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1 Aims and Objectives
(i) Toprwidefotawel-deﬁrudcumﬂWeMwmamact
Motivate and facilitate retention of suitably and competent
County Government Personnel:

(i) 7o provide Io:r deadydeﬁnedjob




be submitted to the County Public' Servic
approval. /

convert as appropriate to the new grading
reer Progression Guidelines though they may not
isite. minimum qualifications and/or experience



(iii) Recognized Universities, Colleges and Instituti
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(iv) Kenya Accountants and Secretaries National Examination Board
(KASNEB).

(v) Kenya School of Law.
(vi)  National government security agencies training institutions.
(vii))  National Youth Service training institutions.

(viii) Recognized security training institutions/agencies

(ix) Kenya Schools of Government.

(x) Any other qualifications from instituti
for University Education (CUE), Ke
other relevant Government

bodies.

The Career Progression Guic hesﬁbecomeoperationalonthedaieof
approval by the r e .‘ ountyPublicSewiceBoardsandwillsupersede

existing B Service/Career Progression Guidelines. On
inghoffi will automatically become members of
‘h Guideluns cater for various cadres whose job

deschiptic speciﬁcatiomarestipuhtedintlurespectivecareer

L ng. Evaluation and Review

Deparhnemr&sponsibieforPubli:Setvice(PSM)inconsu!taﬁonw&h
County Public Service Boardwillundemkemotitoﬁng, evaluation and review
aﬂereveryﬁve{S)yeautoemu;eefﬁciemandeﬁecﬁveimplunentaﬁonof

-~ the career progression guidelines.

Page 4 of 523



Specific functions entails:- facilitation ha ing i tation of
policies; identification of suitable staff an fare schemes; guide on
compliance with statutory requiremen labour; t and review
of capacity building initiatives; undertake aining and performance needs

analysis; facilitation of human resource planni succession management;
facilitate recruitment ; phcmm%ﬂ in the county public service;

provision of conduci onment for motivation, bonding, cooperation and
productivity; and devise peasures for talent management.

The function 2M@ilsSy collaboration with relevant county, national,
regional and interna aeholders to mobilize resources, pool efforts and
facilita dem: training and  development programmes;

INag %--u pio relations; facilitate the development and
| mentation o ive remuneration structure; payroll management;
\'b tiof@and promotion of best human resource management and
de pImer actices; provision of competent and professional human
rESQurces in the county public service and devising strategies for managing

development reforms: and monitor, evaluate and audit human resource
development activities and programmes.

2. GRADING STRUCTURE

This Career Progression Guideline establishes six (6) grades of Human
Resource Management Assistants and eight (8) grades of Human Resource
Management Officers will be graded and designated as follows:
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mmmmm APPENDIX ‘A’

Cadre Designation Job Job
Grade | Group
a7 (CPsB)
Human Human Resource Management 11 H

Resource Assistant [l
Management, Human Resource Management 10 J
Assistants Assistant [
Human Resource Management 9 K

Assistant |

Senior Human Resource

Management Assistant

Chief Human Resource

t Assistant
Principal Human 6 N
Management Assistan
‘B
Job Job
Grade = Group
(CPSB)

10 J
9 K
8 L
7 M
6 N
5 P

Deputy Director Human 4 Q

Resource Management

Director Human Resource 3 R

Management

- Note: The grades dﬂmmmmmcmmm
mm:wo&mmmmmmmucm
mmmm:whmw will form a common establishment for the
purpose of this Career Progression Guidelines
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(iii)

(iv)  Bachelor's Degree in any of the
/ Business Administration, or a
recognized institution,

Certificate in Supervisory Skills Course lasting not less than two (2)
mksfromarecognizedinstitutionoriuequivalmt.

- (d)  Certificate in Senior Management Course lasting not less than four (4)
_weelcsfromarcemgrﬁzeimﬁtuﬁonoritsequivalent

(i)  Certificate in Strategic Leadership Development Programme lasting not
. lesstrnnshrtﬁlweeksﬁunaretoyriudinsﬁtuﬁonmitsequivalent
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(xiii) Certificate in computer application skills.

(xiv) No active disciplinary case.

Human Resource Professional Exa
ted equivalent qualification

mination Part [ or its

{0

L  HumAN RESOURCE MANAGEMENT ASSISTANT I, CPSB 11
a) Duties and Responsibilities
This is the entry and training grade for this level will
under the guidance of 3 senior office ibilities will
entail: collecting and collating data management:
Processing documents on various hy including recruitment,
Payroll, pension and other nctions; updating
staff establishment: implementing hy within the
existing rules, regulations and procedures.




electronics); updating and maintaining an up-to-date human resource
information database as per set procedures and policies; and drafting human




(b) Requirements for appointment

Advisory Committee meetings  and participating - in
implementation of decisions made; processing various claims relating to
hiﬁng,nwdicalmdmyoﬂmnmaﬁse;adnirﬁsteﬁngmﬁaremaumas
required; updating and maintaining an up-to-da
hformﬁondatabaseaspetsetprocedwesand ici
resource periodic reports. :

For appointment to this grade, an

() Served in the grade of Human

(i)  Diploma in any fof the folwing disciplines: Human ‘Resource
WQMLMrMMMGiB
ivalen

equ t from a recognized institution;
OR
rce Professional Examination Part [I] (K) or its
u qualification

ified Secretaries Examination Part Ml (K) or its equivalent

Certificate in computer application skills;
(iv)  No active disciplinary case; and

(v} Demonstrated merit and ability as reflected in work performance and
‘results.

muummmnmmmm.mmou
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the following disciplines: Human Resource
lal Relations, Labour Relations, Ions or jts
tion from a recognized institution;

(iii) ~ Certificate in computer application skills:
(iv)  No active disciplinary case: and
(v) Demmtedmitqndabﬂityasreﬂectedhmpﬂformeand
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(i) Certificate in sy

(iv)
(v)
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Fouppointmenttothisgrade. an officer must have:-

0

(i)

()

Certificate in Supervisory Skills

Served in the grade of Chief Human Resource Management Assistant
foramiimnpeﬁodoiﬂneﬂ)m .

Mnm«ummmmmmm-m
ivalent qualification from 3 ized institution;

CutﬁedenmRﬁourceProfessw or its

weelrsfrorna.recognizedimﬁtqtim
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updating staff establishment: implementing huma
the existing rules, regulations and procedures;

(b) llqlbm.nuhrlppohm

For appointment to this grade, a candidate
()

any of ﬂ‘ollowing disciplines: Sociology, Public/
s ion, or any other. relevant qualification from a

o0 Plus a Diploma in any of the following disciplines:
t. Industrial Relations, Labour Relations,
qualification from a recognized institution; or

Bachelor's Degree in Human Resource Management or its equivalent
Qualification from a recognized institution; and

(i)  Certificate in computer application skills.




implementing human resource decisions within the existing rules, regulations
and procedures; updating and maintaining an up-to-date human resource
information database as per set procedures and policies; and drafting human

()  Served in the grade of Human
minimum period of one (1) year;

r Higher Diploma in any of the following
rce Management, Industrial Relations, Labour
equivalent qualification from a recognized

OR
s Degree in Human Resource Managemem or its equivalent
ification from a recognized institution; -

e in computer application skills:
No active disciplinary case; and

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

IIL mummmmmwncmmmms
(a) Dllli-lndlﬂwm
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staff on target setting and performance appraisals systems: and drafting
human resource periodic feports; participating in gri handling and
indhistris retatio.

(b) lwmhrm ' :
For appointment to this grade, an officer

()  Served in the grade of Human rce t Officer 1 for a
minimum period of three (3) \

(i)  Bachelors Degree in any of the f iplines: Sociology, Public/
inistration, or equivalent qualification from a

Plus a plomainanyofthefollowingdisdplines:
Nag t, Industrial Relations, Labour Relations,
qus iﬁcationlrounaretogtﬁzedimtituﬁomnr
Professional Examination Part (X) or its
quaki ﬁonorCﬂﬁﬁedSmetariesEmimtion
ale l:orHigl'terDiplornainanyofthefollowiug
: rceManagement.lndustrialRelations,labour
S Or its equivalent qualification from a recognized

OR

s Degree in Human Resource Management or its equivalent
qualification from a recognized institution;

(i) ~ Certificate in computer application skills;
- (iv)  No active disciplinary case; and

(V)  Demonstrated merit and ability as reflected in work performance and
results,

1v. amnmmummsmmmmmr
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(a) Duties and Responsibilities

Duties and responsibilities at this level will entail: interpreting and proper
application of human resource management policies, rules and regulations,
procedures and systems; coordinating human resource management activities

decision making; verifying and validating information r 0 recruitment,
appointment, transfer, human resource management ion systems;
maintaining staff establishment and c ting
human resource decisions within the existi and
procedures; recommending an appropria em (both
manual and electronics); compiling nty Human
Resource Management Advisory Co implementing
decisions made; processing various clz ining, medical and any
otherasmayanse;carryingwttm t and training
projections of staff; training staff on target performance

appraisals systems; administering welfare matters a required; maintaining an
up-to-date human res i database as per set procedures and

resource periodic reports.

accepted equivalent qualification or Certified Secretaries Examination
Part Ill (K) or its equivalent; or Higher Diploma in any of the following
disciplines: Human Resource Management, Industrial Relations, Labou
'Rehtiom.Pmsiomoritseqcivalentqualiﬁcaﬁonfrornamcogtizad
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Cemﬁcate in Cﬂ'ﬂm[er mﬁbon Skms,
: No actwe disciplinary case: and
(v)  Demonstrateq
results.

(iv)

m‘t and ability as refhcted in work and




a minimum period of three (3) years;

Bachelor’s Degree in any of the following disciplines: Sociology, Public/
Business Administration, or its equivalent qualification from a
recognized institution Plus a Diploma in any of the following disciplines:

disciplines: Human Resource Managemen
Relations, Pensions or its equi

implementing  human
rules and guidelines;






lpokiesa"dp“’g"amm




ﬁandudsarenuintained;mduuhﬁnghummremureportsfordedsion
making.

(b) mhm
For appointment to this grade, an officer must have:

0

(i)

(i)

(vi)
- (vii)
(vii)

SewedinthegradeofAssismﬂDirector,HumRuource
Management for a minimum period of three (3) years;

Bachelor's Degree in any of the following discipli

of the following disciplines: Human Resource
Hustrial Relations, Business Administration or its

tion from a recognized institution:
tothelnstituteofl-iumnkesoﬁceManagememingood

ertificate in Strategic Leadership Development Programme lasting not
Iessﬂunsi:(ﬁ]mksﬁmarecognizedimﬁtuﬁonmitsequivalmt

Certificate in computer application skills;

No active disciplinary case: and

Demonstrated a thorough understanding of National goals, policies,
objectives and the ability to translate them into human resource
Management policies and programmes,

Page 23 of 523
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Duties and responsibilities at this level will entail: developing and reviewing
human resource policies, strategies, regulations, procedures, rules and
guidelines; developing and reviewing human resource standards and
guidelines; overseeing human resource services in functional areas such as
recruitment, promotion, discipline, training and development, placement and
staff welfare; interpreting applying and providing advice

analyzing data on human resource
approving information relating to recruitment,
resource management information systems:
establishment and complement control: ca
resource matters; coordinating the i
decisions within the existing rules, regu :
approving the use of an appropriate hum:

and electronics); coordinating the carrying 0

and approving trainings for staff; training staff on get setting and carrying
out in staff performance app aisalsﬁems; Secretary to the County Human
Resource Manageme Advisory Committee and coordinating = the
implementation of its d ons thereof; approving various claims relating to
training, medic; ners, coordipating the preparation of budget estimates
for human AN including  personnel emoluments;
administeging Mers as required; handling staff grievances and
indus lat . maintaining an up-to-date human resource
information database 3¢ e setproceduresandpolicies;ﬁuuringthathumn
- ce quality manageme tstandatdsaremaintained;andanatyzinghuman
.% portsfor decision making. :
ts for appointment

For appoi tment to this grade, an officer must have:

()  Served in the grade of Deputy Director for a minimum period of three
(3) years;

(i) Bachelor's Degree in any of the following fields: Sociology, Public/

Business _ Administration, or its equivalent qualification from a
recognized institution Phus a Diploma in any of the following disciplines:
Human Resource Management, Industrial Relations, Labour Relations,
Pensions or its equivalent qualification from a recognized institution; or
Certified Human Resource Professional Examination Part Il (K) or its
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(i)

(v).

(v) -Cﬂtiﬁca@einStl’ategicl-eadetslip
lessthansix(&)weehfroma _

(vi)  Centificate in coms Efwwsh'lls;
(vil)  No active disci )y case; and

(viii) gh understanding of National goals, policies,
to translate them into human resource

ies and programmes.
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Village Administrator m

 Village Administrator 1j

| Village Administrator |

 Senior Ward Administrator

Principal Ward
inistrator

Chief Ward Administrator

| Deputy Sub-County
Administrator

Sub-County Administrator







(Vi)  Certificate in Supervisory Skills Course lasting not less than two (2) weeks
(vii) Certificate in Management Course lasting not less than four (4) weeks from

(wviii) Membership with a relevant professional body.
(x)  Certificate in 3 Senior Management Course lasti s than four (4)

(x)  Certificate in Strategic Leadership
lessthansix(!i)mksfromarecog i ' ' valent.

(xi)  Certificate in computer
(i)  No active disciplinary case;
(xiii))  Such other equivalent qualiﬁcati,dn(s) as may be adjudged by the County

: oulmefuncﬁonsandobligatiomoftheofﬁce.mevmage
Adn inistratormshallberespomible to the relevant Ward Administrator and shall
be the chairperson of the Village Council.

updati -
ensuring payment of utility bills; facilitating Mmovement of assets; facilitating
general maintenance of buildings and furniture; facilitating logistics for meetings,



degree in any of the following disciplines:- Pubjic
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() served in the grade of Village Administr
three (3) years;

. Supervising provision of
tandmessengerm



services within . various departments; handling public concern and issues;
facilitating citizen participation in development activities; providing input in

(b) loq&mbrm

Forappointmenttothisgfade,mofﬁcefmustham- .

(i) servedinthegradeoﬂ'iﬂageAdmhbtrator for a iod of
three (3) years for degree holders and thr holders;

(W) - Bachelor's degree in any of ng disCiplines:- Public
Administration;  Business ' nagement, Community




supervising provision of security and office services; supervising records
management and messengerial services within various departments; handling
public concerns and issues: managing utilities and office accommodation;
managing of premises, - assets and insurance policies; facilitating citizen
pmidpaﬁmindevebpmanacﬁviﬁes;handlhgmmbmlhealmmmety
issmsfadﬁtaﬁngnnbil'mﬁmofresoumesatﬂ\elocallﬂetcdlecﬁngmd
cdhﬁngdatamdevebpmentalacﬁviﬁes;mdismrinathghfumﬁmtom
public.

(b) Requirements for Appointment
For appointment to this grade, an officer must e
@) served in the grade of Village " a m period of

three (3) years;
()  Bachelors degree in any of

disciplines:- Public

discipl ines:-.Puhhc‘ Administration;
INage t.t:omnNnityDevdopmentnrmy
d recognized institution;




v)
(vi)

sewedhﬂtegradeof&niorwmﬁd for a minimum period of

three (3) years; /
Bachelor's any of the following disciplines:-  Public

Administration: AdministraﬁWMmégenmt. Community




In carrying out the functions and obligations of the office, the Ward Administrator
shall be responsible to the Sub-County Administrator.

Duties and responsibilities at this level will entail:-

Overseeingeffcttivesewicedeliveryinthearea
Programs and projects to empower the communi
citizen participation in the development of poli
facilitating inter-governmental relations
custody of county government assets in
liaising with other directorates and

compliance with national values and princi governance; coordinating
citizen participation in governance ip the area of jurisdiction; enhancing
administrative capacity for @ffective 1 arlndngmceattheloca“Hel;
' jects; disseminating information to the public; and
providing linkage betw and the community.

(i) Hmvasthio\ﬂedgeandelpﬂienceofnotlessﬂlaﬂthfuﬁiyﬁﬂin
community service/development or must have served in a comparable
positionintheplivateorpublic service

()  Demonstrate a thorough understanding of devolution, the County
dchbpmentObjecthtsandVliiDnZﬂ -

Page 34 of 523









(V)

(vi)

Certificate in computer application skills from a recognized institution;
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(ii) Bad‘h_dors .deg:ee in any of the following disciplines:- Public

Duties and fesponsibilities at this level
movement; assigning vehicles to drivers on is; organizi

and maintenance of office ipmenw\(enmce of buildings and equipment:
Preparing reports on T S : :
and following-up i ices; supervising security

(i)  Certificate in computer application skills;

(iv) No active disciplinary case: and
(v) Shownmeritandabililyasreﬂectedinwortperformumdrm



For appointment to this grade, an officer

() Served in the grade of Senior Administr

(i)



of offices; and coordinating security services.
(b) Requirements for Appointment
FmMMt to this grade, an officer must have:

() Served in the grade of Chief Administration Officer for a minimurm period

of three (3) years;

(i) Bachelor's degree in any of the i - Public
Administration, Business Administration, Poli } t or
equivalent qualification from a recogn

(iii) - Certificate in Senior Management
weeks from a recognized instituti

than four (4)

and updating tools and equipment reg
al of insurance policies and transport licenses; making proposals for rental
management, managing telephone, registry and security services; and
disseminating administrative policies, procedures and strategies.

(b) Requirements for Appointment
For appointment to this grade, an officer must have:
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0

(i)

(iif)

(iv)

(v)

(vi)
(vii)
(viii)

weeks from a recognized institution

Diploma in advance Pyblic Administrat;
from a fécognized institution:

Certificate in Senior



For appohtmeﬁt to this grade, an officer must have:

(i)

(i)

(iii)

(iv)

Served in the grade of Assistant Director, Administrative Services for a
minimum period of three (3) years;

Bachelor's degree in any of the following disciplines: Public Administration,
Business Administration, Political Scienc or equivalent
qualification from a recognized institution;
Master’s degree in any of the following disci
Business Administration, Political Sci

qualification from a recognized i

Diploma in advance Public Adminis t qualification
from a recognized institution;

Certificate in Strategic Leadership Programme lasting for not

Iessﬂunsix{&)mksftomarecbgnind tution or its equivalent:



SeN'iCestta

Public Administration,
qualification from 4 gnized institutinn. equivalen

Y of the following disciplines: Pybyic Administration,
gy Scence/Government o equivalent



mechanisms of the en and mechanisms for tr. . accountability
with regard toﬂweﬁnancesandassmafﬂ\et:ounty Nisio assurance
that appropﬁateinslitutio'w;mliciesandproc g € iness
prachcesarefoﬂmedbyﬂ'oeentlty;andevam and

reliability of information available to manage; i
regard to the County and its operations. ‘

me

The Career Guidelines establishes seven of Internal Auditors who
will be designated and graded as fol?s:-




(iv)  Certified Internal Auditor (CIA), Certified Public Acr.oﬁntants of Kenya
CPA (K) its equivalent qualification from a recognized institution. -

(v) Cerﬁﬁcaﬁoninﬂiskﬂungenmmmtcm by the Institute of
Internal Auditors.

(vi) CetﬁﬁcateinSeniorMmagenmnCm four (4)
weel:sftomatecogntredinstitutionor'ns

(vil)  Certificate in Certified Government CGAP) by the
Institute of Internal Auditors.

(vili) - Certificate in Certified Fraud

(ix) CﬁbﬁedlnfolthﬂSyﬂm}Udttor

(x)  Certificate in g leadershipProgrammelasﬁngnotlessthansix
(6) weeks in a

izeg institutionoritsequivalent.

Fil;\ancial Sﬂvioeskﬂtu(CFSA)bythelnsﬁtuteoflmm

Certificate in Forensic Auditing,

(xvi) Mﬂnbustiptoag\ydﬂnfdm&gr«ogdzedpfduﬁmbodies:ﬂ&
' ICPAK.ACFE.pr!SACAoranyofunpfofesdonalrecoglﬁzedbody.

(xvii) ‘No active disciplinary case.

m)mmquﬁﬁum'mmbeapprmdbycwmbﬁc
' Service Board.
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4. JOB AND APPOINTMENT SPECIFICATIONS
L  INTERNAL AUDITOR, JOB GRADE CPSB 9
(a) Duties and Responsibilities
This is the entry and training grade for this cadre. An officer at this level will

work under the guidance of a senior officer. Duties and responsibilities will
entail: vouching sample transactions in audit investigation and verification;

preparing engagement and work plans; recording proc of entry and
exit meetings; collecting and analysing data and statistics’ ing audit
working papers.

(b) Requirements for Appointment

For appointment to this grade an officegimust
()  Bachelor's degree in any of the follawing - Commerce (Accounting
or Finance option), Business Admini ' counting option) from a

recognized institution or any (?el relevant equivalent qualification;
Plus

Hll/Certified Public Accountants of Kenya
qualification from a recognized institution;

i computer applications skills.

AUDITOR, JOB GRADE CPSB 8
Responsibilities

ies and responsibilities will entail: vouching sample transactions in audit
investigation and verification preparing engagement and work plans;
reviewing records of proceedings of entry and exit meeting; collecting and

. analysingdata:mﬁewingauditwoctingpapenforapptwal by supervisor; and
signing off audit assignments.

(b) Requirements for Appointment

For appointment to this grade an officer must have:
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() Served in the grade of Internal Auditor for a minimum period of one (1)

(#)  Bachelor's degree in any of the following fields: Commerce (Accounting

Certified Internal Auditor (CIA) i/ Certified Public tants of Kenya
CPA(K)moritsequivaientqualiﬁcaﬁnnirmnar institution;

(W)  Certificate in computer appllcanon skills;
(v) - No active disciplinary case; and

processes of a public entity; preparing
Jan; leading an audit team; vouching
gatlen and verification assignments; collecting and
Stics; preparing and submitting audit findings;
audit files/working papers for assignment;
tation of audit recommendations; preparing training
and coaching and mentoring of staff.

) Appointment

tment to this grade an officer must have:

itori

SefvedinthegradeofSenioflmmAuditmforamiﬁmmperiodof
three (3) years;

- (W) Bachelor's degree in any of the following fields: Commerce (Accounting
‘or Finance option), Business Administration (Accounting option) from a
recognized institution or any other relevant equivalent qualification;

Plus
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Certified Internal Auditor (CIA) 11/ Certified Public Accountants of
CPA (K) Il or flsequivalentqiﬂﬁfhﬁon from a recognized institution;

()  Certificate in any of the following: Certified Government Auditing

(V)  Certificate in computer application skills:

(¥v)  No active disciplimry case; and
() Shown merit and ability as reflected in work Its.

Bachelor's degree in any of the following fields: Commerce (Accounting
or Finance option), Business Administration (Accounting option) from a



(i)  Certificate in any of the following: Certified Government Auditing

(iv)  Certificate in Senior Management Course lasting not less than four (4)

(v)  Certificate in computer application skills;

(Vi)  No active disciplinary case: and

(viil)  Shown merit and ability as reflected in work
V.  ASSISTANT DIRECTOR, INTERNAL AUDIT,
(a) Duties and Responsibilities
Duties and responsibilities will entail:

to this grade an officer must have

in the grade of Principal Internal Auditor for at least three (3)

Bachelor's degree in any of the following fields: Commerce (Accounting
or Finance option), Business Administration (Accounting option) from a

recognized institution or any other relevant equivalent qualification;
()] Master'sDegreeinanyofthefoﬂowing fields: - Auditing and
Consultancy, Business Administration, Commerce, Finance, Accounting,

Project Management, Strategic Management, Risk Management or its

Page 51 of 523

T YA i R B T A T



(v) Membership to any of the f,

(vi) Certificate in

orts; pr
Curriculum and training
participating in designing and
in the internal audit units and
ees; preparing training projections and budgets;
coaching and mentoring of staff

(b) Requirements for Appointment

0] Semedhthegradeolksisuntoirector,lnternah\uditfaamhimum
petiodofﬂweemyears;

Page 52 of 523
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(V)  Certified Internal Auditor (CIA) I/ Certified Public
CPA(KJmoritsequivalmtquaﬁﬁcaﬁmfr 0q

(v) Membershiptoanyofmefol ' zed profession. Dodies: of
EitherGA,lCPAK,ACFE.ISACAor : 0 .
body,
(vi) Cerﬁﬁcateinmmetapplica‘
(vii)) Certificate i any of the following: Government Auditing

. Certifiedsfraud Examiner. Certified Information
ified Financial Services Auditor (CFSA) or Forensic




implementation of internal audit recommendationst co ation
andpresentationofreponsonauditfindi : ommendations to the
Internal Audit Committee; coordinating prep peri internal audit
reports; coordinating designing and imp oFtraining programmes for
internal  audit staff and members - committee; overseeing

Preparation of strategic plans and ; INg*prudent utilization of
resources;andbmldingcapacitym‘ Boa pe _




Page 55 of 523



reporting; preparation of statutory and n
budgetﬂutters;andu'tdenakingresearchto'

2, mm

The Career ion Guidelines
Officers who will be designated and gr

_ﬁ;

!

O"UZ{!—R

:

Thefollowingaremerecngn&edqnuiﬁcaﬁwfumepurposeoﬂhis Career
Progression Guidelines:-

0] Bachelor's degree in any of the following disciplines: Commerce
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(i)  Masters degree in any of the following disciplines: Commerce, Accounting,

(i)  Certificate in Public Financial Management.
(iv) Membership to 3 relevant professional body.

(v) CcniﬁcateinﬁerﬁorMamgemt COurselastingnotlessthanfourmmks
fromarecognizedinstimtionoritsequiv 4

(Vi)  Certificate in Strategic Leadership
than six (6) weeks or equivalent qualification

or its equivalent.
(vii)  Certificate in any of the followi

Management, Enterprise Resour

Management from a recognized i

(viii)  Certificate in computer application skil

ng in quality controf of budget estimates; assisting in Processing reallocation
ofminutespmposafs;prepaﬁnginiﬁdmpmtsandbriefsonbudgewyissues
Capturing data on budget Proposals; checking cost of projects and Programmes to






facilitating users to' Capture budget data; running reports in the Plan to Budget
Compmmtandsuppmﬁngendusersandhdpdeskmwmt. 1

(i) SetvedmthegradeomenceOfﬁcerllora f three (3)
years;

(i)  Bachelors degree in any of the | ' ce (Finance or
Accounts Option), - Economics, ' iniStration,  Business :




ﬁrmtialmporu;andprovidingmppattoeruiusmandhdpdeskmugement
(b) Requirements for Appointment
Forappohhhmtoﬁlisgﬂde.anofﬁcermthave:

0] ServedinﬂmgfadeomeiorFinancemﬁcerforamirimmperiodofthree
(3) years;

() Bachelor's degree in any of the following disciplines: Commerce (Finance or

Accounts  option),  Economics, Business
Management, Finance or equivalent qualificati

institution; _
(W) Membership to a relevant professional
(v)  Certificate in computer application hQ

(v} No active disciplinary case; and

(vi) Demomtratedmeritandahilityasreﬂect performance and results.
V. PRINCIPAL FINANCE O JOB GRADE CPSB 6
(a) Duties and

Duties and res I entail: interpreting the County budget estimates
and.analy projectproposalsandcostings;reviewingbudget
' andpolicybtiefsonbudgetacymatters;analysfng

icpmicipatimlwthebudgetprocess;dnﬂingproposalsfa
for additional expenditure and reallocation of voted funds; preparing
Budget,quartedyexpenditutefnrecastsandﬂevisedBudget
imates; preparing reports on costing of programmes and projects; monitoring

haddiﬁonwkattﬁskvelwﬂientail:nlysingpmgnmmesmbudgeteﬁimaes
to identify performance indicators; preparing responses to financial queries;
participating in initial processing of authority to incur expenditure: facilitating users
to capture budget data; designing feports in the Plan to Budget component;
pfovidingmmtoendmmdhelpdeskﬂwuganencimeﬁngand
implementing emerging trends in budget and financial process; monitoring
expenditure and commitments in the financial system and developing budget
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(i)  Bachelor's degn..-e in any of the fdiowiﬂg'dkdpli '

(iii)

(V)  Certificate in Senior Management
from a recognized institution or its

ing expenditure and commitments in the
budget performance indicators; facilitating
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actions; reviewing periodic financial and non-

coordinating . preparation of responses to financial ! budget
planning, Preparation, submission, tion itoring and
evakutingbudgelafycomnitmt:and PI5e8ing releas and issuance

anizing the preparation of

€ sector reports: interpreting
Quarterly  and annual budget performance reports and
recommending approg » Monitoring servicing of debts
and taking appropriate ation of responses to financial

qQuernies; facilitati
(b)

i) inungradeofnepmyoirectm.ﬁmfwamirﬁmumpeﬁodof
3) years;

Bachelor's degree in any of the following disciplines: Commerce (Finance or
Accounts option), Economics, Business Administration, Business
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of procured

equipment, services,
andequipment.

pdeenl B 0
CPsB
B
10 J
. Management Officer 11 :
Assistant Supply Chain pi— :
_Management Officer |
.se“iOfASSistmtSUpﬁ;EHa;n 8 ~—
Man"gm"lt'Ofﬁcef
Chief Assistant Supply Chain T hid
’ | Management Officer
Principal Assistant Suppiy 5 N
Chain Management Officer |
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Cadre Designation . Job Job
Grade Group
= CcPsB |
Supply Chain Supply Chain Management 9 K30l
t | Officer
Officers Senior Supply Chain 8 L
Management Officer
Chief Supply Chain 7 M
ManagememOfﬁcer
PrincipalSupplyChan 6
Management Officer
AssistantDirector,SupplyCham
Ment
DeputyDirenor.SupplyC
t
Director,Supp!yCham R
e TR
mmmdwwm mmmm:mam
Supply Chain 0 umuwm establishment for
mmdmm o Gurdelines.
3. RECOGNIZED ¢
The following areg oghized q 'ﬁcationsforthepurposeoftfﬁsCareef
Progressiog J
() 4 Diplo I Purchasi _and$uppliesManagermﬁt or Procurement
“ UES Or its equivalent qual; tionfromarecognizedinsﬁtuiion.

