- Commerce, Business 
Administration, EconoMiCs, Procurement and Supplies Management, 
Marketing, Law or their equivalent qualification from a recognized 
institution; and 

(iv) shown administrative ability, wide knowledge and experience in procurement 
procedures. 

In addition to the above requirementt, an officer must have the following key personal attributes and core cornpetenceS-: 

Personal Qualities.  

• Ability to get on well with the diverse workforce 

• Good knowledge in the profeSsional field ofSpeCialisation. 
• Good communication skills 

• Ability to take instructions 

• Good organisational and supervisory skills 
(ii) Core Competenees 

Team playing skills 

Accuracy 

• Care for resources 

• Manual dexterity 

• Execution of instructions 

• Interpersonal skills 

• Analytical.skills 

• RedOrds Management skills 

V. PRINCIPAL SUPPLY CHAIN MANAGEMENTOFFICER, JOB GROUP 'N' 
(a). Duties and Responsibilities 

An officer at this level may be deployed at theDirectOrate.of SUpply Chain. 
Management Services or in a Ministry/Department: 

At the Directorate of Supply Chain Management Services the-officer at this level 
. 	. 

will. be  in Charge of a schedule of duties :consisting of -a number of 
Ministries/Departments: The • officer will be required fb 
collation and analysis .of Supply: Chain Management date/issues from 
Ministries/Department. • Additionalv,- duties. ,  .will -involve.  :monitoring the 
implementationthe •.S.upply 'Chain Managemeht:poli.cies,. .guidelines and 
procedures issued• by .the DireCtorate of Supply; Chain Management from time to 
time.and recommending appropriate action where necessary. 
In the Ministries/Departments 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 a 
Ministry/Department. 	Specific duties will include.'" ensuring the • correct . 

io • an imp 	 - 	• .1 	i nen n 	isp_osa 	c 	 
2005. the regulations nroce.cilITPC anr-1 	 _ g"••• 

	 g 	..••••■ 1 	• 



(1,) 'R.. tiirements for Appointment 

, appointment to thiS grade. an  office! must have:- 	 \ 

(i 	served in the g.tade of Chief Supply Chain Mai;:•,Icinent C.)fficer cat in \ 

col parable and relevant position in the- Public Se.rx 	for a minimum period\ 

of three (3) years: 

a Diploma in supplies Management or its app:,  ved equivalent I i iii a  

recognized Institution: 	• 

a management course lasting not less than three 

a Bachelors Degree in any of the followin- 	Commerce. liusine,;, 

Administratioti. Economics. Procurement and .-:opplics Matiacnient. 

Marketing. Law or their equivalent qualifiu,...In from a recoL.nir.cd 

inSt4ution: and 

demonstrated general administrative ability requ--7d for direction. On itrol 

and implementation of Public Procurement and Di!Tosal Act. 

the above requirements, an officer must have 	folloN,viri:!. key n.:rsonal 

attributes anti core cOmpetences:- 

(i) rersonal Qualities 

• Oreanisational, managerial and administrative 

• Positive working attitude and ability to give and take instructions. 

• Ability to work with minimum supervision. 

Creativity and innovativeness. 

• Professionalism and integrity. 

Interpei:sonal skills including being a team player_ 

Good communication skills: 

(ii) Core Coinpetences 

• Supervisory management 

• Policy implementation.  

Oral/Written Communication skills 

-Target setting 

• Administration skills 

• Team leadership 	• 

• PrbbleM solving. 

ASSISViNT DIRECJOg SI.IPTLY CHAIN MANAUEMENT sEgyi.tEs joB 
GROUP  
(a) Duties and Responsibilities 	' 

An officer at this level may be deployed at -the-Directorate of •Supply Chain 

Management Services or in a Ministry/Department. 

At the Directorate of Supply Chain Management Services the duties an. 

responsibilities of the officer will.  entail managing activities in Supply Chai' 

	

Management Units. 	Specific duties at this level will involve initiating an 

16 

In addition to 



formulating of Supply Chain Management policies' for issue to the Service in 

liaison with the Senior Assistant Director and assisting in. the preparation of the 
division's strategic plans. 

In the Ministries/Departments an officer at this level will be respon:;ible for 

planning, organizing, administration and control. of the Supply Chain Management 
units in the Ministry/Department. Specific dutis will 

impact of Supply Chain, Management policies and regulation. 

interpretation and implementation of Public Procurement and Disposal Act, 2005 

and other statutes, policies, Tides and regulations that may impact on the Supply 
Chain Management. 