(i)

™

sdegmmmofthefoabmngdiscums.mmain
lanag Procurement. and Logistics; Purchasing and Supplies;

rﬂnentandContractMamgemem;SupplyChainMﬂwgememm
Logistics; Commerce (Purchasing and Supplies option) or equivalent
Qualification frnmarccOgnized instituti



(v)  Certificate of Associate in Procurement and Supply of Kenya (APS-K) 1&
Il or Certificate in Supplies Management (CISM) or Advanced Certificate
in Supplies Management (ACISM).

(Vi) Certified Procurement and Supply Professional of Kenya (CPSP-K) or
Advanced Diploma in Supplies Management-Final Stage (FIS) or
Chartered Institute of Purchasing and Supply (CIPS),

(wvii) CmiﬁcateinSupewisocySkillsCourselasﬁngnotlessﬂtanmmmts

from a recognized institution.
(vill) Certificate in Senior Management Course lasti (4)
weeks from a recognized institution.

(x)  Certificate in Strategic Leadership
less than six (6) weeks from a r

(x)  Membership of the Kenya Institute
() Certificate in computer applkali?skills.
(xii) No active discipli

receiving and issuing stores; posting and updating of ledgers; assistingin stocl;
taking and reconciliation; preparation and maintenance of stores records; and
implementing security and safety procedures in the store.

(b)  Requirements for Appointment

For appointment to this grade, a candidate must have:-
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10

= i - ing of
bids; registering and updating suppliers’ izi awards;
market surveys; stock-taking; and i and safety procedures
in the store

Duties and responsibilities will entail:- Preparing procurement documents;
opening of bids; registeringaruupdating |



0}

(i)

Served in the
i grade of Chai
minimum period of three g;pgﬁ:hmn Dok Aaetne | o



(iii)

(iv)

(v)
(vi)
(vii)

Certificate in Supervisory Skills Course lasting not less than two (2) weeks
from a récognized institution;

Certificate in Computer application skills;

Noactiuedisciplinatycase;and
anwnmeﬁta\dabﬂityasreﬂectedinworti’%)..




(vi)
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stock checking and stock-taki

(b) Wfﬂ'm

For appointment to this grade, an officer
@)




(i) Bachelor's degree i

Duties and responsibilities will entail:- Preparing procurement documents and
records; registering and updating list of suppliers; Publicizing of tender awards;
Managing inventory; receiving, inspecting and accepting  goods, works and
services;_recording goods, works and services received in an inventory;



(i) ServedinmegradeofSerﬁorSupplyChaianagemtOfﬁcerfora
nﬂrimumperiodofﬂweeﬂ)reaft

(i) Bachelor's degree in any of the following disci Chain
Management: Procurement ang Logistics; i pplies;
Procurement and Contract“amg'emm hain tand
Logistics; Transport and Logistics; Com pplies

option) from a recognized institution;

(iii)

(iv)



0] Servedinthegradeof(:hiefSupplyChain ManagementOfﬁcerlora
minimum period of three (3) years;

() Bachelor's degree in any of the following disci Chain

Management: Procurement and Logistics; pplies;
Procurement and Contract Management; nt and
Logistics; Transport and Logistics; Com ies
option) from a recognized institution;
OR

Bachelor's degree in any of the f, ] isciplines:- Commerce,
Marketing,fconorrﬁcs,&winessu or Law with a Diploma in
either Purchasing apc Suppli t or Procurement and

Qualification from a recognized institution;

Professional of Kﬂﬂya (CPSP-K) or

1 | t Final Stage (FIS) or
O l'ﬁl'leﬂtw Sum {QPS,.

3 Institute of Supplies Management (KISM);

() s
V) te SﬂﬁmManagethmhsﬁngnotlesstfunfour(ﬁ
4 recognized Institution or jts €quivalent;
te in computer application skills;
{ No active disciplinary case: and

(iii)




received; identifying and recording unserviceable, obsolete, obsolescent or
surplus stores; maintaining and updating the assets register; supervising
receptioqinspoctionpd_accepuncgofgoods,worksandsewices; preparing

0] Servedinu\egtadeodencipal

’ t Officer for a

nﬁrimumperiodofﬂ!reeﬂlmﬂ: _
@  Bachelors degree in any of the ing, disciplines: Supply Chain
Management; - Procurement and LOgisti Purchasing  and - Supplies;

Procurement and Contract M

AdvancedDi;ﬂo:minSuppliesManagennnt FinalStage(FlS)wChMefed
h\sﬁhneofProcurememarthupp!y(Cﬂ’Sk

) uembermapoimmwazmﬁmorwiesmnagemtmsm;

(vi)  Certificate in Strategic Leadership Development Programme lasting not less
thansi:(ﬁ)ml:sfmmarecognizedhsﬁtuﬁonorilsequivalem;
(vii)  Certificate in computer application skills;
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(a) Dutluuulm
Duties and responsibilities at thcslevelwillentail:- Coordinating implementation
of procurement and asset d policies, guidelines and procedures;

Coordinating development and review of county
ﬂumgementofassetsinlinewithlaiddmr
Prequalification of suppliers, review of tenders, pre-q
of bids; Coordinating implementation of the
coordinating research, market surveys and be

Bachelor's degree in any of the following disciplines:- Commerce.

Marketing, Economics, Bminessuamgerrmnorlawwlﬂu a Diploma in



either Purchasing and Supplies Management or Procurement and
Logistics or its equivalent qualification from a recognized institution;

(i)  Masters degree in any of the following disciplines: Procurement and
Supplies - Management, Logistics and Supply Chain Management,
Business Administration, Commerce, Entrepreneurship or its equivalent
qualification from a recognized institution; _

(iv)  Certified Procurement and Supply Professional of Kenya (CPSP-K) or

Advanced Diploma in Supplies Management Final Stage (FIS) or
Chartered !nstituteofl‘urd\asingandSupply (aps);

(vi)  Certificate in Strategic Leadership
less than six (6) weeks from a recognized |

(vii) Certificate in computer application
(viii)  No active disciplinary case; and
(ix) Demof\_stﬁfted ﬁigh degree oﬂ:»r' : i petence, administrative
dca&?:ﬁutymme -.. al?onand management of the Supply
VIL DIRECTOR, SUPPL | ME .mmﬁms
(a) Duties and

for:- overseeing implementation ofprocurement
guidelines and procedures; providing technical

procurement entities onprocurement matters;
on the implementation ofthe Public Procurement
. its attendant regulations and other statutes that
pply Chain Managemen function; overseeing implementation of




For appointment to this grade, an officer muyst-

0] SerwdinthegradeofDeputyDimctor.SupplyChaianagenmfor
a minimum period of three (3) years;

(ii)

either Purchasing and Supplies Management of Procurement and
Logistics or its equivafent qualifiedifion from a recognized institution;
following disciplines:- Procurement and
ics and Supply Chain

(iii)




2. GRADING STRUCTURE

The Career Guidelines establishes eight (8) Accountants who will be
designated and graded as follows:- l
CPsSB _
Accountants 10 J
9 K
8 L
7 M
6 N
5. P
Deputy Director, Accounting 4 Q
Services
Director, Accounting Services 3 R

mmamummm 10/9 will form common establishment for the
mammwm

3. Iﬁcoamquummmmvm

Thefoﬂowingaemerecognizedquaﬁﬁaﬁomfmthepurposeofﬂﬁs&w
Progression Guidelines:-
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ﬁ] Bx'.'bbf's
” M'm"" degree in

(i) Part I I and 11 of
(V) Registration wi
AK).

(v)  Certificat eh&nimuammtcm

V) Certificate in Strategic Leadership
than six (6) weeks from a recognizeq

(vii)



and disbursements; preparing annual final accounts; verifying invoices and
preparing accounting reports; defining employee and supplier details;
uploading and Capturing accounting data into the system; and providing user

For appointment to this grade, a candidate must have:-

(M Bachelof'sdegfeeinanyofﬂufoﬂowingﬁdds:Cm ce' (Accounting
or Finance option), Business Administration (Accou ion) from a
recognized institution or any other relevant equi ion; and

(i)  Certificate in computer applications skills.
II. ACCOUNTANT 1, JOB GRADE cPSB 9 Q

(a) Duties and Responsibilities

Duties and responsibilities at this level will receiving and analysing
financial reports from public sector ies; collecting and maintaining data
base of the public-sector @ptities; pr fing payment and receipt vouchers;
Capturing data; maintai imary records such as cashbooks, ledgers and

: keeping, s3 of Accounting records; receiving duly
writing cheques and posting

For diréct appointment to this grade, a candidate must have:-

() Bachelor's degree in any of the following fields: Commerce (Accounting
or Finance Option), Business Administration (Accounting option) from a
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(i)
(i)

0]

(i)

recognized institution or any other relevant equivalent qualification;
Plus

Part I of the Certified Public Accountant (CPA) Examination or anyother
relevant qualification from a recognized institution; ;

Certificate in computer applications skills; and
No active disciplinary case.

Promotion ' _
Forptunoﬁohtoﬂﬁsgrade.anofﬁcermusthm-
Served in the grade of Accountant Qﬂn

year;

Bad\elor'sdegreeinanyoﬂfthe

ng
or Finance Option), Business Admini counting option) from 3



haddiﬁm,anofﬁcuwiﬂberesponsiuefonnwrﬁmingcdlecﬁonofrm
including inspection; keeping safe Custody of equipment, records and
accountable documents; Preparing  payment advice(PA) forms; raising

3 ’
(i)  Bachelor's of the following fields: Commerce (Accounting
or Finance inistrati (Accounting option) from a

relevant equivalent qualification;




financial statements; preparing Annual Consolidated Financial Report for the
County; developing training materials; Capturing exchequer issues and receipts
in the system; reconciling bank statements with exchequer issues and receipts;
verifying payment and recei wudmmcomnitudocunmts;captuﬁng
data; maintaining primary records such as cashbooks, ledgers, vote books;
preparing management reports; keeping safe custody of Accounting records
andassets;receivingdulyprocessedpawmts and receipt vouchers; writing
dmequegposﬁngpaynmtsardmceiptvmmhﬂwcashbooks;auﬂaoﬁzing
payments and signing cheques subject to setlimit; balancing and ruling of the
cash books on daily basis; withdrawing and ensuring
ensuring security of cheques and cheque books; and verifyi
Expenditure (AIE) in the system and filing returns.

management reports
, coordinating closure
preparation of final
support on accounting

development of staff.

gree in any of the following fields: Commerce (Accounting
tion), Business Administration (Accounting option) from a
d'institution or any other relevant equivalent qualification
Plus

Part Il of the Certified Public Accountant (CPA) Examination or anyother
relevant qualification from a recognized institution;

(i)  Certificate in computer applications, Database Management or
Enterprise Resource Management from a recognized institution;

(W)  No active disciplinary case: and
(V) Shown merit and ability as reflected in work performance and results.




Theofﬁceratmislevdwillalsober
entries; processing pPayments, reimbu,
proceeds of domestic debt: preparing ann
and receipt vouchers and committal docy turing data; maintaining

Primary records such as ledgers, vote books; preparing
| mofhccounting records and assets;

1zing
balancﬁ\gandrulingofﬂnecashbooks
ensuring safety ofthe cash: and ensuring
books.

() Served in the grade of Chief Accountant for a minimum period of three



(i)  Bachelor's degree in any of the following fields: Commerce (Accounting
or Finance option), Business Administration (Accounting option) from a
recognized institution or any other relevant equivalent qualification

: | Plus

Part Il of the Certified Public Accountant (CPA) Examination or anyother
relevant qualification from a recognized institution;

(i)  Certificate in Senior Management Course lasting not than four (4)
mehﬁunamcoyizedimﬁtuﬁonmitsequ'

(v)  Certificate in computer applications, Da

be responsible for the following duties and
Je ing of the Annual General Warrant;
%asts for Exchequer Committee: monitoring
: tionstatementsformeCmmy;mahtahingand
onitoring KRA revenues; monitoring compliance
systems; following up on auditmatters including

- andum; implementing Public Accounts Committee
Sun respect of Sub-Counties; preparing Bi-annual Accounts;
h projeclionssubmittedbyDepanments;reviewingﬂ'ne

at this level will also be responsible for- providing advisory servicesto
stakeholders on financial and accounting matters; preparing management and

and signing of cheques subject to set limits; ensuring safe custody of County
government assets, records and accountable documents; and interpreting
financial regulations and procedures and Treasury Circulars.



(i)

(iti)

(V) Part I 12 Public Accountant (CPA) Examination or
Sy e institiice.:



(iii)

(v)




its equivalent from a recognized institution;

) Registered with the Institute of Certified Public Accountant of Kenya
(ICPAK) or any other relevant profe'ssionalbody;

(vi) CEI'ﬁﬁFaIE in Strategic Leadership Development Course lasting no@tlless

(vii) - Certificate in cunputuapﬁicaﬁom,ﬂatabasemnagememor
Enterprise Resource Management from a recognized institution;

iBilities will include: overseeing implementation of

idelines and procedures pertaining to
ty on financial & accounting matters and
eting financial regulations and procedures
gning and ing County government
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(b) Requirements hm
' For appointment to this grade, an officer must haye.-

() Served in the grade of Deputy Director, Accounting Services for &
nﬂrﬁmumperiodofmreeﬁjm .

(i) ﬂadielorsdegreeinm?ofﬂle

()  Masters Degree in
qualification fr

(v)  Partpp and [l of
its equivalent fr

™) Registered with the Instityte of
(vi)

(vii)
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e i issues;
theimpactonthe

Economist Il/Statistician ]

Economist I/Statistician |

Senior Economist I/Senior
Statistician [

Senior Economist I/Senior
Statistician |

Principal ECOﬂorniSUPﬁndpal'
Statistician

Deputy Chief Economist/ Deputy
Chief Statistician

Chief EcMMWCNef_Sgtisﬁcim
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3. RECOGNIZED QUALIFICATIONS

The following are the recognized qualifications for the purpose of this Career
Progression Guideline:-

0] Bachelor's degree in any of the following disciplines: Economics,
Statistics, Economics and Mathematics, Economics and Statistics,
EconomicsandFinanceormyotherequivalent qualificati
recognized institution.

(i)  Master's degree in any of the following discipfines: - - (Policy
Management, Multilateral Trading S NG Public
Finance, Development, Environment, International
Trade and Finance, Cooperation a t, Transport,
Labour, Industrial), Statistics, P Management,
Philosophy in Economics, Public Poll Development, Rural
Economics or any other equiv. from a recognized

(W)  Certificate in Senior WCM lasting not less than four (4)
weeks from a r institution or its equivalent.

ip Development Programme lasting not
a recognized institution or its equivalent.

()

L MWAMEMMW!

(a) Duties and Responsibilities

Thisis'tl'neentryandUaininggradeimmiscadm.ﬁ.nofﬁoeratthislevelwill
wmtundetﬂ\eguidmeohmiorofﬁcer.wiesmdrmuibilhiesmﬂ
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0] Badwbrsdegreeinmyofmefolkmingd‘
Statistics, Economics and Mathematics, Ec i
Economics and Statistics from a recognized ion;

() . Certificate in computer application skills:

II. Mmlmlm
(a) Dutinandm

Dmisandrespomihilitisatmislwelwiﬂentan ~collecﬁng,analyzingand
compiling economic data of relevant sBctors; preparing sector specific draft
; ] development and review of various economic
Xessing data on sector specific projects and
Heasibiity and feasibi 'Iitystudiesforptogrammes

(b)

i) Membership to a relevant professional body;
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(V)  Certificate in computer application skills;
(v)  No active disciplinary case; and
(vi) - Shown merit and ability as reflected in work performance and results.
III. MMMHAMEMMWT _
(3) Duties and Responsibilities

policies and strategies; conducting Progra
and sub-sector reports for MTEF: y
forecasting; and monitoring, evaluating
of sector specific programmes, projects

(b) wam

For appointment to this grade, an oMust have:-

) Served in the gr.
three (3) ye

(ii) of the following disciplines: Economics,
Mathematics, Economics and Finance or
Cs from a recognized institution;

(iii) ip to a relevant professional body;

Computer application skills:

disciplinary case: and

Shown merit and ability as reflected in work performance and results.



Programme Performance Reviews (PPRs) and sub-sector reports for MTEF: and
monitoring, evaluating and reporting on the implementation ofsector specific

(i) Sﬂndinﬂugradeof&dmfcmmmmhsmisﬁdmﬂfma
minimum period of three (3) years;

(ii) Bad:elorsdegfeeinanyofthefollowing disci
Statistics, Economics and Mathematics, Ecode ics
Economicsttatistiafrmnaremg;nized'

at this level will entail-- making follow-up and
tation of Medium TermPlau;preparingpoli:y
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(b) Whm

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

() Served in the grade of Senior Economist I/Senior Statistician | for a

() Bachelor's degree in any of the following disciplines: Economics,
Statistics, Economics and Mathematics, Economics and Finance or
Economics and Statistics from a recognized institution;

(iii) Master'sdagreeinawofmefullowingdiscipli v mics (Policy

Trade and Finance, Cooperation and Hu
Labour, Industrial), Statistics, Project

in Economics, Public Poli C of t, Rural

Economics or any other equi quali from a recognized
institution; -

(V)  Certificate in Strategic Leadership Programme lasting not

lesstfunsinfﬁ)weeksfromarec?ﬁudinstﬂutionotitsequivalem;
(v) Mambefshiptoa ptofessionalbody;
. S ication skils:




(b) -mhm
For appointment to this grade, an officer must have:-

() Served in the grade of Principal Economist/Principal Statistician for a
minimum period of three (3) years;

(i)  Bachelor's degree in any of the followi

(i)  Master's degree in any of the following discipli

Trade and Finance, Cooperation and H
Labour, Industrial), Statistics, Project
Philosophy in Economics, Public Poli
Economics or any other equiv.
institution;

(V)  Certificate in Strategic Leadership
less than six (6) weeks from a r mzedimﬁmionoritsequivalent;

v) Membership to a tptofessionalbodm
(vi)  Certificate ir - icati
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CO-OPERATIVE OFFICERS APPENDIX ‘B’
Cadre Designation Job Grade | Job
CPSB | Group
Co-operative Co-operative Officer Il 10 J
Officers Co-operative Officer | 9 K
- ior Co-operative Officer 8 L
Chief Assistant Co-operative 7 M
Officer
incipal Assistant Co-operative N
er
En';un Director Co-operative 5
s~ O WP i

hmmdmc@mmm CPSB 12/11 and the grades of Co-
operative Officer U1 Jhbﬁu# CPSE JMul'l"-cmm establishment for the purpose of this

()

following disciplines: - Co-operative Management,
Marketing, Internal Auditing o Finance from a

| Partsl.llandllloftheCettiﬁedPuincSeaetaries{Kenya}or
d Public Accountants (Kenya) examination from a recognized

Administration, Agriculture, Economics, Statistics, Mathematics, Sociology,
Agricultural Economics, Agricultural Engineering, Co-operative
management, Marketing, Entrepreneurship, Management, Management
andOrgaizatiomlDeveloprmnt. FinanceorAgri-businessoritsequivalmt
qualification from a recognized institution.

Master’s degree in any of the following discipline: - Commerce, Business
Administration, Agriculture, Economics, Statistics, Mathematics, Sociology,

Page 102 of 523



management, Marketing, Entrepreneurship, Management, Management
and Organizational Development, Finance, Agri-business or its equivalent
qualification from a recognized institution,

(v) Certnﬁca. ificate in Supervisory Management Course lasting not less than two (2)
weeks from a recognized institution. ‘

(vi)  Certificate in Senior Management Course lasting not less than four (4)
weeks from a recognized institution or its equivalent.

(vii)  Certificate in Strategic Leadership Development pr ting for not
lessﬂunsh:{&)weeksfromarecognizedimtit or .

(viii)  Certificate in computer application skills.
(i)  No active disciplinary case.

() Such other equivalent qualificati as may judged by the County
Public Service Board.

ive societies on matters relating to specialized activities such as

financing, training and education, accounting and management;

g 3 On areas of potential co- operative activiti collecting primary co-
data foranalysismforpolicy formulation.

s for Appointment
For appointment to this grade, a candidate must have:
0] Diploma in any of the following disciplines:- Co-operative Management,

Cooperative Auditing, Marketing, Internal Auditing or Finance from a
recognized institution;

(b)
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Part Il of Certified Public Secretary (CPS II) or Certified Public Accountant
(CPA ) from a recognized institution: and

Certificate in computer application skills.

served in the grade of Assistant Co-
period of three (3) years;




co-operative data for analysis and for policy formulation.
(b) Requirements for Appointment
For appointment to this grade, an officer must have: -

() served in the grade of Assistant Co-operative Officer Il for a minimum
period of three (3) years; i

()  Diploma in any of the following disciplines: - Co-operative Management,
Cooperative Auditing, Marketing, Internal Auditing e from a

recognized institution;
Q%.Mwntmt

OR

Part Il of Certified Public Secretary (C
(CPA I from a recognized instituti

(i)  Certificate in computer application
(V) No active disciplinary case: and

(v)  shown merit and abi asreﬂecéinmtperformameandresuhs_

tthis level will entail:- implementing cooperative

ramin ‘advisingcoo;retativesocietiesonpmpef
luating new and existing Cooperative societies; enforcing
» and developing work plan for cooperative extension

() served in the grade of Assistant Co-operative Officer for a minimum period
of three (3) years; ' ;

(i)  Diploma in any of the following disciplines:- Co-operative Management,
Cooperative Auditing, Marketing, Internal Auditing or Finance from a
recognized institution;

' OR
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Part Il of Certified Public Secretary (CPS II) or Certified Public Accountant
(CPA T from a recognized institution;

(iii) CmiﬁcateinSupﬂﬁsoryManagementCoumehsthgnotlessmanmm-
wgeksfromarecogrized' itution;

(V) Certificate in computer application skills;
v} No active disciplinary case; and

(V)  Certificate in computer application skills;
(V) No active disciplinary case: and

Pnpl“d"m



For appointment to this grade, an officer must ha

0 SefvedhﬂngfadeofChiefAssista
period of three (3) years;
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recognized institution;
(i)  Certificate in computer application skills;
(v) No active disciplinary case; and

v) ﬂmmﬂuﬂaﬁﬁtyasreﬂeaedinworkperfmandmum
118 mmmmmmmn

%ﬂ }:omputer application skills;:

disciplinary case: and



(iii)
(iv)
(v)

)

served in the grade of Senior Co-operative Officer for a minimum period of
three (3) years;

No active disciplinary case; and
d\ownmeritaridabililyasreﬂectédin and results.
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| Co-operative Officer for a minimum period

of the following disciplines:- Commerce, Business
 Economics, Statistics, Mathematics, Soci

.

(iv) CﬂtiﬁcateinSeniorMamgemen
weeks from a recognized instityt;



(v)  Certificate in computer application skills;

(Vi) - No active disciplinary case: and

(b) Mmform

For appointment to this grade, an officer must
(i) served i Assist t‘ecttx, Cooperative Development for a

Entrt'pteneurship. Management, Management
and Organizational Development, Finance or Agri-business from a

(V). Certificate in Strategic Leadership Development Programme lasting for not
(v} Certificate in computer application skills:
(V) No active disciplinary case; and

(vii)  shown rneritandabilityasreﬂectedinwortpeffumeMresults.
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(V) Cértificate in Stra

v)



@\9 :




I 9

Clerk R
Legal Clerk 7
incipal Legal Clerk 6
APPENDIX B
Cadre Designation Job &ﬂ' Job |
w CPsB Group
Legal Officers Legal Officer 9 K
Senior Legal Officer - L
 Chief Legal Officer 7 M
Principal Legal Officer 6 N
Assistant Director, Legal Services 5 P
Deputy Director, Legal Services 4 Q
L Director, Legal Services | 3 R

Mluuflih




(v)  Post 9graduate Diploma in L
Programme) from the Council of

(vi)
(vii)

(viii)

(ix) Skills Course lasting not less than two (2)



LEGAL CLERKS APPENDIX ‘A’
L LEGAL CLERK IIL JOB GRADE CPSB 11
(a) Duties and Responsibilities

This is the entry and training grade for this cadre. An officer at this level will work
under the guidance of a senior officer. Duties and responsibilities will entail:
opening legal files; receiving and retrieving files; photocopyi documents;
receiving and  dispatching legal correspondence; ing filing
documents; and recording all legal files in the registry

(b) Requirements for Appointment

()  Current Process
recognized insti

(i)  Certificate i

skills.

II. LEGAL
(a)

ibilities at this level will entail: opening legal files;

retrieving files for relevant action: preparing and serving court

photocopying file documents: receiving and dispatching legal
€; and filing contract and court documents.

(b) WMW

For appointment to this grade, an 6fﬁcer must have:-

0 SewedinﬂmegradeomenCIukmforamilimmnperiodoftlneB)
years;

(i) © Diploma hlaworeqtﬁvalentqualiﬁcaﬁonfromamcogrized
institution; :
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(i)




Skills Course lasti
institution;

Page “’ﬂ.sa

Ng not less than two (2)



() . Diploma in Law or its equivalent qualification from a recognized

(W)  Current Process Server Certificate or its equivalent ifications froma
recognized institution;

(v) Certificate in Supervisory Skills Course lasti not less (2)
weeks from a recognized institution;

(v)  Certificate in computer applications Q

(Vi)  No active disciplinary case: and

(i) Shownnmitandabﬂityasreﬂectedin nce and results.

Duties and respon i willentail:maintaini\gthelegalﬂegiwy:
of records and filing system; coordinating

¥ correspondence; ensuring maintenance and
atically and accurately  for quick access and

ports; examining files and updating on progress and status of
court cases; and maintaining and updating master diary for court

(b) Requirements for Appointment
'For appointment to this grade an officer must have:

0] Sewedinﬂ\egradeofCHdenClerkfofimirﬁnmmperiod ofthree
(3) years;
(i) Diplomainlawo:itsequivaientqualiﬁcaﬁonfrmarecognized
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(V)

(v)
(vi)
(vii)

Certificate in computer applications skils
m - 'o - |t : mw
Shownmeritmdabiityasreﬂectedinﬁmt
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(i) Post graduate Diplom: in/l.egal Studies (Advocates Training
Programme) fr. i€ Louncil of Legal Education

of Kenya (LSK) and the Institute of

(iif)
Of Kenya (ICPS (K);

(iv) : eofﬂwHighCounofKenya;

v) tes Practicing Certificate: and |
(vi te in ;:omputef application skills.

\L OFFICER, JOB GRADE CPsg 5
(a) Duties and Responsibilities

Duties and responsibilities at this level will entai: implementing strategic plans
and In respect to the fm_\ction;ensunngcompnancemﬂnhe

county in all legal matters; idenﬁfyingisnmsandareasfoflegal policy
formulation and review; identifying legal risks, and developing mitigation
Measures; negotiating disputes with a view to settling them out ofcourt; drafting



legalopiniorsmdreputsonvarimsismesaﬂthQUuComnisiom
mdertakinglegalmdibtommemeCmnty‘slwelofcompﬁancewith
various legal requirements; drafting, vetting, reviewing, leases, agreements and
memorandums of understanding; preparing progressreports on court cases;
handling pre-litigation legal disputes and inquiries; monitoring and reporting
non-compliance issues; handling pre-litigation legal disputes and inquiries;
reviewing ongoing cases and advising management accordingly; providing and
interpreting legal information; and conducting training and disseminating
appropriate legal information to staff.

(b) mhw
For appointment to this grade an officer must have:-

0] Sewedinﬂ\egradeoflegalOfﬁcerf m of one (1)
year;
(i)  Bachelors of Laws (LL.B) degree fr r izédinstitution;

(iii)  Diploma in Legal Studies (Advocates Programme) from the
Council of Legal Education;

(W) . Membership to. fhe I Society of Kenya (LSK) and the Institute of

(v)  Been admifted ; teoftheHighCourto(Kenya;
(vi) cCu Q | icticing Certificate;
vii)

€W computer application skills; :
( disciplinary case; and
ated professionalconmetu\ceasreﬂeﬂedhwmt
performance and results.

IIL WMMMMW?
Duties and responsibilities at this level will entail:- coordinating formulation,
implﬂmtuionandreﬁewofbgalpoﬁdesandprocedurestomreﬂm&wy

minlinewilhrelevmtlawsdeovermCircdars; advising on legal
matters; ensuring compliance with statutes, regulations and procedures;
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various legal requirements, identify legal risks and on mitigation
measures.

(b) wam
For appointment to this grade, an officer must
()  Served in the grade of Senior . a minimum period of

three (3) years: '

(i) Bacheloroflawsdegreeoreqtﬁvalent ﬁonfromarecogrﬁzed
(iii)
()
v)
(vi)

Iv.

(a) mmm
Duties and responsibilities at this level will entail:- Providing legal advice to
ensure the best legal approach is taken; drawing up and submitting contracts,
agreements and other legal documents; undertaking research on different
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lawyerstoiriﬁatelawsuiuortofamteadefeme, to gather evidence in legal
proceedings involving the county and rendering general ting to any
legal proceedings involving the county; .

(b) Requirements for Appointment
For appointment to this grade, an officer :

(i Sewedinthegndeof(.‘hiefl.egal
three (3) years;

(i) Bad'lelofoflusDegreeorequ'?ent ification from a recognized

(iif)
(iv) sdmitted e of the High Court of Kenya;

Re Council for Legal Education;



Page 126 of 523



(ii)

(iii) OF equivalent qualification from a

the Council for Legal Education; -

2 an Advocate of the High Court of Kenya;

te in Strategic Leadership t Programme  Course
notlessﬂmsittﬁiweeksﬁomaretoglﬁzediﬂﬂituﬁonorits
equivalent:

(Vi) Certificate

in computer application skills;
(viii)

No active disciplinary case: and
(ix) Demonstrateq professional competence and merit as reflected in work
performance and resuylts,

VIL mmmmmma
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(vii)
(viii))

No active disciplinary case: ang
(%), Demonstrate professional



'shes six (6) grades of Assistant
Officers and seven (7) grades of
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nication Tethnology

ief Information 7
Communication Technology
pal Information 6
nication T
Director Information 5. p

Director, Information 4 Q
nication Tec

irector, Information 3

nucatlon T‘-’C"”E&

ﬁnu:nefsn




Progression
3.  RECOGNIZED Qunmmm

The following are the rec

Progression Guidelines:

0] ‘
Communications T
Data Scienc

(i)
Science,
Technology,
Engineering,
Information Technology,
Cyber Security or equi

Course or its equivalent lasti
recognised institution.

(Vil) - Membership to a relevant professional Body where applicable and in

(viii)  Professional Certificates in any of the following: Database Management



equivalent), or Software Development (Java, Visual Studio, Python,
Oracle, or its equivalent), Data Center and Cloud management (VMware,

Certified Data Center Management Professional or its equivalent),

() Such-other qualifications as

may be adjudged and approved by the
County Public Service Board.

(x)  No active disciplinary case.

4. JOB AND APPOINTMENT SPECIFICATIONS
INFORMATION COMMUNICATION TECHNOLOGY ASSIST,

I.  INFORMATION COMMUNICATIONTECH
GRADE CPSB 11

(a) Duti-mdw

This is the entry and training grade for re. An officer at this level will
work under the guidance of a senior officer. and responsibilities will
include: Collecting ICT operational d.;a’s talling and configuring ICT end-user
ices; i | d conhiglring operating systems and application
lagnosing and solving network, software and
d;user support; repairing and maintaining ICT
*rals; monitoring the performance of ICT
illing; and manning the ICT helpdesk.

equipment and
equipment; und

(b)

(a) Duties and Responsibilities

Duties and responsibilities at this level will include: Collating and analyzing ICT
operational data; installing and configuring ICT equipment: installing, updating
Page 132 of 523
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imp'emenﬁng ICT-related risk management strategies.
(b) Requirements for Appointment

- Electronic Engineering, Cyber Securrty

Noa,
recognized institution: and
(iii) Sfmnnmhandabiliryasreﬂeded‘work Nce and results; and
’




“Omparable position

() Diploma in any of the following fields: Computer Science, Information
Communications Technology, Information Tec »  Computer
Engineering, Computer Networking, Software Engineering, Business
Information Technology, Data Science, T tions Engineering,
Electronic Engineering, Cyber Security tion from a
fecognized institution:

(i) Professional Certificates in
ade. .

Oracle, or its €quivalent), Data Center
Certified Data Center Management pro
recognised institutions and V4




For appointment to this grade, an officer must have:

() - Cumulative service period of twelve (12) years relevant work experience,
three (3) of which must havebeenhﬂngradeof&niothTAssistantm
inacomparableposition:

(1)

(iii)

Studio, Python,
terandCIoudmamgenmu[VMware.
: Professional)oritsequivalent from a



e, Telecommunications Engineer:
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Duties and responsibilities at this level will include: Implementing ICT policies,
strategies, regulations, standards and guidelines; undertaking cybersecurity
surveillance and making appropriate recommendations; supporting systems audits;
implementing ICT innovation and commercialization initiatives; implementing

continuity strategies; implementing standard operating pr relating to ICT
infrastructure, software applications, systems and busi ity strategies;
analyzing ICT operational data for reporting '

troubleshooting, diagnosing and solving e issues;
scheduling preventive maintenance, repairing i ipment and
software applications: supervising ICT hel ser support and

capacity building; implementing in management procedures;
and implementing ICT-related risk t stra k

*gree in any of the following fields: Computer Science,
Mdnications  Technology. Information Technology,

ation Technology, Data Science, Telecommunications
% Electrical and Electronic Engineering, Cyber Security or
alification from a recognized institution:



D«.rtiesandrespomibﬂitiesatﬂlislwelwiﬂentail:Su '
implementation and review of |CT policies, strategies, regulations, standards and
gundel'- ines; dt'veIOpmg ing and implemen ting i i

(i) Certificate in ManagementCoursehsting notlesslhanfocxmweehfrom
3 recognized institution;
(iv)

(v) Professional Certificates from a reputable j
Database M3



A et

HCNA, N+, HP or its equivalent), System Administration (MCSE, Linux, Unix
or its equivalent), or Software Development (Java, Visual Studio, Python,
Oracle or the équivalent), Data Center and Cloud management (VMware,

certified Data Center Management Professional or its equivalent), and Data -
Center. and Cloud Mmanagement (Firmware, Certified Data Center
Management fessional or its equivalent); and

(Vi)  Shown merit and ability as reflected in work performance and resulis.

IV. PRINCIPAL INFORMATION COMMUNICATION OFFICER,
JOB GRADE CPsB 6

(a) mmm




(i)

(v)

v)

Professional Certificates from a reputable insti following
t formation

Security (CISSP Securitys, CISA, CISM Support
Operations (ITIL, COBIT or jts equivale istration (CCNA
HCNA, N+, HP or its equivalent), Linux, Unix
a, Visual Studio, Python,

or its equivalent), or Software De
Oracle or the equivalent), Data Ce
certified Data Center Management p
Center and '
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E-Gmmandblyhl&muny

Duties and responsibilities at this level will entail:- Developing, implementing and
reviewing policies, strategies, regulations, standards and guidelines on e-
government and the digital economy; promotinggrcmtholthesoﬁwafeindwhy:
mapping out digital transformation initiatives in €-government; ensuring the
digitalization of government services in line with the government concentric and
enterprise architectures; promoting standardization of software development in

for the adoption of IT-enabled services and
developing work plans and performance

ICT Infrastructure

Duties and responsibilities at this level will ing, implementing and
reviewing policies, strategies, regulations, and guidelines on ICT

infrastructure; building cap on and management of ICT
infrastructure; implementingy monitori and evaluating ICT infrastructure projects
and programmes; unde ke research in collaboration with industry players;

promoting the adoption ofevisonr tally friendly digital technologies and e-

waste manag ) and ensuring optimal utilization of ICT
infrastructure; pr zation of public sector data centers and the
adoption : s developing and implementing disaster recovery
solutions and other b ontinuity strategies; promoting local manufacturing
of digital ¢ > dndigroducts; coordinating ICT activities in ministries, counties,
‘» agencie MDAs)andwiﬂthIopnm\tMners;wdeveloping

appointment to this grade, an officer must have:-

()  Cumulative service period of nine (9) years relevant work experience, three
G)dwhichmusthavebeenintl'negradeofPrincipalICTOfﬁcerora
comparable position:

(i) Bachelor of Science degree in any of the following fields: Computer Science.
Information - Communications ~ Technology, Information Technology,
Computer Engineering, Computer Networking, Software Engineering,
Business Information T, . Data Science, Telecommunications
Engineering, Electrical and Electronic Engineering Cyber Security or
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(v)

(vi)

(vii)

Membership to a relevant professional body
standing

Visual Studio, Python,
ter and Cloud Management (VMware,
t Professional or its equivalent); and

Commerce & Entmpteneursfip
Data Center and Cloud Services
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Duties and responsibilities
reviewing ICT




Duties and responsibilities at this level will entail: Developing, implementing and

practice for software development: and developing concept papers for resource




Partnership and Liaison Services

Duties and responsibilities at this level wi il i ing and
reviewing partnership and liaison ! ici ategies and guidelines;
providing ICT technical assistance to : agencies and other

: for funding, facilitation
projects; monitoring pliance in the implementation
idelines, s dsandfraﬂmksacrossgovemment:

tion of management in MCDAs; and
resource mobilization,

(i)  Master's degree any on the following fields: Computer Science, Information



(iv) Certificate in Leadership Course lasting not less than four (4) weeks from a
recognised institution:

(v) Membership to a relevant professional body where applicable and in good

(vi)  Professional Certificates from a feputable institution in any of the following:
-Database Management (Oracle, SQL, DB2 or its equivalent), Information
Security (CISSP, Security+, CISA, CISM or its equivalent). Service Support
Operations (ITIL, COBIT or its equivalent). Network Administration (CCNA,
HCNA, N+, HP or its equivalent), System Administrati SE, Linux, Unix
or its equivalent), or Software Development (Java, i
Oracle, or its equi alent), Data Center and Cloy

(vii)) Demonstrated professional compet
reflected in work performance and resy

jvity
Data Center and Cloud Services
Partnership and Liaison Services

Cyber-Security

Duties and responsibilities will entail: Coordinating  the formulation,
implementation and review of ICT cybersecurity policies, strategies and guidelines;

Page 148 of 523



Systems Audit and Control

Duties and responsibilities at this level will entail: -
implementation and review i
facilitating the implementati
implementation of ent.




budgeting and prudent utilization of resources.

Duties and responsibilities at this level

implerr.uenta

collaboration with relevant stakeholders; Promoting public awareness on the use
of  e-commerce platforms; coordinating performance management; and
coordinating resource mobilization, budgeting and prudent utilization of resources.



communication infrastructure, including submarine fibre optic cables, optic fibre
backbone infrastructure, last mile connectivity and other ICT devices; promoting
universal access to ICT infrastructure: monitoring and promoting optimal utilization
ofoPﬁccabbs,WideAreaNetworks,locheaNetwksmdintﬂmtcomucﬁﬁm
coordinating investment and integration of ICT infrastructure across Government:
promoting the adoption of emerging technologies in ICT infrastructure and
connectivity; coordinating performance management; and coordinating resource
mobilization, budgeting and prudent utilization of resources.

Data Center and Cloud Services

Duties and responsibilities at this level will entail: -
impienuntatimandrwiewofdahcamfand clouc
and guidelines; promoting the use of government dig
counties, departments and agencies (MCDA
capacity planning for current and future nati
services to ensure optimal utilization: :
implementationofdisastefmoveryand iness cont ity plans for government
datacentefsanddwdservices;pfm' ic-privaté partnership investments
in the development. of data centers and™ak ' {

coordinating performance management: and
budgeting and prudent utiligati

oordinating resource mobilization,

is level will entail: Coordinating the formulation,
ip and liaison services policies, strategies
® provision of ICT technical assistance to ministries,
: ies (MCDAs) and other stakeholders: liaising with
r$'on funding, facilitation and implementation of ICT projects;
aluating compliance in the implementation of ICT circulars,

the implementation of knowledge management in MCDAs;
performance management in field offices; and coordinating resource
budgeting and prudent utilization of resources.

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

(b)

() Cumulative service period of fifteen (15) years relevant work experience.
tfwee(B)olmichmsthavebethwatleastatﬂugradeofAssistant
Director, ICT or in a comparable position;

(i)  Bachelor of Science degree in any of the following fields: Computer Science,
Information  Communications Technology, Information Technology,
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(i)

(iv)

(v)

(vi)

Certificate in leadership Course lasting not fi from a
recognised institution;

Hemhership to a relevant professional

Professional Certificates from a

Oracle, or i i Centermdt‘.‘loudma\agemm(\fme,
Professionaloritsewivalem):and

competenceand managerial capability as
and results.

Mm&sn



documentation and d
and mounting Photographic exhibitions
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Photojournalists thqoumst I

(iv) Master's Degree in any of the following disciplines: Mass CMmunicatiom,



W
(i)

(vii)
(viii)
(ix)

(x)
(i)

Certificate of membership to a professional body from a recognized
institution where applicable;

from :

Strategic Leadership Development Programme lasting not ess than six (6)
weeks from a recognized institution or its equivalen

Certificate in Computer application skills from %tﬂoﬂ
No active disciplinary case.

Any other equivalent qualification that may Pproved by Public Service
Commission,

4. mmnmommmmmns




in Photojournali
institution;

For appointment tomisgrade,anOEﬁcummthm:-

(i) Servadinﬂwegradeof%otq'ounwist istant in period of
three (3) years;

(i)  Diploma . |

(i)  Certificate of ‘membership to 3 prof body from a recognized
institution where appj; ;




(ii) Diploma  in Photojourmlisnmmography from a recognized
(ii)  Certificate of membership to professional body from » recognized

(iv) Certificate in computer application skills from a recognized institution;
(V) No active disciplinary case; and

(a) Duties and Responsibilities
puties and responsibiltes will entai: go nformation and features |
through photogmphy; caption writi picture stories; editing
Photographs; determining quality of phot Prints and cologyr slides;
Ing photographs for diso: chtovscnbem

Further duties will en il Sp iding photographs for uploading onto Kenya News
Agency - : tion Resources Centres; documenting news,
s; and de'termining qQuality of pPhotographic
ivi aphic irnages;mdnuintan' ing

(iii) 'Cer‘tiﬁcf;te of membersh.p 1o a professional body from 3 recognized

(V) Certificate in Supervisory skills coyrse lasting less than tWo (2) weeks from a



(v) Certificate in computer application skills from a recognized institution;

(vi) No active disciplinary case: and

Duties and responsibilities will entail:- documenting |
through photography; caption writing and desig pictu : editing

Further duties will entail:- providing photagraphs ing onto Kenya News
Agency (KNA) website and Information ' es; documenting news,

information and features through phot writing and design,
picture stories; editing photographs; and de ng quality of photographic
images, prints and colour slides: m:hr photographic images; and maintaining
photographic equipment staff.

(b) Requirements for
For appointment must have:-
0] 1or Photojournalist Assistant for a minimum period

iﬁcateofrnembershiptoaprofessiomlbodyftomarecognized
institution where applicable:

% in Plvotojouﬂ\aﬁsrnfﬁwotogriphy from a recognized
E H l'tllan—

(iv) CenifxateinSeriorMamgennnthrsehsﬁngmtlessﬁnnfour(d)meks
from a recognized institution or its equivalent;

(v) Certificate in computer application skills from a recognized institution;
(v))  No active disciplinary case; and

(wvii) SMwnnmitandabilityaerﬂenethkpaiDﬂmnceandresults.
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Dutlesandrespormbolmesmllentail:plambg_ izi and controlling technical
standards for photographs and darkroom  studio operations; providing
photogfapl'sl‘oruploadmgontol(myaﬂews (KNA) website and
Information Resources Centres; carrying out research on photography and
emerging and  providing appropriate str. coordinati

provision of photographic materials for publishing; umentation of

of three (3) years;

For appointment to this grade, an Officer
(i) Sﬂvﬁhﬂngﬂofthﬂ%t& tforaminimwnperiod'

(ii) Diploma in qiourrniWhotography from a ' recognized

(i)  Certificate i lasting not less than four (4) weeks from

applicable or its equivalent:
skills from a recognized institution;

mm&sn



degree holders in this cadre. An officer

i of a senior officer. Duties and
responsibilities will entail: taking and processing of photographs; documenting
news, information and features through photography; providi services;
scanning, digitizing photographs and caption writina: copy negatives;
taking portrait photographs; enlarging photogr. them for
exhibitions.

(b) wam
For appointment to this grade, a candidat@ must
()  Bachelors Degree in Photojournal aphy from a recognized
institution; '
(i)  Certificate of mem ip to a professional body from a recognized
institution where and _

(i)

Certificate ications from a recognized institution.

CPSB 9

(b) m-nnau for Appointment
For appointment to this grade, an officer must have:-

()  Served in the grade of Phot

ojournalist Il for a minimum period of one (1)
year;
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(i)

results.

information and features
Picture stories: editing
them for exhibitions;

(ii)) Certificate of ffvenibershrp 1o a professional body from a recognized
Institution where applicable:

(V) - Certificate In computer applicationshllsfromarec@mzed institution;

(v) ;



Duties and responsibilities  will  entail: editing photographs; organizing
photographic coverage; carrying out research on photography and emerging
technologies and providing appropriate strategies; enlarging r otographs and

In addition, duties and responsibilities will
for photographs and darkroom studio

Photcjoumalismfﬁmoyaphy from a recognized

membership to a professional body from a recognized
ion where applicable:



emerging technologies and providing appropriate strategies; coordinating
provision of photographic materials for publishing; caption writing and designing
picture stories; editing photographs; organizing - photographic coverage;
determining quality of photographic images, prints and colour slides and ensuring
documentation of news, information and features through photography.

(b) Requirements for Appointment
For appointment to this grade, an officer must have:-

()  Served in the grade of Chief Photojournalist for a
(i)  Bachelor's Degree in Photojournali

(iii) Certificate in Senior Management

from a recognized Institution or its

(iv) Certificate of membership to a pro body from a recognized

(v) Certificate in
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Further duties will entail:- coordinating photographic coverage of development

projects, social-economic and cultural activities in line with the Constitution and

Kenya Vision 2030; providing photojournalism services that enhance security, peace

and national cohesion; ensuring professional ethics and standards in the delivery

of photojournalism services; coordinating development of departmental/individual

workplau:pfeparhgbudgets;mmgamofresoumes;mduaiﬁngm
t of staff.

(b) Requirements for Appointment
Forappoinhnenttothisgnde.anofﬁcermmthan:-

()  Served in the grade of Principal Photojournalist for a period of
three (3) years;

(i)  Bachelor's Degree in Photoj a recognized

(i)  Master's Degree in Photojou from a recognized

Leadefsl" Development Programme(SLDP) lasting

not less than six from a recognized institution or its equivalent;

a professional body from a recognized

application skills from a recognized institution;
isciplinary case; and -

au’d professional and managerial competence in photojournalism
ed in work performance and results.



(i) ServedinmegradeofAssistmt
pﬂiodofthree(i)years;

(iv) ip Development Programme lasting not less

a recognized !rstituﬁonoritsemivalent;
i to a professiona IbodyfromarecOgmted'
e applicable;

computer application skills from a recognized institution;

adearWMemandingofNationaI DwelopmentGoalsandKem
2030andmeroleolmanagementof%ot0j0umaﬁsmhﬂle
Adievemlofﬂnsam:






communications services that enhance securi
Promoting public participation; advising Depa
public Communications and stakeholders
Education and Communications (IEQ)
preparing media briefs and press r

documentaries, features and dissemination
on best media practices; and event: provision of content for

uploading onto the Coun Goua-ru-?( Portal and management of content
g '

ines establishes Six (6) grades of Public
(7) grades of Public Communications Officers,
ded as follows:

PUBLIC APPENDIX ‘A’
Designation Job Grade Job
CPSB | Group

Public Communications Assistant 11 H
11}
Public Communications Assistant 10 J
Il
Public Communications Assistant 9 K
I . .
Senior Public Communications 8 L
Assistant
Chief Public Communications 7 M
Assistant
Principal Public Communications 6
Assistant
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in any of the following: Mass Communications, Public
Communications Studies, Media Studies from a recognized



(2) weeks from a recognized institution.

(v)  Certificate in Strategic Leadership Development Programme Course lasting
not less than six (6) weeks from a recognized institution or its equivalent.

(Vi)  Certificate in computer application skills.
(vii) No active disciplinary case,

(viii) Certificate

of ‘membership to a professional body from a recognized
institution.

This is the entry and training grade for this officer at this level will work
under the guidance of a senior offices. Duties and responsibilities will entail:

isting i : ionch.urcing. collating and developing content
aland external public; undertaking media monitoring;

(b)

N ey of the following:  Photojournalism,
ommunications;

Journalism, Public Relations, Communications Studies,

Media
Studies/Science from a recognized institution;

(iii)  Certificate in computer application skills: and -

(iv) Certificate

of membership to a professional body from a recognized
institution.

18 mcouuummmmnmmmm
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() Served in the grade of Public Communicati i minimum
period of three (3) years;

() Served in the grade of Public Communications Assistant Il for a minimum
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(iii).

Served in the grade of Pyublic Communications Assistant | for 3 minimum
period of three (3) years;



(iv) Cﬂﬁﬁcateofﬂmnbeumptoaprofessmlbodyﬁomarecogrized
'".'st"h Itiﬂl'l‘

(v) Certificate in computer application skills;
(Vi)  Excellent oral and written communication skills;
(vii) No active disciplinary case: and

(viii) Shownnmitandabilityasreﬂectedinwork 1 results.

Duties and responsibilities at this i tail: implementation of
communications; ' undertaking Public

(b)

inthegradeolS&iorPubliccmnunicatiomAssiswfora
minimum period of three (3) years;

(i)  Certificate in senior Management Course lasting not less than four (4) weeks
from a recognized Institution or its equivalent;

(iv)  Certificate in computer applications skills;
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)
(vi)

(vii)  Demonstrated professional ¢

(W) No active disciplinary case; and



(b) Rmuhrlppohm
For appointment to this grade, a candida
()  Bachelor's Degree in any of the

Relations, Communications Studies,

Communications, Public
tudies from a recognized

with a Postgraduate Diploma in Mass
Communications Studies, Media Studies

Duties and responsibilities will entail: assisting in the establishment of
communications strategies and programmes; content development on topical
Bsuu;brandingandpmmtingGovemmentinuge isting i '
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(b) Mfww
Fo:appohtmemtomisgrade.anofﬁcer must have:-

()  Servedin the grade of Public Communications Officer for a minimum period
of one (1) year; ;

(i)  Bachelor's Degree in any of the following: Mass Communications, Public
Relations, Communications Studies, Media Studies, a recognized
institution; :

OR
Bachelor's Degree in Social Science with
Communications, Public Relations,
from a recognized institution;

(i) Certificate in computer application skills:

(iv) Certificate of membership to a pr body from a recognized

communication skills; i

in Mass
ia Studies

responsibilities will entail: assisting in the implementation of
ions policies, strategies and programmes; content development on
i ng Government Image; assisti ing in the

issues; branding and promoting Government image;

ic participation; undertaking media monitoring;

liaising with media and diverse publics; packaging press releases, statements and

supplements for dissemination; undertaking Public Communications research;

scheduling interviews and press conferences; uploading content onto institutional
websites and the Government Portal. L
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(I_I) Requirements for Appointment
For appointment to this grade, an officer must have:-

(M

(i)

(i)
()

SewedinﬂtegradeofSeniorPublicCommnicaﬁonsomcet for a minimum
period of three (3) years;

BadnebrsDegneilmyofﬂwefolowing:MmComnmications,Mic
Relations, Communications Studies, Media Studi a recognized
institution:

Bad\elof'sDegreeinSodaIScierxgwi te Di in Mass
Communications, Public Relations, C s S Media Studies
from a recognized institution;

Certificate in computer application

Certificate of
institution;
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(b) Requirements for Appointment
For appointment to this grade, an officer must have:-

(i) Sewedinﬂregt'adeofﬂiefPubﬁcConmticaﬁmmﬁcerfwamiﬂmm
period of three (3) years; :

(i)  Bachelor's Degree in any of the following: Mass Communications, Public
Relations, Communications Studies, Media Studies, Corporate

Conumuicatiomfmnarecogrindinstitutim
OR
Badnelor‘sDegrceinSocialScimcqs i te Di in any of

the following disciplines: Mass
Communications studies or Media

(iii) Certificate in Senior Management lasting not less than four (4) weeks

(iv) Certificate of mem ip to professionalbodyfromafecogrized

institution;

(v)  Certificate skills;

(Vi) Exc communication skills;
case; and

ability as reflected in work performance and results.
PUBLIC COMMUNICATIONS, JOB GRADE CPSB 5
(a)
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For appointment to this grade, an Officer must have:-

(i) SefvedinﬁlegradeofPﬁncideublicComuricatiomOﬂiceffora
niﬁmmperiodoflfmﬂ}m

(i)  Bachelor's Degree in any of the following: Mass Communications, Public
Relations, Communications Studies, Media ies, Corporate
Communications from a recognized institution;

OR

Bachelor's Degree in Social Sciences
the following disciplines: Mass
Communications studies or Media

(iii)  Masters Degree in any of the folla
Public Relations, Corporate CommunitBtiene ommunications studies,
Media Studies, International Rda’ns from a recognized institution;

(iv) Certificate in Strafegi adership Development Programme Course lasting

not less thansi a recognized institution or its equivalent;
(v) Certificate to a professional body from a recognized
(vi) ter application skills;
and written communication sl:ilis:

disciplinary case; and

Shownmﬁtmdabilityasreﬂectedinmkpedmmarxeandrmlts.

Constitution and Kenya Vision 2030; coordinating media monitoring; undertaking
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resources and training and development of staff

(b). Requirements for Appointment | %
For appointment to this grade, an officer Q
(i) Sawdinﬂwgradeofﬁstmt& Communications for a

(i) Bachelor's Degree in_any of the
tions

2 SdenceswithaPostgraﬂmteDi;ﬂonuinanyof
ines: Mass Communications, Public Relations,
ies or Media Studies from a recognized institution;

Certificate in Strategic Leadership Development Programme lasting not less
than six (6) weeks from a recognized imtituﬁonoritseq@alent

(v) Cerﬁﬁcateofmhbership-toaptofessiomlbodyfrmaretognized
(vi) Certifica te in Computer applica tion skills;
(vii) GearunderstmdingofﬂationalDevelopnnntGoals,KmyaVﬁionzowm

ﬂteroleofnwugemlofPublichnmmicaﬁonsinmeacﬁwunentol
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(viii) Excellent oral and written communication skills;
(ix) No active disciplinary case; and
(x)  Demonstrated professional competence and managerial capability as

(a) Duties and Responsibilities
An officer at this level will report to the Informati smooth
running of Public Communications Services.

Duties and responsibilities will entail: ' eti implementing
Government  Public Communications ici ies and programmes;
coordinating and management of coordinating and
managing public participation/engagemen and nurturing relations
with diverse public ensuri i3 National Communications
Strategy and the Govern i plan; assisting in developing Public
Communications/Media al fr advocacy; developing
strategies for implemenfing Publi ications research; overall management
of Public Communigation: iees loc: !yandhternaﬁonaﬂnemuting projection
of a positive ; undertaking Communications development
projects in line OMstitition and Kenya Vision 2030; managing Public
Communigaic ak enhance security, Peace and national cohesion and

- s and standards in the delivery of Public
oMU Nicati eaces; coordinating research on emerging issues in Public
Com \,b ionSicoordinating Government Publicity Plan and media monitoring

\ ... meofﬁcerwillbeinvo!vedindevelopingmimplermting
talﬁndivﬂua.lworl:plahs;erm.-ring sound management of resources;
fo emrugemnt;mua&ingmdevebpmentofstaft
(b) mufwlppohm

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

()  Served in the grade of Deputy Director of Public Communications for 2
minimum period of three (3) years;

(i)  Bachelor's Degree .in any of the following: Mass Communications, Public
Relations, - Communications Studies, Media Studies,  Corporate
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(i) MasfersDegreeinanyofﬂvefdluningdiscipﬁnes:Massc i

(iv) Certificate in Strategic Leadership
U'unsix{(i)weeksﬁnrnarecoglﬁm
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coordinating information services locally and outside Buntry; gathering,
packaging, documenting and disseminating news and i onPwiiting and/or
translating articles and features through the Kenya \ger ifying the
accuracy ofmws;dispatdtingnewsto other ia and_maintaining n effective
national information network: publishing ications and
newsletters; digitizing and availing informati | ough the Kenya

News Agency and Information Resource
2.  GRADING STRUCTURE

The Career Progression -delmo‘zbhshs six (6) grades of Information
Asﬁshnh.ard&ght(&}@ tionOfﬁcers.whowiIlbedesignatedand

APPENDIX ‘A’

Job Grade  Job
CPSB Group
11 H
10 J
i 9 K
Senior Information Assistant 8 L
Chief Information Assistant 7 M
Principal Information Assistant 6 N
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. o APPENDIX ‘B’
Cadre Designation Job Grade Job Group
cPsB

: hrmahmOﬁicerll 10 )
oo EformﬁMOfﬁcefl 9 - R

lor Information Officer 8 L

Chief Information Officer 7 M

incipal Information Officer 6 N

irector, 5




(vi)

(vii)

(viii)

(ix)
(x)
(xi)

recognized institution.
Management Course lasting not less than four (4) weeks from a recognized
institution or its equivalent.

Senior Management Course lasting not less than four (4) weeks from a
recognized institution or its equivalent. :

Strategic Leadership Development Programme lasting not less than six (6)
weeks from a recognized institution or its equivalent,

Certificate in computer application skills.

Any other equivalent qualification by the County
Public Service Board.

4. JOB AND APPOINTMENT SPECIFICA

(i)

(iii)

Studies/Scienc gfrbma recognized institution;

Cmiﬁcmeofmmershiptoaprofesimalbodyhomarecqnized

Certificate in computer application skills.
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period of three

()  Servedin the grade of Information Assi a
(3) years;
(i)  Diploma in any of the following: tojournalism, Mass Communications,

tions  Studies, Media

(b) Requirements for Appointment
For appointment to this grade, an officer must have:
' minim

Studies/Science from a recognized insti

(b) mhm
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For appointment to this grade, an officer must have:-

(i) Servedinmegradeoﬂnfomutionkssistamnfma minimum period of three

(i)  Diploma in any of the following:- Photojournalism, Mass Communications,
Studies/Science from a recognized institution;

(iii)  Certificate in computer application skills;

(iv) _Cer?iﬁc:nte of membership to a i recognized
mstitution;

(v) . Excellent oral and written Communicati

(vi)  No active disciplinary case; and .Q

(vii)  Shown merit and ability as reflected - e and results.

- @nsuring implementation of information
in management of news, information and
. receiving, verifying, selecting, re- writing/editing,
g and dispatching news, information and features and

Studies/Science or any other approved equivalent qualifications from a
recognized institution;
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(iii)

(iv)
v)
(v)

(vii)

Certiﬁcateofmnbershiptoapmfesionalbodyfmmarecogrized

institution;

Certificate in computer application skills;
£:u£ellent ;:ral and written communication skills:
No active disciplinary case; and

Shown merit and ability as reflected in work and results.