(b) Requirements for Appointment 

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

(i) served in the grade of Principal Supply Chain Management Officer or in a 
comparable and relevant position in the Public Service for a minimum 
period of-three (3) years: 

(ii) Diploma in SUpplies Management or its approved equivalent from a 
recognized Institution: 

(iii) a Bachelors Degree in any •ol we following:- Commerce, Business 
Administration. Economics., Procurement and Supplies Management. 
Marketing, Law or their equivalent qualification from a resognized 
institution: 

(iv) a Masters Degree in any of the following:- Procurenient and Supply 

Management. Logistics and Supply Chain Managem:iiit. LAI AIL:— 

Administration, Commerce, or any other relevant field from a recognized • 
Institution: and 

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

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

2 
	• e- 

(i) Personal Qualities 

• Ability to articulate and implement Ministerial/Departmental Mandates. 

:Organization.al, analytical, managerial and decision.makin skills. 	• 
• Creativity.  and innovation. 

• TechiTical problem solving. . 

• ReSmirce 'management skills. 

Interpersonal and communication skills. 

Integri ty. ilic.1 .c6mmifilidnt to koducing results. 

Leadership: advocacy, 	 building and 6olla26ration. result 
oriented: self driven..

•   Appreciation and application of technology in the work envirownent. 

• Passion for continuous professional development. 

• Initiative to achieve expected results. 
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(ii) Core C.'ompete,;:es 

• Financial .nanacrement 

• Policy ini;-kmentation 

6 	Planning 

Coordina. 

Strategy 	-ementation 

VII. SENIOR ASSISI ANT DIRECTOR, SUPPLY CHAIN MAN •ii;EMENT 
SERVICES, JOB UROUP `Q' 

Duties and ReTonsibilities 

An officer at this level may be deployed at the Directorate of t-; 1..ply Cha i n  
Management S-:rvices or in a Ministry/Department. 

At the Directohite. of Supply Chain Management Services, an office; 	ibis 
will be respoirl,ible for analyzing Supply Chain Management strurtures and 
system's; cleteimining and proposing methods and strategics of handling the 
Supply Chain Management function; initiating and developing Si ;ply Chain 
Management policies; and performance improvement strategies that ate adaptive 
to the changing environment .and technology. In addition, the olficcr will be 
expected to coordinate development of strategic .plans for the Directorate of 
Supply Chain Management. 

In the Ivlinistrics/Departments, specific duties will include implementation 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 
matters, ensuring high professional Supply Chain Management standard -- 
assisting in procurement planning and budget preparation; advising 
Corporations in the Ministry/Department on Supply Chain Management matte--_, 
and interpreting of other laws and statutes that impact on Supply Clutwfj 
Management matters. 

(b) . Requirements for Appointment. 

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

(i) served in• the. grade, 'of Assistant - Director/Supply-  " Chain . Management 
Set-vices or in a comparable and yelevant position 'in the Ptiblic SerVice for a 
minimum period of three (3) years; 

(ii) a Diploma in Supplies 'Management .or its approved equivalent • frorri a 
• 

recOgnized. Institution; 	 • 

a. Bachelors. Degree in any. :of • the.  f011owing:- Coinnierce, Business 
AdMinistration, Economics, Procurement and Supply Management, 
Marketing' or their equivalent qualification &dm a recognized institution; 

(iv) a Masters Degree in 'any of the foll6Wing:- Procurement and Supply 
Management, Business Administration, Commerce, Logistics and Supply 
Chain Management or any other relevant field from a recognized institution; 

(a) 



4.
' - 

icqueie • 

• 

00"40•004.„ 

/ • - 
••••:: 	enS6ritio•adlierence to the 14. dk -.-. a procedures, r'ules ii.K1 regulations: analysing 

• •,••, •... 	. 	. 

S  
the inipaC.(.-olupply.Chain.N.Tan.agement policies . rules and regulations: advisinr • • 	,. 	. . ., .' the •Accomitin,!, 

 Officer-on SOrly:.-Chain Management standards; assistino in 
,..,- 

	

-,..., procurement planning- and buOger 	eparation: ad visinL,  State Corporations in (h.! ' Ministry/Department on Supply , !:-Iin Management matters and interpretini
,  of other laws and statutes that impac! , o'l Supply Chain Management matters. 

	

. . tti) Requirements for Appointiment 	• 	4 __. 

For appointment to this grade. ark I.:nicer must have:- 

- (i ) served:in the grade of Senior .,V;sistant"DireCtor, Supply Chain lVlanaEement 

	

. 	.ServiCes.or in.a comprabie 
 and relevant position-in the Public Service for a 

.,•-min-itum period of three (3) 'cars: 

(iia.- Diploma in . Supplies Management or its' approved equivalent from a 
.:.  recognized Institution: 

(iii). a . 
Bachelors Degree in: any of the following:- Commerte, Business 

. 	 . 
. . 