V. mmmmm.mm

(a) Duties and Responsibilities

Duties and responsibilities will entail: of information
policies, programmes and strategies in of news, information and
featureswhidtindude:gameﬁng.rec ivi ifying, ing, re- writing/editing,
translating, editing packaging and dispatchi I tion and features and
ensuring timely, accurate and quality dissemi of news, information and
features; carrying out infa tmnmand preparing reports; development of
departmental and individusl work undertaking information research;

tent onto Kenya News Agency (KNA) website

Information Reso : paling documentaries and features and assisting

(b)

(i)

(iv)
(v)

ade, an officer must have:-

grade of Senior Information Aﬁsistant for a minimum period

recognized institution;

Certificate of membership to a professional body from a recognized
institution;

Certificate in computer application skills;
Excellent oral and written communication skills;
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Duties and responsibilities will entail:- management of information and
features; co-ordination of information services; carrying tion research
and preparing reports; coordinating the provision tent onto
Kenya News Agency (KNA) website and Inf, tion Centres;

develqpmentofdepanmental and individual

ite in Senior Management

Course lasting not less than four (4)
from a recognized Institution

or its equivalent;

Excellent oral and written communication skills;
(v) Certificate in computer application skills;
(vi) No active discfplinary case; and

(vii) Dmmn_ated professional competence and managerial capability as
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ing the quality of news filed and relating their
relevance to Government policy; assisting in undertaking 4 tion research;
uploading content onto Kenya News Agency (KNA) Information

Resource Centres and managing information gvlthen’l% systems.
For appointment to this grade, a candidat

()  Bachelors degree in any of the fol : Mass !
Public Relations, Communications St 1a Studies, Photojournalism
from a recognized institution;

+ or

Duties and responsibilities will include: gathering, receiving, writing, verifying,
editing and dispatching news, information and f : i i
research; assisting in determining the quality of news filed and relating their
relevance to Government policy; providing and uploading content onto Kenya
News Agency (KNA) website

and Information Resource Centres and ensuring
quality assurance of news and features.

(b) Mhm
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Forappohmnnttoﬂisgtade.mofﬁcernwsthwe:-

(i)  Served in.the grade of Information Officer II for a minimum period of one (1)
year;

(i) . Bachelors degree in any of the following: Mass Communications, Journalism,
Public Relations, Communications Studies, Media Studies/Science,
Photojournalism from a recognized institution;

OR
Bachelor's degree in Social Science with
Photojournalism, Mass Communicati
Communications Studies, Media S _ a recognized
(iii) Certificate in computer application

(iv) berﬂtipto}ptdemonalhodyfmnarecognized

JOB GRADE CPSB 8

responsibilities will entail: management of news, information and
tures which include: gathering, receiving, verifying, selecting, re- writing/editing,
ing and dispatching news, information and features; undertaking
information research; providing and uploading content onto Kenya News Agency
(KNA) website and Information Resource Centres; preparing documentaries and
assisting in the development of information gathering strategies and programmes.

In addition, the officer will assist in the co-ordination of mobile cinema activities;
aligning information services to Government policies; undertaking information
research; providing and uploading content onto Kenya News Agency (KNA) website
and Information Resource Centres; preparing media reviews, briefs, supplements
and documentaries; supervising staff and managing resources.
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(i)  Bachelors degree in any of the following: Mass Communications, Journalism,
Public Relations, Communications Studies, Smdies/'.;cience.
Photojournalism from a recognized institution; -







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

() Served in the grade of Chief Information Officer for_aminimum period of
three (3) years;

(i) Bachelor‘sde?reeinmyofthe_foll_owirg-hhss

Studi ’ I
n S tCocxselastingnotlesstlunfour(ﬂmeks
: i or its equivalent;

'toaprolessionalbodyfromarecogrized

(viii)) Shownmeritandal?iﬁlyasreﬁectedinmpetformmawresuhs

Duties and responsibilities will entail: assisting in the formulation, interpretation
and implementation of information policies, programmes and strategies; co-
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() Served in the grade of Principal Information Officer f,

(i) Bachebf’sdegreeinanyofmefollowhg:Mass
-Public Relations, Communications :

(vii)  Excellent oral and written communication skills;

(ﬁi) Noactiudisciplinarycase:md
(ix) waMwmmmmwcwIWu



(a) mmm

Anofﬁce:anliskvelwiﬂbedepbyed_asﬂnlwadofamvisbnatﬁwheadqm
HefﬂrewiﬂbemspomibletoﬂreDiredorofWormaﬁmfwﬂtemdleﬁecﬁw
and efficient management of a division.

Duties and responsibilities will entail: initiating the formulation, interpretation and
implementation of information policies, programmes and strategies; coordinating

information  services; managing news, information tures; analysing
information research and reports and making rec appropriate;
msuringpmvisionarlduploadingofmmt onto (KNA)

website and Information Resource Centres.

ues,Medaastudies/Sueme

ojournalism from a recognized

Badtelnr'sdegfeeinSociaISciemewithaPostgraduauDiplumin

Photojournalism, Mass Communications, Journalism, Public Relations,

Communications Studies, Media Studies/Science from a recognized

(iii)  Master's degree in any of the following disciplines: Mass Communications,

Journalism,  Public - Relations,  Communications Studies, Media
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(v)

v)

(vi)
(vi)

Certificate in computer application skills;

Clear understanding of National Development 2030 and
ﬂ'aeroleofmanagernemofinfonnationinthe ' same;



P"o“qimrmlisn;fﬁnotography,
equivalent qualifications from a recogni




and Information Techas:

ealth Records and
Information Technician I

Health Records and
Information Technician 11

Health Records and

Information Technici |

Senior Health Records and
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3. moemsmquummns

The following are the recognized minimum qualifications for the purpose of this
Career Progression Guidelines:-

(i)  Certificate in Health Records and Information Management lasting not less

(i)  Diploma in Health Records and Information T
qualification from a recognized institution.

(iii)  Bachelor's degree in Health Records and
(iv) Master’s. degree in any of the

Monitoring and Evaluation, Project

Information Science, Biostatistics,
recognized instituti ,

(v) Certificate of ion from Association of Medical Records Officers
Kenya (AM .

(vi) Valid pract Health Records and Information Board (HRIMB).

(vii) SldllsCourselasthgnotlessﬁ\antwomweeks

in Managementleastihgnotlessﬂnnlmr(ﬂweeks
arecoglizedirmituﬁonoritsequivalent

) ificate in Strategic I.eaderslipDevelopmuangramm lasting not less
ﬂunsbctﬁ)weeksfromarecogrizedirmituﬁonorilsequivalent.

(x) Certificate in Computer Application skills.
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(b)

medical records and documents; preparing clinics; updating bed bureaus; Capturing
data from service points; Maintaining record safety and iality; di
patients to relevant clinics; coding and indexing of di
entering data and reporting.

Requirements for Appointment
For appointment to this grade, a candidaté must -
tion
from

0] Ceﬂiﬁcatehﬂeahhkecordsand!n tingnotlessthantwo(f!)
years or its equivalent qualification nized institution;

(i)  Certificate of lon from" Association of Medical Records Officers
Kenya (AMRO-K) _
(i)  valid pr alth Records and Information Board (HRIMB

(v)
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grade of Health Records and Information Technician 1 for 5
minimum period of three (3) years;



(iii)  Certificate of Registration from Association of Medical Records Officers
Kenya (AMRO-K);

(iv) valid practicing license from Health Records and Information Board (HRIMB: :
(V)  Centificate in computer application skills;

(V)  No active disciplinary case: and

ing medical
, editing of patient
ining record safety and
patient, master index:
dlinics; assigning codes to
and surgical procedures
ion of Diseases and Procedures in
reports;  providing, where necessary, health
. compiling bio data; analysing medical data
: & :

(b)

Certificate of Registration from Association of Medical Records Officers
Kenya (AMRO-K);

(V) Valid practicing license from Health Records and Information Board (HRIMB);
(v) Certificate in computer application skill:

(vi)  No active disciplinary case; and

(vii) Shownmitarxdabilhyasreﬂectedinwortperfmawreﬂﬂu
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(b) Requirements for

index; directing patients to relevant clinics;
and specialty clinics and; assigning coc
according to the International Classifi
Medicine; and entering health data.

O the consultants

and Procedures in

ds and Information Technology or
a recognized institution;

from Association of Medical Records Officers

Duties and responsibilities at this level will entail:- Vi registering
patients; booking appointment for patients to specialty clinics and
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compiling health records reports.
(b) Requirements for Appointment
For appointment to this grade, an officer must have:-

0] Served in the grade of Health Records a tion T ist Il for a
minimum period of three (3) years;

health information with other stakeholders; compiling patients bio data; compiling
and preparing health records and reports.
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(h)'m@rm

()  Served in the grade of Health Records and Information Technologist I for a

minimum period of three (3) years;
(i)  Diploma  in Health Records and Information Technology or
its equivalent qualification from a recognized institution;

(i) Certificate of Registration from Association of igal Records Officers
Kenya (AMRO-K);

(iv) valid Practicing license from Health Records a (HRIMB):
(v) - Certificate in computer application skills:

(vi)  No active disciplinary case: and

(vii)  Shown merit and ability as reflected i and results.

I will entail: implementing health records and
delines; providing advice on disclosure, confidentiality,

(i) Sewedintheg:adeolHealthRecordsandlnfmﬁonTechnologistHora
minimum period of three (3) years;

(i) Diploma in Health Records  and Information Technology or



(i) Certiﬁéte of Registr.
K

(v)

(v) Certificate in Sy

pervisory Skills Course
a recogni institution,
(vi) Certificate in Computer application skills;

(vii)

Noacﬁwdisciplinacycase;and

(viii) 'Shawnmeritandatilityasreﬂected in ’\dresulta
V. CHIEer HEALTH RECORDS AND
CPsB7




(v)
(v) Supervasoq slc_ills course lasti

Certificate in computer application skills;

No active disciplinary Case; and

Served in the grade of Chief
for a minimum period of three (3)

(i) - Diploma in . Health

Health Records ang Information Technologist
years;

(i) Cmte of Registration

(v)



(v) SupﬂvisorySkiﬂscDurselasting notiessthantwomweeksfroma
(vi) CEfﬁﬁcateinSﬂliorMUlagemeﬂtCoum lasting not less than four (4) weeks

(vil)  Certificate in computer application skills:
(vii) No active disciplinary case: and
(ix) Shownmeritandabilityasreﬂectedinwmk Its.

Duties and responsibilities at this level will efggil.- '
information policies, standards and guideli iding advice on disclosure,
confidentiality, security agd excha I ion;

(i) *  Diploma in Health Records and Information Technology or its equivalent
qualification from a recognized institution;
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: and information policies, standards and
quidelines; providing advice on disclosure, confidentiali and exchange of
| health records and information; analysing health records

maintaining diagnostic and surgical indices;
iseases and surgical procedures accordi

Diseases and Procedures in Medicine;fand i

procedures.

(b) w&m

For appointment to this , a cmdi!te must have:-
0
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(b) th
For appointment to this grade, an officer must haye:-

0] Served in the grade of Health Records and Informati
periodofone(nyear;

(i)  Bachelor's degree in Health Records and

qualification from a recognized instituti |
(ii) - Certificate of Association of MednlE:Qe:m (AMRO-K):
(iv) valid Practicing license from Health ords and ion Board (HRIMB);
(v) Certificate in computer application skills;

(Vi)  No active discipli and ,

(vii)  Shown edinworkpeffdrmmceandresults.
IIL. CHIEF HEAL muomca,mmn:asn

will entail: ensuring implementing of health records and
standards and guidelines: providing advice on disclosure,
ity, security and exchange of health records and information; facilitating
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(iif)

()
v)
(v)

ServedinthegradeofSenior fornuﬁmofﬁcerfora
minimum period of three (3) years; :

Bachelor's degree

in Health Records
Qualification from 3

and Information Or equivalent
recognized institution; '

Certificate of Registration from Association of Medical Records Officers
Kenya (AMRO-K)-

d (HRIMB);




R RS PRI G 2 0T I A T B - O3,

minimum period of three (3) years;

(i)  Bachelor's degree in Health Records and  Information or equivalent

(i) Certificate of Registration frorm Association of Medical Records Officers

Kenya (AMRO-K):
(iv)  valid Practicing license from Health Records and Information Board (HRIMB);
(v)  Certificate in Senior Management Course lasting four (4) weeks

from a recognized institution or its equivalent:
(vi) .Certiﬁcate in computer application skills; %

(vii) Noactivediscip!inary case; and
. & Ministrative ability as

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

(i) Servedinthegradeof?ﬁndpalﬂealthﬂecordsmdlnformationﬂfﬁcafm
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(i)  Bachelors degree in any of the following discipii "aith Records and
hformationorequivalentmaliﬁcationfroma g ec ion;

(i)  Master's degree in any of the followig 8 ds and
Information, Health Systems M - Publ aith Informatics,
Health Services management, and Evaluation,
Project Management, Informati Information Science

(iv)  Certificate of Registration from 2 1ation of Medical Records Officers
Kenya (AMRO-K); /

(v)
(vi)

(vii)

i computer application skills:
disciplinary case: and
(x Demonstrated high degree of professional competence and administrative

Capability required for effective coordination of Health Records and
Information Function,

mmnmmmmnmmmmm
CPSB 3 :
(a) Dlltlnlndm
Duties and responsibilities at this level wi!l entail: providing policy direction in
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(Vi) "~ Certificate in Strategic Leadership Development pr

(vii)  Certificate in Sewor Minagement Course
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dormant/obsolete files/documents.
2. GRADING STRUCTURE
The Career Progression Guidelines i (8) of Records
MinagementOI‘ﬁceuwhowillbedesig and as follows:-
Cadre Designation Job Grade | Job
; .
Records Records er Il 1 H
Management |"Records Officer Il 10 )
Officers Rec t Officer | . . @ K
t 8 L
Chief ds t 7 M
ords Management 6 N
er : _
Assistant Director, Records | 5 P
Deputy Director, Records 4 Q
Management
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(i) Diploma in any of the following disciplines: Records/Information
Management, Library/Information Science or equivalent qualifications from

a recognized institution.

(i)  Bachelors degree in Information Science/Records Management or any

other social sciences from a recognized institution.

(v)  Master's degree in Information Science/Records Management or any other

social sciences from a recognized institution
(v)  Registration with a relevant professional body.

(vi) Certificate in Supervisory Skills Course
from a recognized institution,

(Vii) Certificate in Senior

weeks from a recognized insti its equi

(viii) Certificate in Strategic Leadership

(2) weeks
Course ing not less than four (4)

t Program lasting not less

than six (6) weeks fr a recogpied institution or its equivalent.

(ix) Certificate in application skills.

as may be approved by the County Public Service

Thisistheenhyandtraininggradefmmiscadre. The officer will work under the
guidmteofaseniorofﬁcu.knofﬁceratﬂislﬂelwillbedeployedinamgimy
~where duties and responsibilities will entail:- receiving, sorting, opening, filing,
minuting and distribution of mail: dispatching of mail and guiding on files disposal.

(b) Requirements for Appointment
For appointment to this grade, a candidate must have--
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(ii)

Certificate in computer applications skills: and

hpnndszl



| (iil)  No active disciplinary case.
Promotion
For Promotion to this grade, an officer must have:-

0]

in the registry; updating
- and ascertaining general dleanliness of the registry.

for Appointment
intment to this grade, an officer must have:-

(i) SewedinﬂwegmdeofﬂecordsManagernentOfﬁcefﬂfaamilinmmperiod
| of three (3) years; : :

(i) Certificate in any of the following  disciplines: Records/Information



w; degree in Information Science/Records Management or any other
social sciences from a recognized institution; -

(iii)  Certificate in computer application skills;




(iv) Certificate in computer application skills;
(v) No active disciplinary case; and

(vi) Shownmeritandabilityasreﬂectedinwortperfm:ceandmsults.

An officer at this level will be responsible for efficie
services in a Department. Specific duties and responsit

- {"‘,‘ of registry
m;- ll-entad:-
. ICCO ation for

Cking to ascertain

and disposal of files,
the officer will be

appropriate action has been taken by
budget estimates for the registry; initiating
documents and other records in a

For appointment to this an officer must have:-

() Served in the grade for Records Management Officer for a minimum
the following: Records/Information Management,

Science or equivalent qualifications from a recognized

s degree in Information Science/Records Management or any other
sciences from a recognized institut ion;

(i)  Certificate in computer application skills;

(iv)  No active disciplinary case; and

(V) Shown merit and ability as reflected in work performance and results.
VL. PRINCIPAL RECORDS MANAGEMENT OFFICER, JOB GRADE CPSB 6
(3) Duties and Responsibilities
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(i)

tfunshtﬁ)weehﬁumarecogrﬁud'

Mastersdegreemlnfonnatic.mwords ent or any other

soadsaencesﬁomarecogmaedmmm |
% YA

Cerﬁﬁcatehsmtegiclendefshp not
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ices; and collabor
and rhetingoflibrary
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APPENDIX ‘B’
Cadre
| New Designation ' Job Grade!  Jop
Librarians | Librarian | Group
Senior Librarian 2 X
Chief Librarian > v
 Principal Librarian ; N—
Assistant Director, Library 5 l:
Deputy Director, Libr
L Director, Library Setv::s ;

£
x
E
&g
H|
N
g
§
T8

¢ fecognized qualifica purpose of this Car
£ eer

Akion Studies; | j

lowing dﬁm Library and Information Science:

brary, Archives and Records



(viii) ‘Strategic Leadership Development Course lasting not less t
weeks from 3 récognized institution or it equivalent.

Certificate in Computer Application skills.
No active disciplinary case.

(xi) - Any other equivalent

qualification that may bec County
Public Service Board.
APPENDIX

'A.

han six (6)
(ix)
()




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

() Served in the grade of Library Assistant |1 for a minimum period of three (3)
years;

(i)  Diplomain any of the following disciplines:- Library and Information Science,
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reference transactions and database searches; participating in preparation of

budgetproposalslorti'telibrary;supervise.coachm working in the
library.
(b) Requirements for Appointment
Forappointmenttomisgfade,anofﬁcef
(i) ServedinthegradeofSeniorLilx istant inimum period of three
(3) years;

(ii) Diploma in any of the ollowing digeiplines: - Ubraryandlnformﬁmﬁme,
lio Stut or Library, Archives and Records

Duties and responsibilities will involve:- taking custody of information resources,
supervising, selecting and requisitioning of information resources in liaison with
Management; coordinating, receiving and verifying acquired information resources;
coordinating shelving and shelf arrangement; supervising circulation services;



(i) Diploma in any of the

(i) Certificate in a Management C
from a recognized institution or i

(iv)
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This is the entry and training grade for this cadre. An officer at this level will work
under the guidance of a senior officer Duties and responsibilities will involve: -
registering Library users; collating user requests: accessioni
labelling of the acquired information resources; shelving arrangement;
charging and discharging library materials, pasting dat

and cataloguing press cuttings; filing catalog g )G
compiling lists of overdue resources; seria pl and
metadata in the database; and compiling atistic

~(b) Requirements for Appointment :

For appointment to this grade, a candidate

()  Bachelor's Degree in brary Studies/Library and Information Science;

the following disciplines with Library Option:-
ience, Information Studies, Science or Technology
¢ from a recognized institution;

s Degree in Social Sciences with a Post Graduate Diploma in any of
ing disciplines:- Library and Information Science, Library and
Studies or Library, Archives and Records Management from a
recognized institution; and
(i) Certificate in computer application skills.
IL.  SENIOR LIBRARIAN, JOB GRADE CPSB 8
(a) Duties and Responsibilities

Duties and responsibilities will entail-- ensuring registration of users; selecting and
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charging and discharging library materials; ensuring preservation and conservation
of information resources; cataloguing and classifying of information resources;
erumeﬁlhgofcatabguecards; receiving newllhrarynutenals,senaiscontroland
tracking; entering metadata in the database: compiling user profiles; providing
mfumunreducauonandmfoﬂmnonhteracymes.mdemngand

For appointment to this grade, an officer
() Sgrvedinﬂtegradeofal.ibrarian

Certificate in Computer application skills;
(V) No active disciplinary case: and



ing disciplines with Library Option:-
e, Information Studies, Science or Technology
4 recognized institution;

OR

(iv)  No active disciplinary case: and
(v)  Professional and administrative ability as reflected in work performance and
results.




information resources: constructing thesauri: checking entry of Metadata in the
database for conformity; editing data and ensuring its security; Preparing and
conducting  user education and information [iter Programs; retrieving
information; tagging online information resources; planning Jibr:

For appointment to this grade, an officer
(i) Servedinthgrade fChiefli"ianforamiHiMmpﬂiodofU\reeG)
years;

(v)  Certificate in computer application skills:
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(v)  No active disciplinary case; and

(V) Demonstrated professional and administrative ability as reflected in work
performance and results.

Anofﬁceratmislevelmaybedeployadtoheada
Library Services or a Level Il library in a Ministry/Depa
Duties and responsibilities in a Section within the't 3

will involve:- coordinating implementation @ :

collaboration with other information servi oviders. I addition, the officer will
be responsible for promoting conformity tg._i ' i !
standards; conducting research on  disaster mitigation and recovery
procedures; planning and ing bl*( and funding proposals for the section;
researching and reporti emerging trends in library and information service;
and supervising, coachin mentoring staff working in the section.

SPORS Library will involve:- overall management
and administrat % Libfary; coordinating implementation of library
e anddrds and guidelines: compiling information for

ptimalstaffing leve!s;undertakingpmgrammesandactivitiesto
Buinformation service and reading culture; and ensuring
ation with other infom\ationsewiceprmiders.haddition,
sponsible for coordinating, cataloguing, acquisition, storage,
preservation, conservation, weeding, classification, indexing and
of information resources; managing union catalogue; ensuring
of thesauri; planning, preparing and implementing library programs

(b) Requirements for Appointment

For appointment to this grade, an officer must have:-
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(i) Servedinthegradeofa?rincipalﬁbﬂrianiocauﬁrimmpeﬁodolmme
(3) years;

(i)  Bachelor's Degree in Library Studies/Library and Information Science;
OR
Bachelor's Degree in any of the following disciplines with Library Option:-

Education, Information Science, Information Studies, Sci or Technology
in Information Science from a recognized instituti

Bachelor’s Degree in Social Sciences wi
the following disciplines:- Library
Information Studies or Library,
recognized institution;

(iii)  Master's Degree in any of the followi ines:- Education in Library
Sdence:Libwy&lnfotmtiledence,Hﬂosophyinubmyand
Information Science, Science in ary and Information Studies, Information
Science in Library ormation Science from a recognized institution;




development of Programmes and activities to promote libr
service and reading culture; validat;
mstmmonallang international standards, proc

Forappoinmmenttothisgrade.anofﬁca

(i) Servedinthegrade of Assistant Dj
Period of three (3) : ,

(i)  Bachelor's Degree ary Studies/Library and Information Science;

Ed n Science, Information Studies, Science or Ted'nrblogy
in In ' from a recognized institution; .

sDegreehSociatSdenceswithaPostGraduatebiplomainanyof
foiiowing disciplines: - Library and Information Science, Library and
Information Studies or Library, Archives and Records Management from a
fecognized institution

(i)  Masters Degree in any of the following disciplines:- Education in Library

Science, Library . & Information Science, Philosophy in Library and
lﬂformauon&:lence Science in Library and Information Studies, Information
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than six (6) weeks from a recognized institution or its equivalent;
(v) Centificate in computer application skills:
(V)  No active disciplinary case: and
(vii) Dﬂfloln.str?ted a high degree of profesnonal com_petence.and idmwstratm'

Documentary Services for the overal|
the department.

Specific duties and responsibilities will
reviewing of library “information policies;

regulations and facilitate their implerrlahon; overseeing the development of
ing

research programmes and projects in
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(i) Servedinﬂ\egradeofﬂepmyﬂirector. librarySelvioesloraminimum
periodottlweemyurs;

(i)  Bachelor's Degree i

Bacheior'sDegreehanyofﬂtefotb\Vingdisciplines |
Education, Information Science, Information Studi
in Information Science

fromarecognizedimtilcad- -

of the ing disciplines:- Education in Library
Mmozms:m Philosophy in (i
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academic interprem:m, iti
SpetinunbelmgingormlomtoNMK.ﬁnanddmmntandpubm
rdaﬁas;andﬂpamionof&hseummﬂ\eirphyskdmintmem
includes Antiquities, - Sites, ments and gazzeted areas (natural/cultyral
habitats).
2, mﬂm
The Guidelines provide for 12 will be
Nated and graded as follows:-
Cadre Designation - Job Grade | jop
Curatorial Staff | Curatorial Assistan 12 %
- | Curatorial Assistant [] 11 H
Cdratorial Assitant | 10 J
BRL L
7 M
rator 6 N
pal Curator 5 .0
4 Q
L | Assistant Director | 3 R ]
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(i)  Certificate in Museum Studies, Conservation or any other relevant Museum

field.

@)  Diploma or its equivalent from a recognized institution in a relevant

field in Museumrelated activities.
(iv)  Higher National Diploma in Museum Studies and related disciplines.

(v) B.Sc.orBAfromarecogrizeduniversityoritsequiv with a bias in

the disciplinerelated to an area of Museum studies.
(vi)  Post graduate Diploma in Museum Studies
(i) - No active disciplinary case.

(viii)  MSc or MA. in Museum studies a t ipli
university. :

The Curatorial Assist: plly be required to:- maintain cleanliness in the
' : 'ensurematvisitorsdonothmperwithobjectsor
security of exhibits; receive and assist visitors in the

jonuments and maintain good public relations.
(b)

equivalent; and
(i)  Be computer literate.

IL. cunrommmn.mmnecruu
(a) Duties and Responsibilities

Duties and responsibilities of a Curatorial Assistant Il will entail receiving visitors;
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andidmitﬁsuaﬁonofameormmenu Maintaini
Security and conservation of objects; up keeping buildings or site, fences, and notice
ds;emuregoodpubhc relations and reponmti'leomdmonofthesate to the
Curator at regular intervals,
(b)  Requirements for Appointment

Direct appointment

Direct appointment will pe Made to this grade, provided the

Possession of-

(™) No active disciplinary case.

Kenya Certificate of Secondary Education K %Minus):
(W) Certificate in Museum Studies;
(iii) Computer Literate; and Q

Promotion

For promotion to this gr. ing o(efs must:-

() have served ; ) C i Assistanthoramirimump&iodofthreeB)
Years; and Have abiﬁtyinhisnmwort



(i)  Have adiploma in a relevant field:
(i) Be Computer literate; and
(v)  No active disciplinary case.

(M AtleastaDiplonuinMuseumStud'morany ipline;
(i) No active disciplinary case; and

(iii) Have shown merit and ability in hi Qn‘

IV. CURATOR I, JOB GRADE CPsB 9 NL

(a) Duties and Responsibilities

disciplinary case; and
(iii) Hms?wnrneritmdabilityinhism«wortpedormmce.

V. CURATOR L, JOB GRADE CPsB 8
(a) Duties and Responsibilities

Anofﬁcaatmiskvﬂuﬁﬂhkepmin&signwkstdhﬁonofeﬂibiﬁmM
and maintain good public . relations; and supervise preservation of Museum
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specimens and objects on exhibition.
(b) Requirements for Appointment
Direct Abpoint
For direct appointment to the grade of Curator Il a candidate must:-

0} HaveaB.AorB.Sc.oritsequivalentfromarecogrized institution in a
relevant field:
OR

Have a Higher National Diploma in a relevangifield (3) years’
experience; and

(M)  No active disciplinary case.

Promotion '
Forservingofﬁcerstdbeptomotedto'thisg must satisfy the following
o s

mfmanirimmpeﬁodpftfweeﬂjm

Fdrpromtiontoﬂu’sgrade.anofﬁcermst
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RN

(i) Have served in thepositionofCuratorI!foranﬁnimumpetiodofﬂareeﬂ}
years;

(i) BeinpossessimOfBScorBAinarelatedﬁeld;

@) No active disciplinary case: and

(a) Duties and Responsibilities
A Senior Curator will perform the duties similar to of Cur will have
special responsibilities which include: overseei ion of the
Museum; initiating development projects with Museury and Managing,
directing, controlling and coordinating




@ Have Master's Degree inarelevantﬁeldplusﬁw
Museum related work;

No active dmphna:y case; and
(W) Be computer literate,

(5) years’ experience in
(i)




0} HaveservedinthegradeofaPrincipaICuratorfmapeﬁodmtcxceeding
three (3) years;

(i) Be'inpos;'-essionofatleMaMScorMAandPostGraduateDiplmna in
related field;

(i) - No active disciplinary case; and
(V) Have shown merit and ability in their work performance.
X. mmmumuumm
(a) Duties and Responsibilities

An Assistant Director, Museum Sites and
Director, Museums Sites and Monuments
region, including revenue and visitor stati
duties entail:- implementing the NMK mi
effective communication flows within

the NMK headquarters;
A control the activities of, all

NMK museum, sites and monuments withi the region; coordinating the protection
of Sites and Monumen ] ts including destructive development;
coordinate the iden ofnewher'rtage sites / monuments and make
i : quisition and gazettement as sites and monuments;

e public programmes within the region, in
Coordinator of the Directorate of Museum Sites

arged with the responsibility of verifying that all
MK sites and monuments within the regions have valid
permits or any other necessary documents; initiating regional
and develop revenue generation in the museums and sites in
with Director Museum Sites and Monuments, and the Director
and Corporate Affairs, coordinate; participating in the planning for
t of Museum Sites and Monuments in the region; implementing

Further the officer will be required to maintain quality control of all outsourced
services in relation to the Directorate’s activities in liaison with the Director
Museums Sites and Monuments, develop and strengthen linkages and networking
with the communities, local authorities and local and international partners and
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(i)
(iif)
(iv)
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ion  Guideline establishes eleven (11) grades of Game
estRangersMbowillbedesignatedamlgradedasfollows:-
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e s
Rangers/ Ranger / Forest Ranger

orest Rangers Eorporal (Game) / Corporal (Forest)

geant (Game) / Sergeant
orest)

lor Sergeant (Game) 7 Senior 11 H
geant (Forest)

ior Sergeant Major /11
t Major)

Warden II1 / Forest Warden
/ Warden Ill (Cadet)

Warden |1 / Forest
Warden | / Forest arden |

Game Warden / 7
orest Warden

o
L=




(i)

(i)




(v)  Platoon Commander’s Course
(xvi) Supervisory Course
Oevii)  No active disciplinary case.

and  inquiry offices; |

processing crimes; collect; | i
taking - exhibits to '

|



(i)  Have undergone Paramilitary Training Course lasting not less than six (6)
months;

(i)  Be a Kenyan citizen;

(v)  Be physically and mentally fit;

(v) Bebetwveenmeageoflﬂandzayears;
(v)  Have no criminal record:

(vii)  Passed an aptitude test:

Certiﬁcateincomputefapplicatiomwﬂlbean

ing traffic duties within the reserve where

recovering illegal animal and forest products;

raids, ambushes and special operations; performing night rounds:
ing armoury duties; and responding to distress calls.

(b) w&m ,

0] Semdinﬂnpositionofaﬁamaﬂanguﬁorestkangerforapedodmt
less than 3 years;

()  Successfully undergone Corporal’s promotion course;
(iii) Shownmeritmdabiﬁtyasreﬂectedinworkpedormemdremlts;
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W)

v)
(vi)

recognized institution;

Meet the requirements of Chapter Six of the Constitution of Kenya, 2010
on Leadership and Integrity and Article 232 on Values and Principles of
Public Service;

Nodisciplinarycomicﬁonoradmsereponhﬂwlastsix(ﬂ months;
Demonstrate exemplary leadership skills;
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Service;
(v)  Demonstrated exemplary leadership qualities;

(wii) Nodisdplinaryconvicﬁonoradmserepmhﬂnlastsh(&)mnms;
(wiii) Noachvedlscnplmarycase'and '
(ix) Shownnmitmdabilityasreﬂectedhworkpedonnameandresults.

mmmn-mmmu
mmmmmm-cm
(a) Duties and Responsibilities

an

Theofﬁceratmislewlshallreporttoﬂw

tion of work schedules;
for intelligence

» coaching and mentoring; promoting Chapter Six of
ing Public Service Values and Ethics; mentoring and

successfully undergone Drill and Duties Advance Course;
Thorough knowledge and application of Forest Conservation and
Act, Narok County Rangers Procedures, Disciplinary Code of

Conduct and Service Standing Orders; _
(i) s_enedintrm'umafs“gemtfounirimumpeﬁodduweemm
(v)  Shown merit and ability as reflected in work performance and results:
(v) = Demonstrated exemplary leadership qualities;
(Vi) Met the requirements of Chapter Six of the Constitution of Kenya, 2010;
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Duties and responsibilities will entail:- ensuring
conventional paramilitary standards; ensuring &

» conducting i ions; laising with other station
t embga€ing community policing ideology;
providing service support to other security
ime investigations; 'andcmduchng'_ Operations

role and responsibility will be overall in charge
rangers discipline, command and cer I

(i) BeaSuvthergeant{Gameijergeant[Forest]andnmsthave

served as a Sergeant for 3 minimum period of three (3) years in that
rank; |
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administrative duties; making morni call ups and evening briefs; deputize
mofﬂcerinchargeofaﬂnall station/outpost;

duties; conducting orderly room Proceedings; collecting and analysing
intelligence: ensuring safe Custody of exhibits, records and government

Piovl‘ﬂofszl



Promoting Chapter Six of the Constitution,
(b) Requirements for Appointment p
Direct Appointment

ndidate must have:-

rmkofaﬂmgororacmdlorlﬂvhgofﬁcers;

Height of 5.6t famaussﬂformmen;

(v) Bepl'lyskallyandmedicillyﬁt

) . Female officers should notbe Pregnant before }eauiUnentandduﬁng

(vii) - Proficiency in computer applications; and
(vili)  meet the requirements of Chapter Six of the Constitution of Kenya, 2010 on



(i)

(ii)

(iv)
v)

ter Six of the onstitmionofKenya. 2010 on
232 on Values and Principles of Public

IL, JOB GRADE CPsg 9



(i)

(iii)
(iv)

v)

Demonstrated Nng professional competence matched with proper
appreciation of park/forest security needs at the county level;
nodcsaplinarycomicﬁonoradverserepnrtmﬂn ths;
Bachelor's degree in anyofthefollomngﬁel Wildlife t,
Environmental Management, Forestry,

Environmental Science, Botany and 7 Ani Health,
Criminology, Law, Risk and Disaster and Resource

Management from a recognized y ity or Mstitution;
No active disciplinary Case; and
Meet the requirements of Chapter Six of the Constitution of Kenya, 2010




0] Served in the rank of Game Warden 1 / Forest W, 0imum
period of three (3) years;

(i) Successfully completed Company Com
(iii)

se; and
of Chapter Six of the Constitution of Kenya,

and Integrity and Article 232 on Values and
ice.

at this level reports to Chief Game/Forest Warden.

An officer at this rank will be deployed as a deputy Chief Game Warden /
Deputy Chief Forester Warden. Duties and responsibilities will entail:
performing general duties such as organizing and coordinating meetings and



addressing complaints; ensuring positive image of the service; conducting
weekly lectures and meetings; inspecting stations and outpost; appraising
officers; carrying out training needs assessments; drawing security plans;
coordinating operations; Overseeing deployment of officers

(b) mmubrﬂmim

0] servedinti'terankofGameWardenlfForestWardenlforaminkmm
periodoftl'nr!e(.‘l)yeafs;

(v)  demonstrated administrative and

(v) no disciplinary co 'bnmadv?ereponinﬁwhstﬁxtﬁ)ﬂmlfu;
(vi) Noacﬁvediscip_i'

(vii)  met the reg SixoflheConstitutionbfl(enya.ZDlOon
i Qi ArtideBZDnValuesandPrimiplesofPubﬁc

responsibilities will entail:- undertaking general administration of
in'th gmreserve/allforestsinthecounty.deployingofﬁcers;
regular briefing to the chief officer in charge of relevant sections;
discipline cases within his/her command: perusing case files



(b) Whm
0] SewedinﬂiermkofSeriorGamearden
nﬁrirrmmpefiodoftheemmm;

fSeriorForestWardenfora

(i) Successfully completed Senior Officer's Command Course:
(i) - Bachelor’s degree in any of the following fields:- Wildlife Management

Environmental t, Forestry, Tourism Management,
Environmental Science, Botany and 2, , Ecology, Criminology, Law,
RnskandDrsasterManagementandHumanResour t from a
recognized university or institution;

(VM Demonstrated administrative and professional ting
work at this level;

(v)  Centificate in Senior Management t four (4)
weeks from a recognized instituti t;

) No disciplina.-y_ conviction or adverse last six (6) months:

(vii) Noactwedisciplinarycase and/

(viii)  Met the requirements b ChaplerS‘uoftheConstituﬁonofKenya, 2010 on

i and Article 232 on

Values and Principles of Public



paramilitary formation;
(W)  Bachelor's Degree in security, or
recognized institution;

(i)  Master's degree in
Institution;

in computer applications:
requirements of chapter six of the constitution of Kenya 2010; and
No active disciplinary case.
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daily, weekly, monthily, Quarterly, and an
Capacity building of protection and i

- in security operations with training and
N, prosecution, Intelligence in Military or

Page 270 of 523



t of game and
the Directorate and

and forest law enforcement academy; leading
and forest protection and security infrastructural
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(v)

(vi)
(i)
(wiii)
- ()

meiciencyinCompmerappiutiom;

Meetﬂ'nfemﬁvementsofduﬁtersixofﬂne 2010; and

o

Page 272 of 523




The Career Progression Guidelines establishes f hter and
seven (7) grades of Assistant Firefighter Of and graded
as follows:-

9

Senior Assistant Fire Officer 8
Chief Assistant Fire Officer 7
6

5

Principal Assistant Fire Officer
Assistant Director, Fire Services
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3. moemnwmmns

Thefolbwhgaremerecogrizedquaﬁfmtiomfmmepurposeofﬂismeer

()  Diploma in any of the following disciplines: Fire Engineering, Disaster

(i) Kenya Certificate of Secondary Education (K n grade
‘D’ (plain) or its equivalent qualification from a

(ii) -~ Government Trade Test Certificate the respective
craft.

(iv) Certificatein firemanship or Basic fir Kenya School of Fire,

GA4S or County Fire Academy or any other recagnized Institution;

teinSupewisoryCmrselasting not less than two (2) weeks from a

(xii) Any other relevant equivalent qualification that may be approved by the
, County Public Service Board. '

4. mmbwmm
FIREFIGHTER | APPENDIX ‘A’
L FIREFIGHTER IIl, JOB GRADE CPSB 15
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(i)  Government Trade Test Certificate

Certificate in firemanshi

GA4S or County Fire

(iii) Defensive Drivin te from a recognized institution;

(iv)  First Aid récognized imﬁhnbnlastirénotbssthanm
(1) week;

(v) from the Kenya Police Service; and

 GRADE CPSB 14
(a)






| (v) FirstAidCerﬁﬁcatefrmnarecogcindimtimﬁonLBthgnotiessthanone
(1) week;

(Vi) Certificate of 9good conduct from the Kenya Police Service;

(vii) Certuﬁcate in computer applications;

(viii) Heavy Commercial Driving Licence:

(ix)  No active disciplinary case; and _

(x)  Shown merit and ability as reflected in work Its.

Thslsthelighestgradeforthscadre ibilities at this level will
entail ing, testing and maintai . ensuring efficient
operation of appliances and equipment; ing fire demonstrations and
training firemen on-the- an all servicing tools before and after
(b) Requirement for Appe ‘

For appoin % an officer must have:-

(i) ad ofFireﬁghterHoranininmmpeﬁodofmreeB)yeats;
ii) e of Secondary Education {KCSE)meangradeD(lenJ,

(V)  First A i arecogri.mdinsﬁm&onlasﬁngnotlessﬂ\anm
(vi) c_erﬁﬁcateofgaodcomfrmuuxenyapoﬁceswcq
(vii) Cgrtiﬁcateincmnputetappﬁcaﬁons:
(viii) Heavy Commercial Driving Licence:
Page 277 of 523
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| (ix) Noactivedisciplinarycase:and

(x)  Shown merit and ability as reflected in work performance and results.

0




of fire fighting equipment and appliances; inspecting buildings to assess fire
hazards and risks; conducting fire demonstrations; administering the unit's stores,
accounts and equipment; investigating causes of fire: and advising on standards
required on building design units for fire prevention and protection, firefighting
systems and in other related legislation/codes.

(b) Requirement for Appointment
For appointment to this grade, an officer must have:-

()  Servedin the grade of Assistant Fire Officer Ill for a
(3) years;

(ii) Diplominanyofthefnllowingdisdpli . Di _ t. Disaster

period of three

a recognized institution;

(iii)  Heavy Commercial Driving Licence;

(iv)  First Aid Certificate aremgndinstituﬁonluthgnotlessﬂmm
(1) week; and :
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(1) week;

Wﬂ

a recognized institution.

Heavy Commercial Driving Licence:

First Aid Certificate from a recogni, Q i less than one



(i)  Diplomain any of the following disciplines: Disaster Management, Disaster

(ii)). - Heavy Commercial Driving Licence:

(iv)  First Aid Certificate from a recognized institution lasting not less than one
(1) week; |

(v) CerﬁﬁcateofgoodcmductfromttnhnyaP
(Vi) Certificate in computer applications;
(Vi)  No active disciplinary case: and

1 will entail: coordinating firefighting or fire
: ensuring that service orders, instructions and
and complied with; Preparing and updates service

C ng and controlling operations to ensure that efficient fire
i protectionanddetectionservicesaremhtained.



(iii)
(v)

(v)
(vi)

(vii)

Duties and responsibilities at this level will
prevention and protection matters; ensuring
circulars are read, understoad
maintenance manuals; advi

Heavy Commercial Driving Licence;

First Aid Certificate from a recognized institution lasting not less than one
(1) week; -

Certificate of good conduct from the Kenya Police Service;
Certificate in computer applications:
No active disciplinary case; and

planning, training and occupational tests;

inspecting, direc : plling operations to ensure that efficient fire
prevention, proted . serviczsaremaintained;maintaimequiptmnt

(b)

(i)

(iii)

them. Issues fire prevention and protection guides
4 co- ordinating all firefighting, prevention, protection

Served in the grade of Chief Assistant Firefighter Officer for a minimum
period of three (3) years;

Diploma in any of the following disciplines: Disaster Management, Disaster
Management and Sustainable Development, Disaster Management and
Humanitarian Assistance, Physical Science, Counselling, - Psychology,
Sociology, Natural Resource Management or equivalent qualifications from
a recognized institution;

Heavy Commercial Driving Licence:
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(iv)  First Aid Certificate from a recognized institution lasting not less than one
(1) week;

(v)  Certificate in Supervisorytourselasﬁngnotlessﬂun wo (2) weeks from a
recognized institution;
(vi)

(vii) Certificate in computer applications;

(viii)

No active disciplinary case; and

Shownmeritandabilityasreﬂectedin



Physical Science,
Sociology, Natural Resource Management or
a recognized institution;

() - First Aid Certificate from a 1
(v) Certificate in Supervisory Course

(vi) Certificate of good conduct from the Kenya
(Vi)  Certificate in computer applications;
(V). No actve disciplinary casé: and
(X)  Demonstrated merit and shown
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ades of Enforcement

thcm i

Officers who will be



Cadre

Designation

Job Grade Job Group

CPsB

Assistant
Enforcement

Assistant Enforcement and

Compliance Officer Il

11

and _
Compliance
Officers

Assistant Enforcement and
Compliance Officer Il

10

Assistant Enforcement and
Compliance Officer |

9

Senior Assistant
Enforcement and
Compliance Officer

Chief Assistant
Enforcement and

Compliance Officer

Principal Assistant
Enforcement and

Ccrrplianceﬂfﬁcer

Principal Enforcement and
Compliance Officer

Z =

Assistant Director
Enforcement and
Compliance

v

-

Deputy Director
Enforcement and
Compliance

Director Enforcement and




(iii) Diploma in any of the following disciplines: and Police
Studies, Criminology, Crime Prevention and t'0g it equivalent
from a recognized institution,

any of the f’wing disciplines: Securi
Ud Management, Criminology and

inal Justice,

(xi)  Certificate in Non-Commissioned Officers (NCO's) training course lasting not
- lessﬁ\anthreemomhsfrnmarecognizedinstituﬁm

(xii)  Certificate of good conduct from the Directorate of

(xiii) Certificate in specialized training in Prosecution and Investigation Skills from



(xiv) Certificate in computer applications,

(xv) Certificate in Supervisory Course lasting not less than two (2) weeks,

(xvi) No active disciplinary case.

(A)
L mmmm 13
(a) Duties and responsibilities
This is the entry and training grade for thi re. An er at this level will work
undeftheguidanceqfasetio;ofﬁcer. :

Duties and responsibilities will entail:- forcing various county laws and other
relevant Acts; carrying out feqular pa

parking and traffic
business premi




()  Have Kenya Certificate of Education
Secondary Education mean Grade D

(i)  Have Certificate in Security
ﬂtanbur{d)mksoritseqtlivalent

Direct Appointment |
Forappohtnunnoﬂisgrade.acmdidate must:-
or 9@

(i) (97'“ Training from a recognized institution;

(W) |

(v) KenyaPoliceForcephsaﬁtnessﬂndiul
Government hospital;

(vi) Conduct from the Directorate of Criminal

(vii) Wicate in computer applications; and




(iv) Initial Enforcement Training or its equivalent recognized relevant
training/institutions;

(v) HrysicalﬁhussasappﬁcabletoﬂwKenyaPoﬁceForceplusaﬁmessmedical
certiﬁcatefromarecognizedﬁovumnentHospital;

(Vi)  Certificate of Good Conduct from Directorate of Criminal hvestlgallons.
(vii) Certificate in computer applications;

(viii) No active disciplinary case; and

(ix) Shown merit and ability as reflected work perf

IIL mmmwm
(a) Duties and responsibilities

Duties and responsibilities will entail:- I0US county laws and other
relevantads;supervisingstaﬁworkingunder carrying out regular patrols
in the parking areas to ensure orderly ing and traffic management; safe record
keeping of county law breakers: and ing law and order in markets and other
business premises is mag :

an officer must have:-

of Enforcement and Compliance Assistant Il for a
f three (3) years;

teofEdaxaﬁonsDivisionlﬂorKenyaCetﬁﬁcateofSecmduy
tion, mean Grade D+:

i teinSecurityManagemntandPoliceStudieslastingnotiessﬂun
fmr(d)weeksoritsequivalentfrmarecognized institution,

(iv) Certificate in Initial Enforcement Training from a recognized institution;

() H\ysicdﬁh;essasapplkabﬁtothetenyaniéeForceplmaﬁu'Bsmedical
certifica te from a recognized institution 1

(vi) Certificate of Good Conduct from the Directorate of
criminal investigations;

(Vil) * Certificate in computer applications;
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| (viiil) No active disciplinary case: and

For appointment to this grade, an officer

0] SetvedinthegradeofEnforcmm
minimum period of three (3) years;

(ii) KmyaFﬂﬁﬁcaleol : mMMEmWC&MeofﬁcW

Education mean

(i)
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(a) Duties and responsibilities

responsibilities will entail:- enforcmg various county laws relevant Acts;
carrying out regular patrols in the parking areas; i ing and
traffic management; and maintaining order and in nd other
busmess premises.

For appointment to this grade, a candidat

(b) wam
e

(i) Diploma in any of plms.SecumyManagememandPohce
Studies, Crimi ,ICrime Preventlon and Management or its equivalent
from a recogni tion;

(i) to KenyaPohceForceplusaﬁtnessmed-cal
mstltutlon,
(i) duct from Directorate of Criminal Investigation; and

(iv) ter appllcahom.

tment to this grade, an officer must have:-

(i) Sewedmthegradaof[nfo:cememandcwlpﬁamemtﬂfora
mrumumpenodoflhreeﬁ)years,

(i)  Diploma in any of the following disciplines: Secunty Management and Police
Studies, Criminology, Crime Prevention and Management or its equivalent
from a recognized institution;

(iii) PhysicalﬁmessasapplkabletoﬂwK&wancceForceplmaﬁmessmedxai
certificate from a recognized instrtutlon.
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™)

(vi)
(vii)

(viii)

Duties and responsibilities at this level
and other relevant acts; ensuring regular
ensuring orderly parking and traffic

Exposure to traffic investigations and control matters;

Certificate of Good Conduct from Directorate of Criminal Investigations;
Certificate in computer applications;

No active disciplinary case; and

mad:etsandothefhus'inesspfemises;andpm the duties of traffic marshals.

(iv

W)
(vi)
(vii)
(viii)

€ 0 £ducationsDivisionIIlorKenyaCﬂ1iﬁcateofSecondary
T D+oritsequivalentfrpmarecogniudinstitutim:

Physical fitness as applicable to the Kenya Police Force plus a fitness medical
certificate from a recognized institution;

Exposure to traffic 'investigaﬁms and control matters;

Certificate of Good Conduct from Directorate of Criminal Investigations;
Certificate in computer applications;

No active di#ciplinary case; and
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()  Servedin the grade of Assistant Enf
minimum period of three (3) years;

(ii) | in any of the following disci - ity Management and Police

Studies, Criminology, Crime Preventi
from a recognized institution; /

(i) to the Kenya Police Force Plus a fitness medical
d institution; ' :

(iv) 1ons and control matters;

(v) from Directorate of Criminal Investigations;

(vi) ter applications;

) Kiplinary case; and



(ii) Dipbtminmofﬂ\efoﬂowingdisciplﬁus:&cuﬁlym tand Police
Studies, Criminology, Crime Prevention and Ma its equivalent

4 recognized institution;
(iii) Hrysicdﬁmessasapplicabletothekewal’ol’ us medical

Certificate from 3 recognized institution;







(iv)
(v)
(vi)

(vii)

(viii)
(ix)
(%)

B et IR e T
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Certificate of Good Conduct from Directorate of Criminal Investigations;

(viii)  Certificate in computer applications; and
(ix)

Slmnmeritaridabilityinworkpuformumdresulu
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Duties and responsibilities will entail:- enforcing various county laws and other

relevant acts; participating in regular patrols in the parking areas to ensure

parkingmdtrafﬁcmanagemmtmaintahrghwaﬂorduinmarkusandoﬂm
businesspremises;perfomﬁngmeduﬁesofmffxnmhab;andmseeing

cleanliness and orderliness of station of duty and lines of residents.

(b) Requirements for Appointment
For appointment to this grade, an officer must have:-

()  Served in the grade of Enforcement and Compliance
period of one (1) year;

(i)  Bachelor's Degree in any of the following disci
Criminology and Fraud Management, ¢
Penology or its equivalent qualificati

(iii)  Exposure to traffic investigations and control

(iv) Physical fitness as applicable to the Polig® Force plus a fitness medical

certificate from a recognized institution;

(b) Requirements for Appointment
For appointment to this grade, an officer must have--
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()  Servedin the grade of Enforcement and Compliance Officer | for a minimum
period of three (3) years;

(ii) Ba_ch_elors Degree in any the following dlsc:plmes. Security Management. :

(iv) Phys-cal fitness as applicable to the Kenya Police Forc a fitness medical

(v)  Centificate of Good Conduct from the Directorate of crj Igations;

(Vi) - Certificate in computer applications: %

(vii))  No active disciplinary case: and Q

(viii) Demonstrated merit and shown ability as | |
results. . -

(i) ServedinmegfadeofSeniorEnlorcenuntandCanpﬁunmﬁcerfma
minimum period of three (3) years;



(iii)

(iv) Cert:ﬁcat_e- N specialized training in Prosecution and Investigation Skills from
4 recognized institution;
(v) Certificate of Good Conduct from the Directorate of Criminal Investigations;
(Vi)  Certificate in computer applications;
(vii) No active disciplinary case: and
(viii) D&numtedmitandslmnab-lrtyas and
results.
V. Pllﬂcm\l. ENFORCEMENT AND CPSB 6
(a) Duties and responsibilities
Duties and fesponsibilities will entail-- - en county laws and other

relevant acts; participating i regular pa in the Parking areas to ensyre orderly

parking and traffic

Sqwdinmegrwedcwfnfucmmaﬂcwmmﬁcerfora
minimum period of three (3) years:



(iii)
(iv)

v)
(vi)
(vii)
(viii)

Physical fitness as applicable to the Kenya Police Force plus a fitness medical
certificate from a recognized institution;

Certificate in specialized training in Prosecution and Investigation Skills from
a recognized institution;

Certificate of Good Conduct from the Directorate of Criminal Investigation;
Certificate in computer applications;
No active disciplinary case: and

i Denwnstratednmitandstmabiﬁtyasre e and
results.
VL. ASSISTANT DIRECTOR, ENFORCEMENT GRADE CPsB

(a) Duties and responsibilities
Duties and responsibilities will entalwicy INg, ensuring that staff have

uniforms and the necessa

of ensuring that drills and parade matters

are coordinated; coordigating implementation of county laws and other relevant
acts; overseeing regular patgol inmeparkimaraastoensureorderlyparkingmd
traffic mana nantai . laws, sanity and order in market and other
business premi J the duties of traffic marshals; overseeing cleanliness

 receiving and scrutinizing charge sheets from

stigation offig in Court where County has interest in traffic
matters; DGON INSUI: eandlacilitatingtheirsuranceomemtyvehidu;

(b)

0)

10)

(iii)

t to this grade, an officer must have:-

Served in the grade of Principal Enforcement and Compliance Officer for a
minimum period of three (3) years;

Bachelor’s Degree in any the following disciplines:- Security Management,
Criminology and Fraud Management, Criminology and Security Studies,
Penology or its equivalent qualification from a recognized institution;
Master's Degree in any the following disciplines:- Security Management and

Police Studies, Security Management, Criminology and Fraud Management,
Criminology and Security Studies, Penology or its equivalent qualification
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(v)

(vi)
(vii)
(viii)
(ix)

results.

from a recognized institution;

Certificate in Senior Management Cowselastingnotlesstihnfwr (4) weeks
fromaretognizedinstituﬁonmitsequivalent; .

Physical fitness as applicable to the Kenya Police Force plus a fitness medical
certificate from a recognized institution; :

Certificate of Good Conduct from the Directorate of Criminal Investigation;
Certificate in computer applications;
No active disciplinary case: and
Demonstrated merit and shown ability

Served in the grade of Assistant Director, Enforcement and Compliance for a
minimum period of three (3) years:
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(iif) Master's




nlirﬁmnnpeﬁodoftlreemm
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istant Security
grades of Security Officers .




Job Group

Z| S|~ |x

BasiewSecurity Course, at the Admini
ner approved equivalent training.

stration Police Training



| responsibilities will ;

() Kenya Certificate of
equivalent qualifieati

M.cation mean grade D- (minus) or its
M a recognized institution; and




(iii) Certificate of Good conduct from the Kenya Police;

(iv)  Undergone an approved Basic Security Course, at the Administration Police
Training College or other approved equivalent training;

(v) No active disciplinary case: and
(vi) Demonstrated merit and ability as reflected in work performance and results.
IIL Ammsscumwmr.mmmsn

(a) Duties and Responsibilities

maintaining security registers and occurr
them accordingly; guiding staff and vi
ascertaining the validity of goods leaving
and reporting suspected offenders. In addi will assist the security
ofﬁcmwlmeapplicableinsupervising the work rity Wardens; and ensuring
that existing regulations / g ocemres’cunpliedwith.meofﬁcermayahobe
attached to the training unit$ as drill and First Aid Instructor.

0] | grade of Assistant Security Warden Il for a minimum

Certificate of Secondary Education mean grade D- (minus) or its
equivalent qualification from a recognized institution;

a Certificate of Good Conduct from the Kenya Police;

(iv) BeinpossessionofavaﬁdﬁasicFirstAidCertiﬁcateandhawprovm
experience in First Aid;

'(v) Noactwedusaphnatycaseand

(V) Have demonstrated high degree of discipline and team spirit as reflected in
work performance and results.

Iv. SENIOR ASSISTANT SECURITY WARDEN, JOB GRADE CPSB 11
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Fo:appointmenttoﬂtisgnde.acmdidatemust

0] HavesefwdinthegradeofAssistantSecu' Warg Q minimum
periodofmreet:i}ye;rs;

(i)

(iii)

(iv)
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. sacumwmm.mamcruu

SECURITY WARDENS

() Duties and Responsibilities

mtallatm'ns, and reporting suspected




(i) HaveDiplomainanySociaJSciencesor in security related course from

(i) HaveaCerﬁﬁcateofGoodCMmfrmﬂwKenyaPoﬁce;
(iv) Have undergone an approved Basic Security Course, at “the

(v)  No active disciplinary case: and

(Vi)  Have demonmatedmeritandahilityas r ' e
~and results.

ring that existing regulations / procedures are
3y also be attached to the training units as drill

(ii) HaveDiplomainanocialSciencesorinsemrityrelatedcoursefrom
a recognized institution; ,

(i) HaveacertiﬁcateofGoodCMnfrmnﬂieKenyaPoﬁce;
(iv) Be inpossessionofavalid Basic First AidCertiﬁcateaMhave proven
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(v)  No active disciplinary case: and

(vi) Havedemanstratedﬁghdegreeofdisd;ﬂimandteunspimu
reﬂecle‘dinwortperlmmmandrewlm

Iv. smmmvwmmmcpsu
(a) Duties and Responsibilities

keeping and maintaining records of cri
disposaloflostandfoundaltides:ﬁlspecﬁon
conducting surveillance. - .

(b) mmw
For appointment to this grade an officer

0

(ii)

No active disciplinary case: and

(vii)) Have demonstrated high degree of discipline and team spirit as
' reflected inwprtpﬂfmmaﬂremlts.
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opetations;mdptmntionanddetecﬁonofcri
(b) mhm |
Direct Appointment

For appointment to this grade, a candi must:-

()  Have a Bachelors degree in Soc e from a recognized
institution; and /

(i) Bein ORI & Certificate of Good Conduct.

in any Social Science or in a security related course from a
nized institution;

Undergone an approved Basic Security Course, at the Administration
Police Training College or other approved equivalent training;

(iv)  Certificate of Good Conduct from the Kenya Police:
(v)  First Aid Certificate from St. John's Ambulance or its equivalent from a

(vi) Proven professional competence and ability for co-ordination, control
and supervision of a large number of security staff:

Page 314 of 523

SR AR i TRAL L R i AT, M iy



(vii)  No active disciplinary case: and

(vii) - Demonstrated merit and ability in work performance and results.
IL mmtmmw.
(a) Duties and Responsibilities

(b) Requirements for Appointment :
anoférmust:-

ofSecutityOfﬁcetllforamirinmmpefiodof
andtlveeﬂ}msfm[)ipbmaholders;

hawSOCialSdencefromarecoglﬁzed

For appointment to this

(i) Have
one (1)

(ii)

Havesen-edhmenisciplined&wiceinmerar*ofhior&rgeantor
an equivalent rank;

(iii) . Certificate of Good Conduct from the Kenya Police;

(W) First Aid Certificate from St. John's Ambularce or its equivalent from a

(v)  No active disciplinary case: and
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(Vi) Consistently demonstrated administrative capabi
fledge security section in a large organization.

affecﬁngsecurityinmecollege;updatingof m
contingency planning; maintaining

an officer must:-

OR

Cl'il'ﬂeSﬂﬂdi 4

lity in controlling a full

dSecurityOfﬁcerlhraminimumpeﬁodof

sDegreeinSocialSciencesfr_omarecognized

aDiplomainanySocialScienceorinasecurityrelatedcourse

a recognized institution;
OR

HmsemdinﬂmeDisciplinedSHviceinﬂwrankofSeniorSergemtor

an equivalent rank;

(iii) Mummmfsymwmmacmm

Investigation Department (CID) Training School;

(iv) Have demonstrated capability in handling security matters;

(v) Have undergone a First Aid Certificate Course;
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(Vi)  Have a Certificate in computer knowledge; and
(vii) No active disciplinary case.