• - 	• A.dmiiiistration.-  Economics. Procurement 'and SuPplies.  Mana3... ement„ 
. 	•••• , 

Marketino, •Law• or .their equivalent qualification frorn a re
cognized 

.. 	-  
.•.. institution; 	'. -.."- 	 .  

. 	.    

(iv) '.a ";.Masters  Degree in any of the 'following:- • Procurement and - Supply 
S'.1\kaha:s4errent, Business sAdMinistration', Commerce,- Logistics .and Supply 

• Chain -
Management or any other relevant field from a recognized Institution; 

.  
(v) demonstrated. :„professionaLcoinpetence, administrative. capabilities and 

initiative in the general organization and 'management of the Supply Chain 
.._,  	— 

Mariagemerit;fi•inCtiort and possess thoroughunderstandiq; of Suppl
y Chain MiniafeMent issues 'and- emerging 'Supply Chain Managernent..yds en 	and 

. ., . 
techniques. - 

-:,  
In addition to the above•• • requirements, an-

..officer must have the followins!, key personal.  i. 

	

attributes and co4'competen 	 _ces:•,, : 

(i) PersOizal Qualities • 

• 
Ability to articulate antleirikplement•Ministerial/Departmental Mandates. 

• Oroanizational, analytical manager 	and decision making Skills. • 
• Creativity and ihno•qation. 	• . 
• . Technical problem' 	sblving. 
• Resource management skills. 

• Interpersonal and commbnicatiolf.skills. 
• .- Integrity andcomipitment-to prodttcing results. 

Leadership,.a&ocacy,.relationshiP building and collaboration, 
:result . • oriented, self driven. 	. • • • 	• 	• 

	

••• 	AppreCiation and appli•citionof technology in.  the work environment. 
• Passion for continuous professional development. 

• Initiative to achieve expected results. 

.52C-1.1.505. 	  
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(ii) Core '(.oinpetenctas 

• People moagernent 

• Financial management 
. 	• 

• Policy implementation 

• _Planning -

Coordinating ' 

Strategy implementation 

XI. SENIOR DEPUTY DIRECTOR, SUPPLY CI-MIN MANAGEMENT 
SERVICES, JOB GROUP 'S' 

( a) Duties and Responsibilities , . 

An officer of this level will deputize the Director, Supply Chain Management 
Services in the management 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 MinistrieslDepartments: 
operationalisation of e-government procurement. strategies and inventor): 
management: advising on..Outsourcing. of the procurement and disposal function 
and other goods•and..serviceS;;:.participating in. development and preparation of 
specific Ministerial IDepartmentatprocurement and, inventory manuals; providin? 

r  
.on safety ;aria :JeA-;tiiity 	 ::snjorin 	tinict'y 

informationonprOcurement: -opportunities.and awarded contracts; ensuring cordial 
supplier relationships.; . preparing.:.budgets:: 	work.:, plans; developing and 
reviewing performance'largetS.,:arf&tigreernents; participating lin negotiations with 
suppliers of goods, workS 	 _ 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; acid 'designing of training programmes for Supply Chain 
Management personnel. 

(b) Reqpirements for Appointment- • 

For appointment to this - grade, an- officer shall he a member of a recognized . . 
Purchasing and Supplies:Management.professional-body and must have - •- 	.„-  
(i) Served in the grade of Deputy Director., SupplY-Chai‘n Manageme-nt ServiCes „ 
- • or inacomparable arirrrelevant•pOsition 	theTublic.  Service for a minimum 

• 'period of three (3) years:. 
. 

(ii) Diploma - in_PurchaSing 	 Management .or its. equivalent from a 
recognized Institution; 	• 	 • 

. 	. 	• 	... 
(iii)   BacheloOs. •-Degree -...in 	 Purchasing.. and .Supply- 

• Mana.gernent,' .Business .Administration....COrninerce, Logistics and Supply - 
Chain • Management or any.:-ilther.  reievant..q4alificatiOn'from a recognized , • 
inStitUtion; 	•-• 	 • 	v .  

(iv) A Master's Degree. .in any. 	following . .-filelds:-.,-Purchasi ng and Supply 
ManageMent, LOgistiCS, Business Administration, Commerce, 
Entrepreneurship, Law. °T..any other tete-vam qualification from a itcog...mzed 
institution; and 

(v) D.e..rnonstrated rule 	corn 

Ana 
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