Served in the Disciplined Service in the rank of Inspector or an
equivalent rank:

(i)  Undergone six (6)  weeks approved security  course

at
Criminal Investigation Department (CID) Traini

ng Institution;
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[ Cadre Designation

Office Office Administrative Assistant Ti
8- » ™ _-F-—-—-T"-—‘—‘-—.__.__
Adrnmuatm Office Adrn_nn_astritfve ASsttmt ]

: t Office 7 M
i t Office 6 N
OFFICE APPENDIX ¢
Designation Job Grade Job
CPsB Group
Office Administrator [j 10 . N o
ators | Office Administrator | ] 9 K
Senior Office B0 W L
| Administrator
Chief Office Administrator 7 M
Principal Office 6 N
 Administrator -
1 5 Assistant Director Office 5 P |
| Administrative Seryices
Deputy Director, Office 4 [ Q
| [ Administrative Seryices | |
Page 320 of 523



M
mpmdmummmm Office Administrative Services will be
wwmm

3.Ecosmquumm
Thefullouingateﬂiefecogmzedqualrﬁcauorsforme of this career
Progression Guideline:- |
(0] KenyaCerﬁﬁcateofSecmyEducatim (minus)
withatleastctplain_}infnglishor its" equivalent

' qualification from a recognized i
(i) i ion Si ‘ s (BES & GO) Stages |,
. o L

(i) i i ’ the Kenya National
(iv)

(v) Smdiesorﬂad'lelorofﬂusimand

other equivalent and relevant qualification

eeinSmiaISciexesph-aDiplonuinSmewiaI
arecognizedhstimﬁonor&:sinessﬁducationﬁngleand
'ﬁcates{BES&GC)StagesUllmdmfrmtheKenya

sDegfeeinBusimssAdministraﬁOtVOfﬁce.Minagemntorany
other equivalent and relevant qualification from a recognized
(viii) Certificate in computer applications from a recognized institution.

(%)’ Cefﬁﬁcatehi’ubﬁcﬂelatiomardCustharecoumhstingnolless
“than two (2) weeks I‘mmmelenyaSchoolofGMrrmentoranyothu

‘government training Institution.
x) CetﬁﬁcateinsmeiadalMalagemthstkrgnotlessﬂlmfour
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(4Jweeksfromthexenyawioolof60mmnentoranyoﬁm
Government Training institution.

(i)  Certificate in Supervisory Skills Course lasting not less than two (2)
weeks from a recognized institution.

(i) Certificate in Management Course lasting not less than four (4) weeks
from a recognized institution or its equivalent.

(dil)  Certificate in Senior Management Course lasting not less than four (4)
weeks from a recognized institution or its equiv

(xiv) Certificate in Strategic Leadership
lessmansix((i)weeksfrornarecogrized'

(v)  No active disciplinary case.
(xvi)  Any other qualifications that

Service Board.
4. JOB AND APPOINTMENT SPECIFICATIONS
OFFICE ADMINISTRATIVE ANTS

' gradefuﬂ\iscadre.mmandresponsibilities
g oral dictation; word and data processing from
ing office  equipment; ensuring security of office
ts and records; attending to visitors/clients; handling
appointments; and undertaking any other office
Vi esdutiesﬂutmaybeassigmd.

for Appointment

appointment to this grade, a candidate must have:-

0] Kenya Certificate of Secondary Education mean grade C- (minus) with
at least C (plain) in English or Kiswahili Language or its equivalent
qualification ‘from a recognized institution;

(i) Business Education Single and Group Certificates (BES & GO) from the
Kenya National Examinations Council in the following subjects;

a) Typewriting Il (minimum 40 W.P.M)/Computerized Document
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Processing II;
b) Business English I/Communications [:
c) Office Practice I:
d) Commerce [;
OR
Craft Certificate in Secretarial Studies from the Kenya National
Examinations Council: and

ion Single and Group Certificates (BES & GC) from the
Examinations Council in the following subjects:

) Business English Il/Communications [
c) Office Practice I

d) Secretarial Duties [I
e) Commerce II:
OR
Craft Certificate in Secretarial Studies from the Kenya National
Examinations Council;

(i)  Certificate in computer applications from a recognized institution;
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(W) No active disciplinary case; and
(v)  Shown merit and ability as reflected in work performance.

Duties and responsibilities at this level will entail: taking oral dictation; word
and data Processing; operating office equipment; ensuri urity of office

equipment/ documents and records; attending to visit handling
telephone calls and appointments; maintaining an ystem in
the office; supervision of office cleanliness; and
undertaking any other office administrat may be

and Group Certificates (BES & GC) from the
ouncil in the following subjects:-



meetings;eruutinganup to date filing system in - ervision of
office cleanliness; handling routine correspondenc ‘ fice petty
cam;andundenakinganyotlmofﬁuadministr Ve servicesidutiesiy at may

be assigned.

(M served in the grade of Office Admit t I for a minimum
period of three (3) years;

(i)  Business Educatiorlsi MCGTiﬁcates(BES&GC}fmmthe
Kenya Nati i ﬁomCouncd'hﬂlefolhvingwbjects'

50 w.p.m)/Computerised Document

(i)  Certificate in Public Relations and Customer Care course lasting not less

(V) Certificate in computer applications from a recognized institution;
(v) No active disciplinary case; and
(vi)  Shown merit and ability as reflected in work performance,
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Business Education
Kenya National

(i

-ﬁcateincomputerapplicatimufmmamgnindim, o
Shownmeritandabilityasreﬂectedinmm"mm_

m. mmommmm;mmm,
(®) Duties and Responsibilities



attending to visitors/clients; handling telephone calls and appointments;
maintaining office diary and travel itineraries; ensuring security of office
records, equipment and documents, including classified materials; preparing
responses to simple routine correspondence; establishing and monitoring
proceduresfotremrdkeephgofconespmmeandﬁlemnts;
maintaining an up to date filing system in the office; ensuring security,
integrity and confidentiality of data; managing office protocol and etiquette;
supervising office cleanliness; managing petty cash; and undertaking any
otherofﬁceadmhistraﬁvesavicesduﬁesmatnuybemignqi

(b) WMW ;
For appointment to this grade, an officer must
(0] - Served in the grade of Assistant nistr or Office
Administrative Assistant | for a mini of (3) years;
()  Diploma in Secretarial Studies fram the National Examinations
Council;

SiNG aAoupCetﬁﬁcates(BES&GQStagesl.ﬂ
a National Examinations Council In the following

Management lll/Office Administration and Management III:
ial Duties II; :

ttrahinginstitutiom
(iv) Cﬂﬁﬁcatehcomputefapplicatiomfmmarecognued' institution;
(v) Noa:ﬁwdif_.ciplimrycase;and
(vi) . - Shown merit and ability as reflected in work performance.
1v. smmmmmmn.mmm;
(a) Duties and Responsibilities
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FOfaPpDintmenttoﬂ'lisgrade!an
0} served in the grade of Assistant

Administrative Assistant for a three (3) years:
()  Diploma in Secretarial Studies from the National Examinations
Council: /

OR

Group Certificates (BES & GC) Stages 1,
tional Examinations Council in the following

imum 110 w.p.m);

" W -m.)/Computerized Document Processing Ili:
English lll/Communications I

actice II; ;

ree II;

(V) Certificate in computer applications from a recognized institution:
(V)  No active disciplinary case: and
(vi)  Shown merit and ability as reflected in work performance.
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correspondence; Managing office protocol and etig
cash; monitoring procedures for record keeping of

movements; maintaining an up to date filing syst, the off ofdinating
travel arrangements; handling customer inquiri itsTestablishing
andundertakinganyotheroﬂ‘iceadmiristr at may be
assigned.

(b) Requirements for Appointment
For appointment to this grader an officer

(0] Sewedinth'egradeofSerﬁo'rAsista Of-ficeAdministratorfma

(")  Diploma in Studies from the Kenya National Examinations
Council; .

and Group Certificates (s & GO) Stages L
National Examinations Council in the following

d 1 (minimum 120 w.p.m); '

iting I (50 W.p.m.)/Computerized Domment Processing II1:
Business English lll/Communications -

Commerce [1:

€) Office Practice II;

f) Office Management Ill/Office Administration and Management [I;

9) Secretarial Duties [

(i) Certificate in Secretariaf Management Course lasting not less than four
(4) weeks from Kenya SchoolofﬁovernmentoranyotherGwemmt
Training Institution;

(V) Certificate in Supervisory Skills Course tasting not less than (2) weeks
from a recognized institution;
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any other office
thatrnaybeassignedlnaddition. the officer will

inistrative services personnel.




(i) Certificate in Secretarial

(V)  Certificate in Mmagermm 'Cour.se

(vi)
(vii)
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Bachelor's Degree in Social Sciences plus 3
Studies from a recognized insﬁtuﬁow

Certificate in Computer applications

: and

Gy Certificate in public relations and ing not less

man)lveeksfromthel&nya _ ment or any other
ttrahingimtitutiom



(ii)

(iii)

Bachelor's Degree in SecretariaISthiesorBacfu-lofofBusinessm
Office Management from a recognized institution;

Bachelor's Degree in Social Sciences plus a Diploma in Secretarial
Studies from a recognized institution; ,

Certificate in computer applications from a r i ution;
No active disciplinary case: and

- Sho\mmeritandabilityasr ed i and results,

served in the grade ofSerinfﬁceAdnﬂnistratorluaminimum
period of three (3) years: '

Badielor'sDegfeeinSecretaﬁalShldiesmBachelorofBusinessand
Office Management from a recognized institution; -
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(i)  Certificate in Secretarial Management Course from -Kenya School of
V) Government, or any other Government Training Instityte-
v)  certificate in Supervisory Skills Course lasting not less than hvn 2

Vi) certificate in computer applications from a recognj
(Vi) No active disciplinary case: and

(a) Nﬂuuﬂw .
Anofﬁcerattlislevel\villbedeplcvyedto in theofﬁceofaCounty
Executive Committee Member, County OF a Chief Officer in a

Department, Chairperce and CEO’ard Secretary County Public Service
d.

will entail.- taking oral dictation;
Process data; Operating office equipment:
ndli_ng telephone calls; handling customer
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(M senedinﬂugradeOIClieEOfﬁceAdministratorbranirimmpeﬁod
of three (3) years;

(i)  Bachelor's Degree in Secretarial Studies of Bachelor of Business
and Office Management

Bachelor's Degree inSocialSciencesﬂnaDiploma in Secretarial
Studies from a recognized Institution;

(i) Certificate in Secretarial Management Course fr

(iv)  Certificate in Senior Management Coy

(v)  Certificate in computer applicati
{(vi)  No active disciplinary case: and

(vi)  Demonstrated professional competence in management of office
administrative services. g

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

() served in the grade of Principal Office Administrator or Principal
Assistant Office Administrator for a minimum period of three (3) years;

() Bachelor's Degree in Secretarial Studies or Bachelor of Business and
Office Management from a recognized Institution.
Page 337 of 523



OR
Bachelor'sDegreeinSocia!SciencespImDiplomainSecretaﬁal Studies
OR

Bachelor’s Degree in Social Sciences plus Business Education Single and
GroupCeﬂiﬁcates(BESGC)Stagesl.llandmfrommeKmya National
Examinations Council in the following subjects:-

a) Shorthand Il (minimum 120 w.p.m.)

b) Typewriting Il (50 w.p.m.)/Computerized ing Il
€) Business English IIl/Communications II

d) Commerce Il

e€) Office Management IlIl/Office Ac
f) Secretarial Duties [I.

@ii)  Master's Degree in Business istration/Business Management or
any other relevant and equiva ification from a recognized
)  Certificate in ial Managément Course from the Kenya Schoo of

er recognized Institution;

pent course lasting not less than four (4)
d institution or its equivalent;

v)

This will be highest grade in the office administrative services cadre, an officer
at this level will be responsible to the County Secretary and Chief Officer Public
Service Management for the overall administration and management of the
office administrative services Function in the County Public Service.

Specific duties and responsibilities Will entail:- interpreting and implementing
office administrative services cadre policies and procedures in consultation
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with the County Secretary, Public Service Management, participating in
feauitnnnt_selectionandpromoﬁonofofﬁceadnﬁristraﬁwsewices

Management: coaching, mentoring/ and cou
Sewi_cespefsamel;andundﬂtakinganyo

(i)  Masters Degree in Business Administration/Business Management or

(V)  Certificate in Senior Management course lasting not less than four (4)



mm.wm itution or its quival
B o o : Course lasting not fess
than six (6) weeks from a recogniged "'Wmmmm |
(). " Certificate hMMmaW_ ! _'.":
o No active disciplinary case; and
(viii) D&nmamm , : i
W"‘“"W-gdmplr; PR ":'ﬂiﬂﬂﬂlcmnz"m
ervices policies and have the abiity to relgpe

"iﬁanu'sn :



zummmmmamm
1. THE CLERICAL FUNCTION

2. GRADING STRUCTURE

accounting tramactionsm.npreparing payment volig
invoices, receipts and other records; recei

preparation of initial documents for issuance aintenance
and preservation of stores records.

The Career Progression Guideline establishes (5) grades of Clerical

Officers who will be desigpated and gfded as follows:
- o
Clerical © 13 F
12 G
11 H
10 J
Principal Clerical Officer o K

Thefollowingaremefecogrﬁzedmaﬁﬁcationsfwtlnwrposeofthis
- Career Progression Guideline:-

()  Kenya Certificate of Secondary Education Mean Grade C- (minus) or
its equivalent qualification.

(ii) Pmmmwauo-ummm
relevant option. -
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()

Certificate in computer application 'skills from recognized
(v) Noacﬁvedisciplinacy Case; and

(vi) SPWnn:eritaradabﬂityasreﬂectedinwortPerformeandreud&
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ﬂ\f) ceﬂlﬁcate in compu



(iii)

Technician Certificate (KATC), Supply Chain Management or Records
'tlasﬁngnotlessthansix{ﬂmﬂufromarecognind



(v)  No active disciplinary case: and

(vi) Shown merit and ability as reflected in work performance and
results.

accounting transactions;
safe custody of invoic

appointments, promo
duties in human res

d in the grade of Chief Clerical Officer for a minimum period
three (3) years;

(i)  Kenya Certificate of Secondary Education (KCSE) Mean Grade C-
(minus) or its equivalent qQualification;

* (iif) Sl:pervisorysidltsCmrselastingnotlessﬂuntwo(Z}weeksfroma

LR Py e
(iv)  Passed the Proficiency Examination for Clerical Officers:
| OR
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' I disaplll?es.mmankﬂmm:e
Cerhﬁcmmanr:ym:;ﬂulolowmg | e ‘
echnician Certifica I!(KATQWMW Records
TMamgememﬂ lasting not less than six (6) months from recogimd.

. i

™) c«ﬁﬁca.hcmmappsanmm
(vi) Noxﬁndkdﬁimcae;m

(vii) anmhmahiityamkdfdhlwk

.P-p:mdsn



(i)
(i)

Fﬁudm :



(v) Certificate of good conduct from the National Police Service.
(Vi) Defensive Driving Certificate from a recognised institution,
(vii) - First-Aid Certificate Course lasting not less than one (1) week from

(viil)  Certificate in Computer application skills.

(i)  No active disciplinary case.
. . ithin
i ilding
~ Technology ituti

; ensuring safety of the passengers and/or
9 maintaining cleanliness of the vehicle.

@) ° valid driving lif:en:e free from any current endorsement(s) for class
(es) of vehicle (s) an officer is required to drive;



Building Technology (KIHBT) or any other recognized Institution;
(iv) PassedaSmtab-lrtytestforDmerGudeﬂl

(v)  Passed Practical Test for Drivers;
(Vi) Certificate in computer application skills;
(vii) AvalidCerﬁﬁcateofGoodCorﬂmfrunﬂieKenyaPolice:m

(viii) Atleaﬂtwo(Z)yaarsdnwngmm
IL DII'UERI.JODGMDECHIM

malfuncﬂonmgof#ehudesystems,canymg i
il ing; 'tenancewmketsforvefudesass:gned;
ensuring security and sa forthewhodeonandoﬁmeroad.safetyof
thermandmntammgcleutmssofﬂ\e

(b)

an officer must have:-
thegradeofDrivermforamirimumpefiodofﬂvee

(iv) Pmedﬂn Occupational Trade Test [I:

(v) AttemiedaFmNdCemﬁcatecoursehstmgnotlenthanm
(1) week from a recognized institution;

(vi) Centificate in computer application skills;
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(vii)  valid certificate of good conduct from the Kenya Police:

.
L

(Vi) 'No active disciplinary case; and

on and off the road; safety
maintainingdeanlinessoftheassig
Checksonthe!f!lide'sCOOﬁng,
Pressure; carrying oyt minor repai

se free from any current endorsement(s) for
officer is required to drive:

(viil) No active disciplinary case: and
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(iX) ~ Demonstrated merit and ability in driving and maintenance of vehicles.
IV. SENIOR DRIVER, JOB GRADE CPSB 12

(a) Duties and Responsibilities

Duties and responsibilities at this level will involve: driving a motor -vehicle
as authorized; carrying out minor mechanical repairs; recognizing
reporting abnormal operations of the vehicle; '

()  Served in the qrade Dtiverlforanirimunpeliodoftl'neeﬂ)years;

(i)  valid drivi p any current enddrsemt(s)fordass

1 is required to drive:

(iii) sl Trade Test Grade I:

fordn‘verslastingmtlessttanm(l)week

3) years from a recognized institution;

( i CertiﬁcateofGoodeductfmmtheKenyaPolice:
vi) Certificate in computer application skills;

(vii) Attended a First Aid Certificate course lasting not less than one
(1) week from a recognized institution;

' (vili) Defensive Drmng Certificate from a recognized and valid driving
institution;
(ix) No active disciplinary case; and
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(x) - Demonstrated merit and ability in driving and maintenance of vehicles.
V.  CHIEF DRIVER, JOB GRADE CPSB 11
(3) Duties and Responsibilities

Duties and responsibilities at this level will involve driving a motor-vehicle-

asauﬂnrize¢carryingoutminormecharicalmpairs;secuﬁtyofmevehide
onmdofftheroad;safetyofpassengemandiorgoodsﬂmeh;

maintaining cleanliness of the assigned vehicles; and t routine
checks on the vehicle's cooling, oil, electrical and tyre
pressure, detecting and reporting malfunctioning’ of ems;
carrying out minor repairs including oiling and gr ; nce
of work tickets for vehicles assigned.

(b) Requirements for Appointment

For appointment to this grade, an
() Served in the grade of Senior Dri

(i) valid driving licepse free from any current endorsement(s) for
is required to drive;

(iii) - P; ational Trade Test Grade I

(iv) HS€lor drivers lasting not less than one (1) week

_ aFirstNdCertiﬁcatecoumlastingnotlessmanone
)week from a recognized institution:

Certificate in computer application skills;

(viii) Defensive Driving Certificate from a recognized and valid driving
: institution;

(ix) No active disciplinary case; and
(x)  Demonstrated merit and ability in driving and maintenance of vehicles.
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highest level - for the drivers’ Cadre. Duties and
responsibilities at ‘this Jeyel will involve driving a motor-vehicle as
authorized: g - Gut -3 : &) i

free from any current endorsement(s) for
isrequiredtodrive; '

al Trade Test Grade L

or drivers lasting notlessthan_one{nnuk
B)yeatsfrmaremgrizedimtitutbn;






(a) Duties and Responsibilities
This is the entry and training grade for this cadre. An officer at this level will
workundertheguidanceofaseriorofﬁcef.Duﬁesandrespomibiliﬁes
will entail: ensuring general office cleanliness; collecting and dispatching
mails; preparing and serving beverages; operating basic office equipment;
andensuring safe Custody of the office facilities. '

(b) whm

For appointment to this grade, a candidate must have:

() Kenya Certificate of Secondary Education D-
. (minus) or equivalent qualification fr jtution; and

esat this level will entail:- ensuring general office
A dispatching mails; preparing and serving

(b)

Kenya Certificate of Secondary Education (KCSE) mean grade D-
(minus) or equivalent qualification from a recognized institution;

(iii)  Certificate in computer application skills;
(¥)" No active disciplinary case: and

(v)  Shown merit and ability as reflected inwori:pufbrmeandrewts.
III. SUI'POI!‘I‘S‘I’AFFI.JOIGIADECPSIIS

ﬁuemd-SB'



Duties and responsibilities at this level will entail:- ensuring general office
cleanliness; collecting and dispatching mails; preparing and  serving
beverages; operating basic office equipment; and ensuring safe custody
of the office facilities.

(b) Requirements for Appointment

For appointment to this grade an officer must have:-

(i) Servedinutegradeof&:ppmstaﬂllfora I of three
(3) years;

(@) - Kenya Certificate of Secondary £ grade D-
(minus)or equivalent qualificati i itution;

(W) Certificate in computer applicati
(V) No active disciplinary case: and
as reflected in work performance and results.

JOBGRADECSGM-

For appointment to this grade an officer must have:-

() Served in the grade of Support staff I for a minimum period of three
(3) years; N
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26.0 MWMBMM

2. mEREGmonﬂmcmu

m Management of Heads of County
il timandprepaalimrofsitesfor
emonies; and organization of County

official and ”-‘-
__ <Y

.‘n:"‘c - | {

\v“'* Pra ion Guideline establishes four (4) grades of Reception
S, s )gradesofAsistantPeceptionOfﬁcersandsixtﬁlgﬂdes
tic Ofﬁcerswhowillhedesigmtedandgradedasfollows;

OTOCOL ASSISTANT APPENDIX ‘A’
Cadre Designation Job Grade Job Group
CPSB
Reception Reception/Protocol Assistant 12 Y
| Assistants |

- Reception/Protocol Assistant 11 H . ]
Reception/Protocol Assistant | 10 J
SeriofReceptiorVPrutocol 9 K

Assistant | J
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(if)

(i)

(iv)

v)

(vi) Certificate in ik M ‘lCoumlasﬁ
(4) weeks : .

Mg not less than four
O] ilﬁtimﬁonmitsequivam

'P Development ngmhmelasting



For appointment to this grade, an officer must have-

(i) SEMdiﬂﬂ\égradeofRReptioavprotocolAssisuntmfaa
mininmrnperiodoftlvee (3) years;

() Certificate in any of the following fields:- Public Relations and



from a recognized institution;
(i) Certificate in computer application skills;
(iv) No active disciplinary case; and
(v)  Shown m*itandabilityasreﬂectedinworkperformweandresulm
III. RECEPTION/PROTOCOL ASSISTANT 1, JOB GRADE CPSB 10
(a) Duties and Responsibilities

Duties and responsibilities at this level will include:
of visitors' details; manning the recepti
ambience in the reception area: providing e
responding to
visitors’ queries and telephone inquiri
appointments; receiving, guiding and visito:

offices and areas; issuing visitors  pas Ssembling working tools;
implementing the seating plan; ing VIP seats during official and
government functions; 2 ?the VIP lifts; and organizing civic
education and citizen.part

grade of Reception/Protocol Assistant Il for a
period of three (3) years;

e'inanyofﬂael‘ollowingﬁeld:- Public Relations and
Care, Public Relations, Hospitality Management, Event

igning, Customer Service, Front Office or equivalent qualification
from a recognized institution;

(iii)  Certificate in computer application skills:
- (iv) . No active disciplinary case: and

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

1v. mmmmmmm.mmms

mm&m



(b) Requirements for appointment
For appointment to this grade an officer have'

(i Served in the grade of Reception/Prot istant I for a minimum
period of three (3) gears;

(i) following fields: Public Relations and
tions, Hospitality Management, Event
» Front Office or equivalent qualification
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This is the entry and training grade for this cadre. An officer at this level will

workunduﬂieguidanceolaseniorofﬁcef.[)uties

the followig fields: Customer Service, Pubic
| Management, International Relations and
Diplomacy, ¢ ication Management, Event Management,
' qQualification from a recognized

Ng seating arrangements: and tagging VIP
seats during official and government functions; and Organizing civic
education and citizen participation.

(b) WMW
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For appointment to this grade, an officer must have:

()] Servedinthegradeofﬁssistantﬂecepﬁorwrotocolmﬁcermto:a
mﬁﬁmperiodofthreeﬂ}mrs;
(M) Diploma ir




(i)  Certificate in computer application skills;
(v) No active disciplinary case; and
(v)

Duties and responsibilities at this

desk; profiling visitors; prepari

nctions; sorting presidential
. taking |



Programmes; up-dating guest lists; liaising with service providers and/or
Department of Public Works to provide furniture, decorations and carpets
for use during County and Government official functions; liaising with the
Agricultural Society of Kenya (ASK) in preparation for agricultural shows
and Trade Fairs; liaising with National Government (Foreign Affairs) to
Provide official portraits and national flags for visiting Heads of State

and/or L ensuring availability of branded visitors

implementing official and county government progr, vetting
visitors; providing relevant information to visitors; main public
relatiominﬁovemmofﬁces;andcoachingand on ion

mftandwgarizingdvicedtuﬁonanddﬁzenpa ipation,

(b) Requirements for appointment
For appointment to this grade, an o Must have

(i) ServedinthegradeoI‘SeniOrl' ion/Protocol Officer
for aminimu'mpetiodofthr& ) years;

(i)

Skills Course ing not less than two
ognized institution;



I(b} Requirements for appointment :
For appointment to this grade, an officer must
0] 'Serve&inﬁaegmdeofcmeﬂ\ssistmt otocal Officer for

a minimum period of three (3)
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This is the entry and training grade for this cadre. An officer at this level will -
work under the guidance of a senior officer. Duties and responsibilities at
this level will entail: maintaining daily record of visitors’ details; manning
the reception desk: maintaining good ambience in I -
responding to visitors’ and telephone inquiries; recordi firming
visitors’ appointments and attendance; receiving, gt
visitors to designated offices and areas: ISSUINg visite
good public relations in Government
arrangements; and tagging VIP seats
functions; and organizing civic educati

(b) Requirements for appointment

and responsibilities at this level will include: organizing civic
education and citizen participation; receiving and ushering VIPs/quests
during State functions and national days’ celebrations: distributing
Presidential speeches; maintaining daily record of visitors details; manning
the reception desk: profiling visitors; maintaining good ambience in the
reception area; responding to visitors queries and telephone inquiries;
recording and confirming visitors’ appointments; receiving, guiding and
directing visitors to designated offices and areas; issuing visitors passes;
and making seating arrangements and tagging VIP seats during official and
government functions.
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(iii)

()

Certificate in computer application

No active disciplinary case; and

Served in the grade of Reception/Protocol Officer | for a minimum
period of three (3) years;

Bachelor's ‘Degree in any of the following disciplines: Public
Relations, Public Relations and Customer Care, International



(i) .PrOﬁCiency in computer applications skills;
(iv)  No active disciplinary case: and

(i) Certificate in computer application skills:
(W) No active discipiinary case; and



)

te in Senior

t Course lasting not less than four
(4) weeks from a recognized institution;

(iv)  Certificate in computer application skills:
(v) . No active disciplinary case: and

(vi) Shownmeﬁtandabilityasreﬂectedinworkpetfmmmdrm

VL mmmlmmmmvmmm
CPsB S |
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(W)

(v)
(vi)

Reception/Protocol Officer for a
ree (3) years;

Diplomacy, Hospitality Management, Sociology,

» Public Administration, Anthropology, Political Science,

i inistrati equivalent qualification from a
CertiﬁcateinSenio:Mamgethourselasﬁngrmlessmanfwr

(4) weeks from a recognized institution or its equivalent;
Certificate in computer application skills;

No active disciplinary case: and
Demonstrated professional competence and leadership capability in
Its.

work performance and resy
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27.0 mmmmmm
1 THE ARTISANS FUNCTION
The Artisans Function entails:- carry out work in the area of specialization

namely:- carpentry, masonry, plumbing, electrical, mechanic, welding and
plant operation. Specific functions are as explained below: :

Carpentry Function

Carpentry Function entail: make, repair and main furniture,
fittings and woodworks in buildings and other 3 ine
checks forrepairs and maintenance of sign
Specific functions will entail: make, r f furniture,
fittings and woodworks in buildings and other res; and carry out
routine checks for repairs and maintena Specifically, this
entails: varnish furniture and other struct ke sign writing; and
interpretation of carpentry drawings and

IiNg Function entail: repair and maintenance of water supply and
Mainage systems: ensure continuous water supply; and carry out routine
checks for repairs and maintenance of water and drainage systems.

Specific functions will entail: repair and maintenance of water supply and
 drainage systems; ensure continuous water supply; and carry out routine
checks for repairs and maintenance of water and drainage systems.
Specifically, this entails: operate borehole pumps; monitor and regulate
usageof water; installation of and read meter; and interpretation of works



Welding Function

Welding chtionentail:weldandfabﬁcaﬁonofwstmcturesmd
motor vehicles; and carry out routinechecksfmrepairsandnuimme .
of metal works.

Spedﬁcfumtiomwiﬂmtail:wddandfabrkaﬁmofmtalsuucturesand-
motorvehides;canyotnroutinediedcsforrepairsmmahtmnceof
metalworts;andintetpretatjonofwhrequisition.

2. GRADING STRUCTURE
TheCateerProgreﬁionGuideﬁnesestablislus ) gr
whowilbedesignatedmdgradedasfol :

Cadre
Artisans

(W) Certificate in Computer applications.
(v) Meetﬂwnqukemtsof,cmuﬁtsjofﬂwconﬁmw\.
(v)  No active disciplinary case.



4 JOBAND APPOINTMENT SPECIFICATIONS
‘L. ARTISAN m, J08 GRADE CPsg 14
()  Duties and Responsibilities

This is the entry and training grade. An Artisan at this level will work under
guidance of a senior Artisan in the area of specialization,

For appointment to this grade, a

() Kenya Certificate of Secondary £
grade D’ (plain) or its equivalent
institution;

()  Government Trade Test Certificate Grade [ll in the respective craft;

(iii))  Met the requirements of chapter six (6) of the Constitution;
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(iv)  Certificate in computer applications;
(v)  No active disciplinary case; and

(Vi) Demonstrated merit and shown ability as reflected
work performance and results.

Is of chapter six (6) of the Constitution;

plinary case; and

Iv. HAND, JOB GRADE CPSB 11
(a) Duties and Responsibilities

Duties and responsibilities in the area of specialization will entail: carrying
out routine checks for repairs and maintenance; processing and
assembling of materials for works; participating in procurement and
selection of materialsfor works; maintaining and ensuring safe custody of

working tools; andinterpreting of works requisition and drawings.
(b) Requirements for Appointment
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mmmmmuﬁmmmmm
1 Awouomumﬂmcrm

vehicles and equipment: return used service o
interpretation of works requisition and drawings.

2. GRADING STRUCTURE
The Career Progression Guidelines esta ades of Mechanics
(Automotive) who will be designated raded -
Designation

Specifically, this entails: identification of mechanical f for repair;
maintenance of cleanliness in workshop; Mntm% for
and

gr
as
Cadre : Grade Job Group

CPSB
il (Aulimotve) T 14 E
abic Il (Automotive) 13 F
fe il (Automotive) 12 G
m:a:ﬁ' Automotive) 11 H
of Charge Hand 10 J

() Kenya Certificate of Secondary Education (KCSE) of minimum mean
grade ‘D’ (plain) or its equivalent qualification from a recognized



(iii)  Certificate in Supervisory Course lasting not less than two (2) weeks
from a recognized institution.

(iv) Certificate in computer applications,
(v) Mﬂr@mhd@uﬁ(ﬂdﬂwtmﬁhﬁm
(vi)  No active disciplinary case.

4. JOB AND APPOINTMENT SPECIFICATIONS

L MECHANIC Il (AUTOMOTIVE), JOB GRADE CcpPsB

(a) Duﬁnuﬂw

Thisistl'neemryandtrairinggradefor'
willwork under the guidance of a senioriv

Duties and responsibilities will entail: id
repair; maintaining cleanliness in
vehicles and equipmen returning

: ' taining job cards for
service parts to the store; and
ings.

L) L L

ary Education (KCSE) of minimum mean

equivalent qualification from a recognized

t Trade Test Certificate Grade Il in the respective craft;

t the requirements of chapter six (6) of the Constitution; and

Certificate in computer applications.

II. MECHANICHI (AUTOMOTIVE), JOB GRADE CPSB 13

(a) Duties and Responsibilities -
Duties and responsibilities in the area of specialization will entail:
identifying mechanical faults for repair; maintaining job cards for vehicles
and equipment; returning used service parts to the store; and interpreting
works requisition and drawings; maintaining cleanliness in workshop.,
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(b) Requirements for Appointment
For appointment to this grade, an officer must haye:

()  Served in the grade of Mechanic 1] (Automotive) for a minimum
period of three (3) years;

(i)  Government Trade Test Certificate Grade IIl in the respective craft; '
(iii)  Certificate in Computer applications;

(iv) Met the requirements of chapter six (6) of the

(v) Noachudlsaplmary case; and

(Vi) * Demonstrated merit and MQ
wnrkperformeandrem

III. MMIWMM‘&

(a) Duties and Responsibilities

of specialization will entail: repairing,
or velwdes, plant and equipment; carrying

| maintaining of motor vehicles, plant
of motor vehicles, plant, tools
 identifying mechanical faults for
workshop; mmammg job cards for
erpreting works requisition and drawings; and

echanic I (Automotive) for a minimum

periodof three (3) years;

(i)  Government Trade Test Certificate Grade II in the respective craft;
| (iii)  Certificate in clomputef applications:

(iv) Met the requirements of chapter six (6) of the Constitution;

(v)  No active dfscipl'inary.case; and
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(vi) Demonstrated merit and shown ability as ' reflected in
work performance and results.

IV. CHARGE HAND (AUTOMOTIVE), JOB GRADE CPSB 11
(a) Duties and Responsibilities

repair; maintaining cleanliness in workshop;
vehicles and equipment: returning used
interpreting works requisition and drawi

(b) Requirements for Appointment
For appointment to this grade, an officer
()  Served in the grade of W I (Automotive) for a minimum

Courselastingnotlessﬂmtwom

active disciplinary case: and

ated merit and shown ability as  reflected  in
work performance and results.

V. SENIOR CHARGE HAND(AUTOMO‘INQ,MGIADECPSBIO

(a) mmm '
Tl'nisisthelighestgradeformiscadre.TInSeniorChsgeHm
(Automatic) at this level will ensure proper management and
administration of installations.
Duties and responsibilities will entail: overseeing repairs, servicing and
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The career progression guidelines establishes seven
(Buildings) who will be de.ﬂgnated and graded as

Cadre |  Designation

Inspectors | Inspector (Buildings)
(Buildings) | Senior Inspector

Grades 11/10/%/8 will form a common establishment

3. RECOGNISED QUALIFICATIONS
The following are the recognized qualifications for the purpose of this Scheme:

O .. DiplmthdldingdeivHEngineeﬁngoritsrelwantandequivalem
qualification from a recognized institution.

() Construction Technician Certificate Part [IL
@)  Higher Diploma in Building and Civil Engineering or any other
Page 386 of 523



equivalent qualifications.

(iv)  Project Development and Management course lasting not less than four
(4) weeks from a recognized Institution.

v) Sirategi& Leadership Development Course lasting not less than six (6)
weeks from a recognized Institution or its equivalent.

(vi)  Management Course lasting not less than four (4) weeks from a
recognized Institution or its equivalent.

(vii)  Supervisory Management Course lasting not (4) weeks
from a recognized Institution.

(viii) | No active disciplinary case

(X).  Such other equivalent qualification(s) be by the
County Public Service Board.

(b)

2 in any of the following felds Building and Civil Engineering or
ion  Technician Part Il or its equivalent and relevant
tion from a recognized institution.

INSPECTORS (BUILDINGS), JOB GRADE CPSB 10

(a) Duties and Responsibilities



(i) Diploma in Building and Civil Engi ing or ion Technician
Certificate Part Il or its equivalent and relevant ion from a
recognized institution;

D a Clerk of Works for buildings under
1SC of maintenance works.

()  servedi
and

(W)  Diploma in Building and Civil Engineering or Construction Technician

(i)  No active disciplinary case; and.
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As a Clerk of Works, duties and responsibilities entail assisting in the planning
of supervision programmes for a number of buildings; lation of site
weekly reports, rnonitoringandsupervisionofworksin MOgress, assisting in

preparation of monthly physical progress r i lualyprojects;
ensuring specifications and standards are adher : ion:
arranging for testing of materials: and pre hates and

schedule of materials for simple buildings

As a Supervisor of maintenance duties will involve
supervision of artisans carrying out r of existing buildings;
preparation of cost estimates and » control of usage of

materials on site.

] Engineering or Construction Technician
Il or its equivalent and relevant qualification from a
institution;
active disciplinary case: and
merit and ability as reflected in work performance and results.
V. SUPERINTENDENT (BUILDINGS), JOB GRADE CPSB 7
(a) Duties and Responsibilities

An officer at this level will be deployed as a Clerk of Works for buildings under
constnxtionorasaheadoladepot

As a Clerk of Works, duties and responsibilities entail assisting in the planning
of supervision Programmes for large complex building projects; monitoring
and supervision of works in progress; assisting in preparation of monthly






(bj wam

() Diploma in Building and Ciyil Engineering or Construction Technician

(i) attended a SuPﬂVisa'y Mt Cou

(iv) -

(v)

V)  No active disf:iplinary case; and
(vii) shown merit and ahil:




(i)

(i)

(v)

v)

(vi)

) bsstlunioufm

iﬂﬂ\dedaijeq
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ELECTRICAL (BS) INSPECTION

| interpretation of

- Preparation of design drawings and specifications
engineers; site supervision of construction works;

Ctronic systems; control and accounting for
rials and test equipment and recommending
Juipment.

drawings and specificatio
under direction of electsi
evaluation of pe

: : and repair of mechanical installations including
g engines, firefighting equipment, refrigeration and air
ts in public buildings and institutions; interpretation of
contracts and installation drawings and specifications; site
of construction works and mechanical maintenance works;

eparation of design drawings and specifications under direction of
ical engineers (BS), control and accounting for mechanical
maintenance materials and test equipment; digitization of drawings, storage

and retrieval of drawings; and recommending replacement of unserviceable
equipment.

2. GRADING STRUCTURE
The career progression guideline establishes Six (6) grades of Inspectors

(Electrical); Six (6) grades of Inspectors (Electronics): and Six (6) grades of
Inspectors (Mechanical) and graded as follows:
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3. RECOGNIZED QUALIFICATIONS

The following are the recognized qualifications for the purpose of this career
progression guideline:-

(. Technician Certificate Part Il in Electrical, Electronics. o Mechanical
Engineering. _

(1)  Diploma in Electrical, Electronics or Mechanical Engineering or its
equivalent and relevant qualification from a recognized institution,

@ii)  Higher Diploma in Electrical, Electronics or
its equivalent and relevant qualification from

(v)  Supervisory Management Course.

(v} - No active disciplinary case.

(vi)  Such other equivalent quali
County Public Service Board.

Government Quarters; testing and
-electrical controls related to fire-detection equipment,
water-heaters and general domestic appliances;  inspection and

of electrical controls in power generating plants and machinery,

for Appointment
For appointment to this grade, a candidate must have:-

(b)

() Diploma in Electrical, Engineering or Electrical Technician Certificate
Part Il or equivalent and relevant qualification from a recognized
institution.
IL. SENIOR INSPECTOR (ELECTRICAL), JOB GRADE CPSB 10
(a) Duties and Responsibilities
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@) Sﬂvedinﬂwgradeollmmoftf
position inthePublit:SGviCeior

@  Dips in Electrical Engineering § . A
morequivabntandrelevantqqaﬁ Cation frg a recognized institution;

@)  No active disciplinary case: Ny

Inadd:uoqnoofﬁcermaybedeployedinadeﬁgnofﬁcewimeworklnmhes
Preparation of drawings and tions and making estimates for



(i)  Diplomain Electrical Engineering or Electrical Technician Certificate Part

Anofﬁceratﬂnslevelmaybedeployed inau ers
ormadistnct.Spedﬁcdutiesmll f inspections:
maintenance of electrical installations Government
Quarters; Commissioning, testing e of electrical controls
related to fire detection equipment, ¢ €rs, general domestic
appliances, power generating plants and i catering equipment and

will also Supervise staff

(b)
this grade, an officer must have:-

grade of Superintendent (Electrical) or Comparable and
ition in the Public Service for at least thfeemyears;

in Electrical Engineering or Electrical Technician Certificate Part
Orequivalent and relevant qualification from a recognized institution:

Anofﬁceratthislevelmbedeployedinaurﬁvdesignofﬁceat
Or in a province. Specific duties will involve the supervision of inspections;



superusestaﬁworkingunderhmﬁ'm.

lnaddmonmolﬁcermaybedeployedhadeﬂgno work will
involve preparation of design drawings and prepari or electrical
installations for supply of power to public build other

and relevant position in the Public at least three (3) years;

Engineeruor Electrical Technician Certificate Part
“ievant qualification from a recognized institution;

(b) Requirements for Appointment
For appointment to this grade, an officef must -
i) served in the grade of Senior Supefintendent ical) or comparable

(i)  Diploma in Electri
Il or equivalent and

@iii)  Sup

.
L

) I'se:

andards for electrical maintenance and construction works; implementing
policies on improvement of site supervision; checking on monthly/quarterly
Progress reports = submitted from the districts and  provinces and
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I.  INSPECTOR (ELECTRONICS), JOB GRADE CPSB 11
(a) Duties and Responsibilities
This is the entry and training grade to the cadre. An officer at this level will

workundefthesupewisoonofanexperiemed officer. Specific duties will
ol the . . . :

Branch Exchanges (PABX's) and any other electronic equi
buildings and institutions.
(b) Requirements for Appointment
For appointment to this grade, a candidate
() a Diploma in Electronics E

Certificate Part Il or equiv.
institution,

Electronics Technician
from a recognized

d in the grade of Inspector (electronics) or
: antpositioninthePublicSﬂviceforatleast

(1) No active disciplinary case; and

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

III. Sumlmmm(mcrmmmcms

(a) Duties and Responsibilities
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Anofﬁceratmislam!willwortmidefme supervision of an experienced officer
Specific duties will involve the inspection, installation and maintenance of
electronic . equipment used in lifts, public address systems, computers,
electronic scoreboards, Private Automatic Branch Exchanges (PABX's) and any
other electronic equipment in Government buildings and institutions.

electronics i ions in public buildings and institutions under direction of
Electrical Engineer.
(b) Requirements for Appointment

For appointment to this grade, an officer must
@ - served in the grade of Senior

(iv) it asreﬂectedinwortpﬂformanceand results,
IV. SENIOR (S). JOB GRADE CPSB 8
(a) Duties

deployed in a unit/design office at headquarters
will involve the supervision ofinspections; repair,
ronic equipment used in lifts, public address systems,

Private Automatic Branch Exchanges (PABX's and any

In a ,'nofﬁceworkwﬂlinvolvepteparaﬁonofdesigndrawingsand
ing estimates for electronics installations in  consultation with
electrical/electronics engineers under direction of Electrical Engineer.
(b) qum_

For appointment to this grade, a candidate must have:-

() served in the grade of Superintendent (electronics) or comparable and
relevant position in the Public Service for at least three (3) years;

()  Diploma in Electronics Engineering or Electronics Technician Certificate
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Part Tl or equivalent and relevant qualification from a recognized
institution;

No active disciplinary case; and

supervise staff
In a design




i)

(iii)
(iv)
v)
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INg power generating ines, fire fighting
i ' “conditioning plants ; ic buildings,
hospitals and institutions.
(b) Whm
For appointment to this grade, a candidate .

@) Diploma in Mechanical Engineering Mechanical Technician
Certificate Part or equiv, and reley, Qualification from »
récognized institution,

ding power generating engines, fire -fighting
and air-conditioning Plants in public buildings,
€ centres and institutions.

recognized institution;

No active disciplinary case: and






andrelevantposmonmﬂuPublicSewiceforatleastthmeﬁ)years;

(iv) shownnnritandabilityasreﬂectedhmkpﬂfmxeandrem

in pu buildings, hospitals and
incods g :
ical

office where work will
awings and specifications; and preparing
in consultation with Mechanical

is grade, an officer must have:-

0 the grade of Senior Superintendent (Mechanical (BS)) or
parable and relevant position in the Public Service for at least three

(iii) Supervisory Management Course;



(ii)

. Engineer,ing or Mechanical Technician
*quivalent and relevant qualification from a
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The function entails: servicing, repaitmdmaintenanceolmtorvehides. plant
machinery and equipment; inspection of vehicles, plant machinery and
equipment; valuation of vehicles; conducting proficiency tests for drivers: and
inspection of motor vehicle garages for approval and verification of the
required spare parts.

2. GRADING STRUCTURE

The career progression guideline establishes si
(Mechanical-Motor Vehicle and Plant) and
who will be designated and graded as f

Electrical | Inspector (Mechanical - MVP)

(Motor | Senior Inspector (Mechanical-MVP)

Vehicle | Superintendent (Mechanical -MVP)
Senior Superintendent (Mechanical-MVP)

Plant)  "Chief Superintendent (Mechanical-MVP)

Principal Superintendent (Mechanical-

MVP)
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Note: /he grades dmmmmnm Job Grades CPSB ‘117109
nﬂhmam%mbﬂnnmd#ﬁ%udm

3. RECOGNISED QUALIFICATIONS
The following are the recognized qualifications for the purpose of this CPG:

0]
(i)
(i)
(v)
v)
(vi)
(vii)
(viii)

(ix)

Technician Certificate Part 1l in Mechanical Engineering.
Technician Certificate Part Il in Automotive Engineering.

Diploma in Automotive Engineering
Diploma in Mechanical Engineering.
_ Higher Diploma in Automotive Engi

Higher Diploma in Mechanical E
Supervisory skills course.
A valid Driving License free from ts.

No active discipli

For appointment to this grade, a candidate must have:-

(i)

a Diploma in either Automotive/ Mechanical Engineering or Technician



instruments such as voltmeters, starters, torque test regulators,

characteristics testers among others and interpreta electrical

wining sketches.

(b) Requirements for Appointment
For appointment to this grade, an o
(0] semdinﬂngradeofhw lectrical) in a comparable and
relevant position in the Public for at three (3) years;

(i)  a Diploma in enther Automotive ical Engineering or Technician

: 'imngomutmﬁve Engineering

Certificate Part Il i

For appointment to this grade, an officer must have-

0] served in the grade of Senior Inspector (Electrical) or in a comparable
and relevant position in the Public service for at least three (3) years;

() a Diploma in either Automotive/Mechanical Engineering or Technician



county/sub-county/ward workshops, In the desi
involved in preparation of electrical wiring sketc

Duties will entail: testing of alternator re ature gesistance and
continuity: repair of battery charging plg nation of batteries for
slugging, sulphation and repair of radib’ int: ; filting of electrical
components; carrying out electrical ren: testing of electrical
iﬂﬂmmtsswhasvoitmeters. starters, ¢ ge regulators and

e of Superintendent (Electrical-MVP) or in a
ant position in the Public service for at least three

An officer at this level will be deployed in the county/sub-county workshops.
The duties will entail: Preparation of costs estimates, monitoring materials and
SparepartsusageandsupeMsionofsuﬂwmtingunderhimﬂm.

At the sub-county workshop, the officer will also be involved in the monitoring
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) No active disciplinary case; and | . -
"o Sinkeiaies 'h'*"b’“?‘@mmmmaommm
Procedures. |
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- An officer at this level will be based in the
County!Sub-CountyIWard Workshops and will be attached to a small motor

0)

in a section within the County/Sub-
willbesupervisedbyasedorofﬁcefin
plant machinery; his duties will include

(i)

()  a Driving License:
(V) 'No active disciplinary case; and

) shown merit and ability in work performance.
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bedeplo)edtocarryoutdmieﬁnatramponofﬁce. . will superyise
Junior staff

(b) Wﬁwm
Fou'appmnmlent to this grade, an officer

(i) servedinthegradeol!ienior
andrelevantposiﬁoninthel’u 1




andrelevampositionhmePubﬁcmviceforat Ieastthreeﬁ)years;

(i) a Diploma in Mechanical Engineering, (Automotive) from the Kenya
National Examinations Council or its approved equivalent:

(i) - No active disciplinary case: and

(V) shown merit and ability as reflected in work performance and resuits.

CPsB 7
(a) Duties and Responsibilities
Anofﬁceratthisleveiwillbefesponsﬂ:lefor design
sechonTheofﬁcerwillalsoberesponsa of tender
documents, budget control, and techniques.
Theofﬁcerwillberespomibletoﬂle tendent (Mechanical)for
Planning, co-ordination of technical training and
staff development and supervision of i

deployed in the county/sub-county e may aiso be deployed
to be in charge of tr. inaDe:ynem.

isory skills course;
active disciplinary case; and

(v Have shown professional competence and skills as reflected

in work
performance and results.



Pmll?dS'IJ



320 mmmmmmm

1. ELECTRICAL FUNCTION
The Electrical Function entails: repair and maintenance of electrical works
andequimtem;emureconﬁnuouseledﬁcalpmuersupPMandcanyout
routineducksonelectricdwortsandequipnmt :

Specifically, this entails: interpretation of drawings; undertake wiring of

buildings; check electrical bills; and liaise with Kenya Lighting
Company. :

2. GRADING STRUCTURE
The Career Progression Guidelines establi rades ofElectricians

who will be designated and graded as f

(i) Government Trade Test Certificate Grade HI/IIA in the respective

(iii) Ce!ﬁﬁcatehStlpefvisorwamlasthgnotlessﬂuntwommb
from a recognized institution.

(iv) Certificate in computer applications.

Mlu&m



This is the entry and training grade for this cadre. An E
will work under theguidmceofaser&ordectﬁ '

Duties and résponsibilities will entail: repairi
works and equipment; carrying out routi
equipment; interpreting drawings;

king ildings; and




Blyears;
(i)  Government Trade Test Certificate Grade Il in the respective craft;
(iii)  Met the requirements of chapter six (6) of the Constitution;
(iv) tertiﬁc;lte in computer applications;
(v)  No active disciplinary case; and
(V)  Demonstrated merit and  shown ability

Duties and responsibilities in the
repairing and maintaining electrical
continuous  electrical power supply;
electrical works and equipment: interpret
of buildings; checking electrical bills: ‘and |;
Lighting Company. P 4

Test Certificate Grade Il in the respective craft:
irements of chapter six (6) of th§ Constitution;

te in computer applications;

No active disciplinary case: and

(v) Demonstrated merit and shown ability as reflected in
wortperfum\anceandresu_lt;



Government Trade Test Certificate Grade | in
(i) Certificate in Supervisory Course lacts (2)
' weel:sfromarecognized institution;




%

:lmseesmmtbn Mmemww"'
*iﬂ"‘?"w%werawughmgcmm, liaising
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The Career Progression Guidelines establishes five (5) of Plant
Operators who will e designated and graded as follows!

" Cadre Designation Job
Plant Plant Operator [jj 1
Operators  [‘piant Operator I 13 F
Plant Operator | 12 G
Charge Hand | SR
Senior Charge Hand 10 84 5]




4, mmmmsnmmns
L I'I.ANTOI'EMTORIII.JOBGRADECPSGIC
(a) Duties and Responsibilities

Duties and responsibilities will entail: operating, servicing maintaining
plant; identifying mechanical faults for repair; and ining and
ensuring safe custody of working tools.

For appointment to this grade, an officer must have:
() Served in the g

rade of Plant Operator Il for a minimum period of
three (3) years;

(1)

Government Trade Test Certificate Grade Il in the respective craft:
(iif)

Met the requirements of chapter six (6) of the Constitution;
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(iv) Certificate in computer applications;
(v)  No active disciplinary case: and

(Vi) Demonstrated merit and shown ability as reflected i
worl:petfornmceandresults.

III. HMTOPEHATOII.JOIGMDECPSIIZ
(a) Duties and Responsibilities

() Served in the grade of Plant ?«ator ]
(3) years;

(i)  Government Tr
(iii)
(iv)

@ minimum period of three

Certificate Grade I in the respective craft;
chapter six (6) of the thuﬁm

works; maintaining and ensuring safe custody
interpreting of works requisition and drawings.

(b) Whm

For appointment to this grade, an officer must have:-
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(i) -Government Trade Test Certificate Grade!inﬂlercspecﬁve craft;
(i) Cerﬁﬁcatein&tpewisoryCourselastingnotlessﬂuntwom

(iv) Certificate in computer applications;
(V)  Met the requirements of chapter six (6) of the
(Vi)  No active disciplinafy case; and
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34.0 CAREER PROGRESSION GUIDELINES FOR GARDENERS
1. THE GARDENING FUNCTION

The Gardening function entails:- design, development, establishment and
maintenance of green spaces; rehabilitation of soft (flora) and hard
landscapes; promotion of sustainable environmental management .
practices; management of plants nursery and kitchen garden activities;
control pestsanddiseases;ﬂgaiﬁzationofﬂ\eoutdoorspacesfor

activities; undertake silvicultural practices  within
maintenance of drainage, paths, earth roads and

maintenmoigardumgtoo!semipmentmdi
aru:lrequisitionofgafderinginputssuchas manur
chemicals, tools and equipment: undertake

: ;

decoration; determination of pesticides fi
management and maintenance of
2.  GRADING STRUCTURE '

The Career Progression Guideline establishes
and six (6) grades of
designated and gr.

GARDENERS
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(vi)



(vil) - No active disciplinary case.

driveways
relating to gardening.

and water features;






(V) Certificate in computer application skils

(Vi) - No active disciplinary case: and
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(a) Duties and Responsibilities
An officer at this level will be in-charge of one of the gardening function

section, (nursery practices, kitchen gardening, machine operation, layout,
lawns etc) units. Duties and responsibilities at this level will entail--

disease control products.
(b) Requirements for appointment
For appointment to this grade, an officer must

(i) Served in the grade of Senior

(i) Certificate in any of the
‘Horticulture, Environmental
a recognized institution;

(i) Certificate in Gardening lasti t less than two (2) months or its
equivalent quali on from nized institution;

pplication skills;

at this level will be in-charge of one of the gardening functional
i responsibilities at this level will entail:- ; i

monitoring and evaluation of plant nursery activities; ensuring proper use
of gardens stores and equipment; identifying and supervising of landscape

- rehabilitation and facelifts; ensuring effective implementation of gardening
Programmes; ensuring proper waste Mmanagement; compiling work
progress reports; identifying staff training needs; guiding and supervising
staff under him/her; and carrying out staff appraisal.

(b) m&m
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Suwmmwmdsﬂmenmnhamnmmm,

()  Certificate in any of the followi  eld:
M"&EW

’

» Agriculture
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SUPERINTENDENT (6ARDENS) APPENDIX -8
L Wmmmmtmus),mmman
(a) Duﬁuuldm

This will be the entry and training

level will work under the guidance of
responsibilities at this i i

(b) Requirements for appointment
For appointment to this grade, an officer

(i) Diploma in a




period of three (3) years;
()  Diploma in any of the following fields:- Forestry Horticulture,

(iii)  Certificate in computer application skills;

(iv) ' No active disciplinary case: and

spaces for gardening
dog garderingmdﬂoraldecoratinn;undemting

el ape; implementing environmental
g andevaluationofgadeningworks;m

(iii)  Departmental Certificate in Gardening lasting not less than two 2
months of its equivalent qualification from a recognized institution;

(V)  Certificate in Supervisory Skills Course lasting not less than four (4)
weeks from a recognized institution;
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(v)  Certificate in computer application skills:

(Vi)  No active disciplinary case; and

(vii) Sﬁownﬁmﬂmabi&yareﬂededinmtpafmmear\drm.
IV. SENIOR SUPERINTENDENT (GARDENS), JOB GRADE CPSB 8 |
(a) Duties and Responsibilities

Duties and responsibilities at this level will entai
impiementinglandscapephm;implementing garden:
strategies; implementing environmental leg .

talCeniﬁcateinGardeninglastingnotlessmantwo(Z)
months or its equivalent qualification from a recognized institution;

(iv) Certificate in Supervisory Skills Course lasting not less than two (2)
weeks from a recognized institution;

(v)  Certificate in computer application skills;
(vi) No active disciplinary case; and
(vii) Shown merit and ability as reflected in work performance and resuits.
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' ensuring maintenance of gard
implements; developing proper framework
requisition of gardening inputs
chemicals, tools and equipment; I
Preparation of work plans; planning andhy .
mitigation  measures; providing  specification® for procurement  of
gardening requirements; and coachiw mentoring of staff.

ade of Senior Superintendent (Gardens) for a
hree (3) years;

mental Certificate in Gardening lasting not less than two (2)
months or its equivalent qualification from a recognized institution;

(iv) Certificate in computer application skills;

(v).  No active disciplinary case; and

(vi) Shown meritandabilityasreﬂectedmworl:perfonnanceandresults,
VL. PRINCIPAL SUPERINTENDENT (GARDENS), JOB GRADE CPsB 6
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Departmental Certificate in Gardening lasting not less than two (2)

months or its equivalent qualification from a recognized institution;
(iv) ' Certificate in computer application skills;
(v)  No active disciplinary case; and

(vi) Shownmeritandabilityasreﬂectedinwkperformeandresults.
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specialized programs, services and cultural activities; pg@paré and maintain
assessments and statistical reports; solicit for grants,a

volunteers to support and enhance progr.
Mmanagement of social welfare programs in
involves;designing.implementingandeval g sOgia c@programs and
initiatives to meet community needs g

Coordinating rehabilitative services suppe
community members, building coalitions and : :
toaddresssocialissuesandpronme ; Give Support to the vulnerable
population; mobilizing the community on of pandemic diseases,
drug and substance abu: mdinten,ngduringcrisisoccasiomdbynﬂural
disasters.

establishes eight (8) grades of Social Welfare
and graded as follows:

F-S

Job
CPSB | Group

H

Welfare Officer II 10 !
Welfare Officer | 9 "
Social Welfare Officer 8 L
Chief Social Welfare Officer 7 M
Principal Social Welfare Officer 6 N
Assistant Director, Social 5 P

elfare

Q

beputy Director, Social Welfare

Note: :

The grades of Social Welfare Officer I/ CPSB 11/10 for Diploma holders and Social Welfare
mMmJMhMﬂMJWMhhmdm
career progression guideline.
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() Kenya Certificate of Secondary Education (KCSE) mean grade C- or its
recognized equivalent qualifications.

()  Diploma in any of the following disciplines:

Psychology, Anthropology, Counselling, ~or other
equivalent qualiﬁcationfrounarecoglﬁzed stituti

(iii) BadtelorofArtsDegreeinanyofthef o

(iv) Master's degree in any of the fallowina disCiglines: Sociology, Social
work.Psychology,MentaIHeama_ thropolg
equivalent qualification from a recoqhized.ifti

(v)  Certificate ina MtCoumlasﬁngnoﬂessﬂmfuu«]
weeks from a r, izedilsﬁm&onaitsequivalent.

(vi) - Certificated ip Development Programme lasting for
not less from a recognized institution or its
equiva

di - :
) equivalent qualification(s) as may be adjudged by the
nty Public Service Board. .

rehabilitation; welfare services; individual counseling of the affected
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X involved in mobilizing the community on
awareness of pandemic diseases, drug and substance and intervening
during crisis Occasioned by natural disasters.

(b) Requirements for Appointment

0] Kenya Certificate of Sec

ondary Education (KCSE)
equivalent qualification;

rade C- or its
(ii)

Work,

b i other
- €quivalent qualification from a ;

(i) - Certificate in Computer applications;: and
(i) " No active disciplinary case
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Promotion
Forappoinmnttoﬂ\isgrade,mofﬁcernwhn;

0] setwdinthegradeofSodaI.WelfafeOfﬁcermforanﬁrimmpeﬁod
of three (3) years;

(i)  Diploma in any of the following disciplines: Sociology, Social Work,

(i) Certificate in computer applications; '

(W) No active disciplinary case: and

() shown merit and ability as reflected i and results.
III. SOCIAL WELFARE OFFICER I, JOB cPs8

(a) Duties and Responsibilities
Anofﬁceutthislew’lmaybereqmredtotake ge of Social Welfare duties
in Rehabilitation Centres Departmegits/Agencies. Specifically, the officer will

. an officer-must have

Certificate in Computer applications;
(V) No active disciplinary case; and

()" shown outstanding competence, ability and initiative in work
‘performance and results.

Iv. msocw.wmmmmmmu
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regularly; organize and initiate community action; prepare community health
plms;de\ﬁOpmdde#vefsPedalizedprogrmmdactMﬁesinme
community; prepare and maintain assessment and  statistical reports;
supervising staff and trainees working under them.

0]} sewedinthegradeofSociaIWdfareOfﬁcer
~ three (3) years;

(ii) BachelorofArtsDegree'
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(W)

(iii)
(iv)
v)

Certificate in Computer applications;
No active disciplinary case; and

(a) Duties and Responsibilities
A Principal Social Welfare *Officer t the Sub-
County/Departmental Headquarters J si the efficient
Management and administration of welfa rammes. The Officer

(iv)

v)
(vi)

willbee:pectedtobefuﬂyc

of of Arts Degree in any of the following disciplines: Social Work,
; » Anthropology, Mental Health, Counseling or
equivalent qualification from a recognized institution

Certificate in Senior Management Course lasting not less than four (4)

weeks from a recognized institution or its equivalent;

Certificate in computer application skills;
No active disciplinary case; and
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(wj

Certificate in computer application skills;

No active disciplinary case: and

have demonstrate high degree of professional competence and
administrative capability,
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minimum period of three (3) yea
(ii) haveBad:elor‘sDegreeinanyufﬂn disciplines; Social work

County; and drawing up budget estimates for the d
For appointment to this grade an officer >
(0] havesemdinthegradeof t Di . Social Welfare for a

(i) 51665 D8rBe.in any of the following- disciplines: Sociology,

Certificate in computer application skills;
(\_riil‘j No active disciplinary case: and

(X) . have demonstrated administrative ability and professional competence
as reflected in work performance and results.
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3. RECOGNIZED QUALIFICATIONS

The following are the recognized qualifications for the purpose of this career
progression guideline:-

() Bachelor's Degree in any of the following disciplines: Gender Studies,
Gender and Development, Sociology. Business Administration

PSWogy,Ecormics.Lawormyotherrﬂevants;:daISdemefrom
a recognized institution. ;

(1)  Masters Degree in any of the i and
Developmen J and
M . inistiationdl omi

(iii)

d Development, or any
other relevant coy i (4) weeks, or four (4)

(v)  Certificate in Seni Wt Course lasting not less than four (4)

ship Development Programme lasting not
a recognized institution or its equivalent.

ant professional body where applicable.



and Sexual and Gender Based Violence programmes and projects; handling
logistic issues relating to administration of training programmes on gender
mainstreaming, social economic empowerment, Female Genital Mutilation
mwmﬁaﬁumvmm:oumeﬂimﬁct&mof&rﬂu
Based Violence.

(b) mforwm

For appointment to this grade, a candidate must have:

() Bachelor's Degree in any of the following discipling der Studies,
(Finance/ Entrepreneurship Option), Anthec

. Psychology, Economics, Law or any
a recognized institution; and -

(a) Duties and Re /
Duties and respopsibilitiss at.this level will entail: collecting and collating data
on Gender strea ._,‘."‘-. Onomic empowerment, Female Genital

(b)

Mutilation and Sexual ané Based Violence projects and programmes;
undertaking ic asks ntheadministrationoftrainingprogrmon
gend @ reaminggiSocial economic - empowerment, Female Genital
Mutilatio : deenderBasedViolme:crea_tingawarenesson
gender, mainstiea ingandsocio-economicempmmnent. Female Genital
Mutilatiofband Sexus and Gender Based Violence policies, projects

ogrammes; tais; g with organisations handlinggenderisues;guidhgw
ounselling victims ofGenderBasedVlolence;andcompilinggmdu
disz tnddataiorDepadmentsandentyAgmciu

s for Appointment
Forappointmenttothisgfade,anofﬁcermmhave:

@ .SﬂvedintimgradeofGendefOfﬁcefﬂfmaminknumperiodofom
(1) year;

(i) BachdorsDegteehanyofﬂufollowingdiscipﬁms:GeMerStudies.

Gender and Development, Sociology, Business Administration
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(Finance/ Entrepreneurship Option), Anthropology, Counselling and
Psychology, Economics, Law or any other relevant Social Science from
a recognized institution;

(W)  Certificate in computer application skills;

(v)  No active disciplinary case; and

; follow-up
liaising with Organisations handling gender

(b)
intment to this grade, an officer must have:

i) inﬂugradedﬁeddumﬁculforamirimumperiodofﬂuu
(3) years;

() Bachelor's Degree in any of the following disciplines: Gender Studies,

(iii) Ceiﬁﬁcateheiﬂ'\erGendemedies or Gender and Development, or



(4) weeks in aggregate from a recognized institution:
(V) Membership to 3 relevant professional body where applicable:
(v)  Certificate in computer application skills;

Vi) No active disciplinary case: and

(vi)  Demonstrated merit and ability as reflected in and
results. '
Iv. mmmmmmo %

Duties and responsibilities at this level will entail- i Ing gender, socio-
economic empowerment, Female Genita ilati Sexual and Gender
Based V'lt?lence projects and Programmes; ¢ compiling and an

gender disaggregated da ts and County Agencies; following-
Case’f:rn conclusive - resolution; analysing
ies reports on appointments, nominations and



(iii) Certiﬁcateineitherﬁerudersmdiesor&nduandDﬂelopmentorany
other relevant course lasting not less than four (4) weeks, or four (4)
weeks in‘aggregate from a recognized institution;

(v) Membership to a relevant professional body where applicable;
(v) Certificate in computer application skills :

(vi) No active disciplinary case; and '
(vii) Demonstrated merit and ability as reflected <woct and
results.

Forappoinmenttoﬂ'ﬁsgrade,mol'ﬁcermham

0 Sewedinﬂme_grédeofﬂidGenderOfﬁcer-foraminimunperiodof
three (3) years; -

(i) BadwelorsDegreehmyofthebM\gdiscipine:GendetSmdies.
Gender and Development,Socioiogy.Busineaninistﬂtion (Finance/

Entrepreneurship Option), Anthropology, Counselling and Psychology,
Economics, mormyotharekvmtSociaISciencefromarecognized
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(i) Certificate ineitherGendersmdiesorGendermDevﬂopmmL or any
in aggregate from a recognized institution;

(iv) CﬂﬁﬁcateinSmiorMaugethmhﬂhgnmlessﬂmmm
weeks from a recognized institution or its equivalent;

(v) Mﬂnhﬂiptoar&vantptofesﬁorﬂbudywhere icable;
(vi)  Certificate in computer application skills:

(vii) ~ No active disciplinaf'y case; and
(viii) Demonstrated professional as reflected in
work performance and results, .
05

VL Ammmmm
(3) Duties and Responsibilit P 4

ints and grievance mechanism on gender related matters
at the County; and Preparing monthly, Quarterly, bi-annual and annyal reports






gender programmes/projects; engaging with partners . on
gender related matters; and supervising, coaching, ment developing
staff working in the Department.
(b) Requirements for Appointment
For appointment to this grade, an o
()  -Served in the grade of Assistant | for a minimum period
of three (3) years;
(i) Bachelors Degree following disciplines: Gender Studies,

Sociology, Business Administration
Option), Anthropology, Counselling and
or any other relevant Social Science from

any of the following fields:- Gender and
Bus Administration, Project Development and
Anthropology, Counselling, Project Planning and
Public Administration/Policy, Economics, Law or any
mnﬁﬁcaﬁonfrmnarec@n&ndisﬁmm

(). Membership 1o a relevant professional body where applicable;

(viii) - Certificate in computer application skills;
(ix)  No active disciplinary case: and

(viii) Denmuéted professional competence and managerial ability as
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Violence; conducting appraisal on policies,
sectors to establish the level of

implementation of gender related Funds;
and international meetings, confer
researching and benchmarking

(iv)

Master's Degree in any of the following fields:- Gender and

L. Business Administrati Project Development and
Management, Anthropology, Counselling, Project Planning and
Management, Public Administrati icy, Economics, Law or any
other relevant qualification from a recognized institution;

CertiﬁcateineithefGenderSmdiesorGendetmdDWelopmenLorany
other relevant course lasting not less than four (4) weeks, or four (4)
weeksinaggregalefromarecoglizedi itution;
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(v)

(vi)
(vii)
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The career Progression guideline i eight, (8) grades of Youth
Dﬂ!bpmentOfﬁcersﬂlowiﬂbe '

as follows: -

[c-h! | Dﬂ!nnlu.’, | Job Grade | jop

CpPss Group

Youth outh Bevelopment Officer i 10 3
DevelOPmmR"'" h Devel ment Officer | 9 L
Officers *T&‘.‘.,‘-ﬁ-t ' | 8 [_I.

% JE Op * 7 '_M_-

&

F YouthD&'eIOpmem

s P
\\ Depaty D Vo BET Eoc v . nn
Y Director, Ve
. | ector,\'ouu:Dl'Mopmem 1 R ]
M‘FMMHM



(i)
(i)

(v)

V)

(vi)

(vii)
(viii)

Bachelor's Degree in Social Sciences from a recognized institution.
Master’s Degree in Social Sciences from a recognized institution,

Promotional Course in Youth Development Studies lasting not less than
four (4) weeks or equivalent qualifications from a recognized institution.

Certificate in Computer Appli

Certificate in Strategic Leadership ing not
lessthansix(&)weeksoritsequiva&entquaﬁ tions fr nized
| institutionorilseqqivalem.

No active disciplinary case.

Any other qualification that may be
Service Board.

@ - Bachelor's Degree in Social Sciences from a recognized institution; and
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(i) Certificate in Computer Applications.
II. mmmmmmmu
(a) mmw

recreation/leisure and community services; participati

preparation of reports on youth issues; and liaisi

private sector stakeholders to promote mainstr
(b) Requirements for appointment

For appointment to this grade, an must

0] servedinthegradeoﬂ'outh er Il or in a relevant and
equivalent position in the Public Service a minimum period of three
(3) years;




internship and volunteerism; and coordinating preparation of work plans for
youth activities.

(b) lﬂtﬁmnu for appointment
For appointment to this grade, an officer must have:-

0] servedhﬂregfadeoﬂoumDevelopfmmomcerlminarelevantm
equivalentpositioninmePubiicSewiceforamirimmperiodofmree
(3) years;

(i) Bachelor’s Degree in Social Sciences from a r

(i) Promotional Course in Youth less than
four (4) weeks or equivalent qualificati institution;

(iv) Certificate in Computer Applicati

(v) Noactivedis;iplinaty case; and'
(vi)  shown merit and lity as reflg€ted in work performance and results.
IV. CHIEF YOUTH OFFICER, JOB GRADE CPSB 07

deployed in a Sub-County Youth Development
ilities will involve: coordinating implementation of
>'@nd projects within the sub-county; sensitizing youth on
ent, empowerment and Pparticipation,  enterprise

: mainstreaming, drug abuse, crime, special needs,
community services; liaising with stakeholders to
ake surveys and disseminate information on youth development issues
ing youth employment and participation, health, crime, drugs,
: ip, i ip, - volunteerism, environmental conservation,
leisure, recreation, and community service; participating in the establishment
of youth empowerment centers; and coordinating and monitoring the
preparationol‘afmalworkplmand reports on youth activities in the district.

(b) Requirements for appointment
For the appointment to this grade, an officer must have:
0] sewedinﬂlegradeolSerﬁmYmnhDﬂelopmentOfﬁcerorina
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(i)
(iii)

(iv)

@ii)
(iii)

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

No active disciplinary case: and |
shown meritandabililyasréﬂected in work
06



(iv)  Certificate in Senior Management Course lasting not less than four (4)
weeks or its equivalent qualifications from a recognized institution or
its equivalent;

(v)  Certificate in Computer Applications;

(Vi) No active disciplinary case; and

(vii) shown merit and ability as reflected in work

(a) Duties and Responsibilities

Anofﬁcerattiislevelwillbedeﬁoyed a County Yguth Development Office
to coordinate the implementation of i
the County. Specific duties and r _

in the grade of Principal Youth Development Officer or in a
tandequivalentpositioninﬂnﬁﬂic&rvicehtaminimum
period of three (3) years;

() Bachelor's Degree in Social Sciences from a recognized institution;
(i) Master's Degree in Social Science from a recognized institution;

(v)  Promotional Course in Youth Development Studies lasting not less than
four (4) weeks or equivalent qualifications from a recognized institution;

(v)  Certificate in Senior Management Course lasting not less than four (4)
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weeks or its equivalent qualifications from a recognized institution or
its equivalent:

(v) Certificate in Computer Applications;

(vil)  No active disciplinary case; and

(wiii) slwwnmritandabiityasreﬂectedhwortpﬂformmeandresuh‘s.
VIL. DEPUTY DIRECTOR, YOUTH DEVELOPMENT, JOB

(a) Duties and responsibilities

Anofﬁcerattlisleve!willbedeployed'
Depammntall-leadqummSpedﬁcdu'
will involve: participating in the revi

on youth programm
linkages and
implementatic
staff training
coordinating cz

Bachelor's Degree in Social Sciences from a recognized institution;
()  Master's Degree in Social Science from a recognized institution;

(v) - Promotional Course in Youth Developfnenl Studies lasting not less than
four (4) weeks or equivalent qualifications from a recognized institution;

(v)  Certificate in Senior Management Course lasting not less than four (4)
weeks or its equivalent qualifications from a recognized institution or
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(vi)

(vii)
(viii)

(ix)

shovvrnmeritandabililyasreﬂectedhka and results.

VIIL DIRECTOR. YOUTH DEVELOPMENT, J0B GRADE 03

(a) mwm :
Anofﬁceratﬂ'lislevelwillber ible to Chief Officer for the
administration and co-ordination of Y, programmes and

activities in the Department. Specific ibilities will include:
coordinating the formulation and implemen of policies, programmes,

strategies, plans and

activities promote youth development:

Mainstreaming youth affairs at |, national and international levels;
L :

(ii)
(iii)
(iv)

v)

4 consultancy and disseminating information on
dinating the development of guidelines to
m -
stakeholders .

Bachelor's Degree in Social Sciences from a recognized institution;
Master’s Degree in Social Sciences from a recognized institution;

Promoﬁom;CourseinYmDEwbprmuStudieshstingnoﬂesslhan
four{‘)mksorequivalentqualiﬁcatbnsfmnarecognimdhsﬁtmiom

CertiﬁcateinSeniorManagernentCourselasﬁngnotlessthanfour(d)
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) Certificat in Strategic eadership

(Vﬁl) Nom I.l - '. mm
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Cultural Officer |
ior Cultural Officer
Chief Cultural Officer
incipal Cultural Officer
istant  Director
Iture
Deputy Director of Culture
Director of Culture

mmmdcmaﬁwu lewﬂbmommm&
mdmmwm

CcPsB
Cultural Officer [ 10
Bl
8
7
6
5
4
3

T A PR TR AE B el e, St iy



3. RECOGNIZED QuaLFICATION
The following are the recognized quali
Progression Guideline:-

(iii)
(iv)

v)
(vi

(vii

ﬁcatwfortlnpurposenfthisc.areef




cultural development activities and preparing periodic reports.
(b) Requirements for Appointment
For appointment to this grade, a candidate must have:-

Duties and responsibilities at this level

and registration of cultural practiti

associations and committees by cultural pr » promoting Kiswahili and

indigenous languages; di inating information to the community ;

ivities and preparing periodic reports;

safeguard and appreciate cultural diversity; and
ights.

(i)  certificate in t_:ombuter applications;
(iv)  No active disciplinary case: and

) shown merit and ability as reflected in work performance and results.
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Cultural Festival: conducting workshops, seminars,
and festivals to promote Culture; mobilizing
Cultural groups during public functions; and
viable ' elements of intangible cultural
safeguarding.



e A e R

associations and committees; Promoting  Kiswahili and indigenouys
languages; dissmninating Cultural information to the community; initiating
and participating in cultural development activities; sensitizing communities
to safeguard appreciate cultural diversity; educating the public on cultural
rights; Organizing community cultyral festivals and the Kenya Music and



st Course lasting not less than four 4)
ion or its equivalent;

i ] il: and endorsing
ation forms for cultural practiti - €Nsuring that cultyral Practitioners
form associations and committees for effective service Promoting



and international functions

In addition, duties and responsibilities will entail: documenting viable
elements of intangible cultural heritage for inscription and safeguarding;
planning, coordinating and implementing cultural programs and preparing

recommeruitgpersomformdsandhmouuﬂaﬁomlﬂemesand
Heroines; Mobilizing resources to empower cultural practitioners Jdentifying
development partners and strengthening existing linkages with stakeholders
for cultural development and posterity; Writing cu oposals for
research and funding; establishing and managing the ity cultural
centre; and participating in cultural cooperation and
organizing local, regional and international cultural

(b) Requirements for Appointment
For appointment to this grade, an

must h

0] Servedinthegradeofl’rincipalc for a minimum period
of three (3) . years; '
(i)  Bachelors. degreefin any olﬁe Studies, Anthropology, Sociology,
i lose : gy, Creative Arts, Theatre Arts, Music, Fine
Arts, Ki iterary Studies, Political Science, Psychology,
indige . uivalentfromarecognizedimtimiom

No active disciplinary case: and

(Vi) Shown outstanding and administrative ability as reflected in work
' performance and results. -

VIL. DEPUTY DIRECTOR OF CULTURE, JOB GRADE CPSB 04

(a) Duties and Responsibilities :
Anofﬁcerattliﬂuelwilberespomible!oreﬂxﬁvecoordimﬁono{a
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Division and field activities. Specific duties and responsibilities will entail:
coordinating the establishment of the County Council for Culture and
Heritage, Endowment Fund for Cultural practitioners and cultural committees;
writing and reviewing proposals aimed at empowerment of cultural
practitioners; ensuring implementation of Programs on the County policy on
Culture and heritage; identifying strategies for the promotion of Kiswahili

(b)

grade of Principal Cultural Officer for a minimum period
) years;

degree in any of the Studies, Anthropology, = Sociology,
ory, Philosophy, Archeology, Creative Arts, Theatre Arts, Music, Fine
Kiswahili and Literary Studies, Political Science, Psychology,
languages or its equivalent from a recognized institution;

(i) Master's Degree in any of the following disciplines:- Cultural Studies,
_ Anthropology, i . History; Philosophy, Archeology, Creative
Arts, Theatre Arts, Music, Fine Arts? Literature, Theatre and Film Studies,
Kiswahili and Literary Studies; Kiswahili, Linguistics (African Languages),
Psychology, Political Science, International Relations, Cultural Tourism

or its equivalent from a recognized institution;

(iv)  Attended a Strategic Leadership Development Course lasting not less

Page 475 of 523

T R L T R ST T R



than six (6) weeks or its equivalent.
(v)  Certificate in computer applications;

(vi)  No active disciplinary case: and

(vi) Demonstrated managerial, - administrative = and professional

competence and work performance and

understanding of County goals, policies,
relate them to cultural functions.

VIIL. DIRECTOR OF CULTURE, JOB GRADE CPSB 0
(a) Duties and Responsibilities - %

The Director of-Culture will be ief Officer for the
overall administrative and coordina the

Duties and responsibilities will involve: - the formulation and
implementation of cultural policies, strategi programmes. Specific
duties will entail: implementatio ’bilatetal and multilateral cultural
matters; ensuring ablishment and management of community
cultural centres, art ol ies and research institutes; overseeing
monitoring and ation OFeultural programmes and submit periodic
reports; spea m ablishment of the County Council for Culture

and age, Endc Fund for Cultural Practitioners and cultural
committees; todevelopmentparmersaimedat
PO RN cultural practitioners; registering cultural practitioners;

aten documents of viable elements

ings a

RIsing of intangible cultural

toge fo INscription and safeguarding; recommending Outstanding
ultu paliti forawardsandhonotsasNationalheroesand
i liaising with stakeholders in the preparation  of cultural
aton agreements , ratification and domestication of cultural
; initiating and participating in cultural cooperation protocol
nd implementing local, regional and international cultural
programs; being a board member of institutions related to

cultural matters, participating in East African Community (EAC), African
Union (AU), United Nations Educational Scientific and Cultural

services on cultural matters.

haddition,theDirectorwillberespmsibbfonimplementingtM
Department’s performance appraisal systems and contracts, overseeing
&mﬁmmmmnagemtofﬂwmpanmtimﬁhning
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recruitment, staff training and development.
(b) mﬂnm :

For appointment to this grade, an officer must have--
(i)

Page 477 of 523



coordinating sports. functions and events at the grassroots, national and
international levels; undertaking research and innovation in sports activities;
mobilizing financial resources for sports programmes and

establishing Youth Sports Centres; registering sports clubs: collaborating with
the relevant public and private institutions on development of sports facilities;




0

(i)

(x)

Mauer‘sDegfeehanyofﬂ\efnlhvhgdiscipli ; ical Education,

Certificate in Computer Applications.
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(x) No active disciplinary case.

h}mwm
This is the entry and training grade for the Sports er at
thislevelwillbedt‘ployedtoworkunderthe officer

i mat liaising with
) data and preparing

any of the following disciblines: Physical
C&; Leisure and Recreation Management or any
equivalent qualification from a recognized

+ V€gree in Social Sciences with a Post-Graduate Diploma in
Administration and Management lasting not less than two (2)

or equivalent qualification from a recognized institution; and
) - Certificate in Computer Applications.
II. SENIOR SPORTS OFFICER, JOB GRADE CPsB 08

(um-um



and coordinating Programmes for vulnerable sports groups.
(b) Requirements for Appointment

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

0} s-ervedinthegradeafSportsOfﬁcerforaminim

(1)  Bachelor's Degree in any of the

Post-Graduate Diploma in
t lasting not less than two 2)

recognized institution;
i) '



facilities in the County, addressing staff welfare matters; participating in
prepatathnofbudge;mkplmsandspatsﬁghﬁghts;mmritorhgmd
evaluating sport programmes and activities in the County.

(b) Requirements for Appointment
For appointment to this grade, an officer must have:-

0} served in the grade of Senior Sports Officer for a minimum period of

three (3) years; |

(i)  Bachelor's Degree in any -of the followiflg d Physical
Education, Sports Science or Leisure and ! t from
- arecognized institution;
Bachelor's Degree in Social Sciendis with a Pok-Graduate Diploma in

at this level will be deployed to head a County Sports Office. Duties
ponsibilities will entail coordinating preparation of sports annual and
- worhplauspoctshbhlighlsandrtpmts; liaising with relevant
akeholg in _identifying land for sports infrastructure development;
partnering with public and private organizations in developing sports facilities
and related infrastructure; liaising with sub-branches of Sports Federations,
clubs and teams in conducting clinics on the set sports standards;
recommending exceptionally talented persons to the County Sports office,
Federations, clubs, or Sports Academies for further training; coordinating Ex-
officio membership activities in Sports Federations in the County; managing
budget preparations, staff Management, training and development, and
monitoring and evaluating sports programmes in the County.
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(b) Requirements for Appointment
For appointment to this grade, an officer must have:-
(i) sewedinthegradeofCliefSportsOfﬁcerforamininmmperiodof

three (3) years;

(i)  Bachelor's Degree in any of the following disciplines: Physical
EducatimSponsScimceorLeinndeecrea' . from
a recognized institution:

 Bachelor's Degree in Social Sci h a Pos
Sports Administration and Ma S than two (2)
years or equivalent qualification ‘

(W)  Certificate in Senior Management
weeks or its equivalent qualification recognized institution or its
equivalent;



sports  officials; coordinating budget preparation, human resource
managementanddevebpmnt:mdsewingas&crewyto the County Sports
Council.

(bjhﬁmmuhrm
For appointment to this grade, an officer must
(i) 'servediﬂthegradeblPﬁncipal a minimum period of
three (3) years;
(i) - Bachelor's Degree in any of disciplines: Physical
Education, Sports Science or Leisur ion Management from
a - Il- Ia th-.;

of the following disciplines: Physical Education,

I, Exercise and Sports. Science from a
OR

; sDegneinSocia[ScienceswiﬁaPost-GraduateDiplomain

SportsAdministraﬁonandeagememlasﬁngmtlesﬂmtwom

years or equivalent qualification from a recognized institution;

(iv)  Certificate in Senior Management Course lasting not less than four (4)

(v) -CeniﬁcateinCompmerApplicaﬁom
(vi) Noactmdlscnpl«wycase,md



Bachelor's Degree in
Sports Administration and Managemen
years or equivalent qualification from a

SocialSdences-i&aPost-GraduateDiplomain
tlastingnotlessmantwoﬁ')
recognized institution.

(i)  Masters Degree

inmyofﬂ\efollowing disciplines: Physical Education,
RecreationManagement.ExerdseandSponsSdmcefmma
recognized institution;
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Master's Degree in Social Sciences with a Post-Graduate Diploma in
SportsAdmiristrationandMMagement Iastingnotlesslhantwom
years or equivalent qualification from a recognized institution;

(iv)  Certificate in Senior Management Course lasting not less than four (4)
weeksoritsemﬁwalentqualiﬁcaﬁonfromamcogniudinstitmionorits

equivalent:

(v)  Certificate in Strategic Leadership Development Pr. me lasting not
less than six (6) or its equivalent qualification a recognized
institution or its equivalent;

(vi)  Certificate in Computer Application;

(i) No active disciplinary case: and

ability d in performance and

for sports programmes: initiating
res; forging technical cooperation with
agencies - and governments in  the

For appointment to this grade, an officer must have;

Page 486 of 523

T A AL T AT e e A Ay



@ Served in the grade of Deputy Director Sports for minimum period of
three (3) years;

@)  Bachelors Degree in any -of the following disciplines: Physical
Emmwauamwmuwm
a recognized institution; ‘

OR
Badlelor‘sDegreeinSocia!Sciences\'hllaPost e Diploma in
Sports Administration and Management lasti an two (2)
years or equivalent qualification from a rec

(iii) 'Mastu'sDegreeinmyofmefol i 1 Education,
Recreation Management, Exer e from a
recognized institution; \

Master’s Degree in Social Sciences ost-Graduate. Diploma in
years or equiv. ificatic fromarecogrizedinst:mum

(iv) pent Course lasting not less than four (4)

2nt ualiﬁcationfrmnarecagnizedimtiMionorits

active disciplinary case; and

demstratedaﬂioroughundustandingofﬂnnaﬁmalgoals, policies
andprogrmmdabiilytorelateﬂmntosportsdmlopmem.
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MMWMBMMMW

the Joint Loan Boards (JLBs); disseminati to the public;
facilitating the development of busi tion centres;
facilitating the growth, and
Medium Enterprises (M trade
support institutions on matters relating tr. ivities. | county,
identifying business and investment tic market for
trade and investment promotion; pr i culture and
growth; improving business envir pr and facilitating cross
border and inter- County trade; facili trade and ment through trade
fmandexfulitions;prumotingthe t of wholesale hubs,

Service establishes eight (8) grades of Trade Development
e designated and graded as follows:
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 Cadre Designation Job Grade | job
o CPsSB Group
Trade . TradeDMIopnth)fﬁcerll 10 J
Development Tradeoevdopmemoﬁicerl 9 K
Officers ' SennorTradeDEveIOprr.er.IOfﬁcer 8 L
ChefTradeDevelopmentOfﬁcer 7 M
_Principal Trade Officer 6 N
Assistant Director Internal Trade . B
Director Internal Trade 4 Q
Directoclnternal'l'rade R

V) Strategic Leadership Development Programme lasting not less than six
. (Elmetsfromarécognined.imﬁnnimoritsequhalent.

vi) Certificate in Computer applications from a recognized institution,
(Vi)  No active disciplinary case. :
(viii) AnyotherquaﬁﬁcaﬁWﬂmmbeappthbyﬂ\eCmmtyPubﬁc







Fo:appohtmeiutnﬂisglade.moﬁcermhm-

0 semdinthegfadeoffradeﬂevelomnemmﬁcerﬂforanﬁnimmn
periodofthree(.’!)y!ats;

(i)  Bachelor's Degree in any of the following disciplines: Commerce,
Marketing, Accounting, Business Administration, Business Information
and  Technology, Entrepreneurship, Economics  of International
Trade}&m'ﬂesﬂe!auon;' from a recognized institugi ,

(i)  certificate in computer applications from a r.

(v)  No active disciplinary case: and

(V) demonstrated merit and shown as i performance
and results. :

()~ For appointment to this grade, an officer must have: -
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(i)  served in the grade of Trade Development Officer 1 for a minimum
period of three (3) years;

@)  Bachelor's Degree in any of the following disciplines: Commerce,
Marketing, Accounting, Business Administration, Business Information
and Technology, Entrepreneurship, Economics or International
Trade/Business/Relations from a recognized institution;

(v) certificate in computer applications from a recognized institution;

(v} No active disciplinary case; and .
(v}  demonstrated merit and shown ability as re in
and results.
' cpPs8

(a) Duties and Responsibilities |
Duties and responsibilities at He Ml entail;-compiling and
analyzing economic and trade relat disseminating business

information, facilitating trade promotign activities; promoting entrepreneurial

culture, growth, ent and tion of Micro, Small and Medium
Enterprises (MSMEs); aking market intelligence for trade development;
providing training tanc arulextemionsewicesontradeissues,
preparing bac and bri on trade issues; participating in trade

ingyinformation on government policies for trade
conducting surveys and mapping of various
siness community on business sources of credit
Small and Medium Enterprises (MSMEs); carrying cut
Board (LB) activities and preparing reports; initial
informaﬁonandsok:tioncenters;andmobiﬁzing the

include participating in initial drafting of policy documents,
and concept papers, responding to County Assembly questions, intra
inter-departmental liaison on trade matters; facilitating the settlement
trade disputes and responding to public complaints and issues, of customer
care .
(b) Requirements for appointment
For appointment to this grade, an officer must have: -

() served in the grade of Senior Trade Development Officer for a minimum
period of three (3) years;
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(i)

(iii)
(iv)

v)




(W) - Bachelor's Degree in any of the following disciplines: Commerce,
Marketing, Accomﬁng. Business Administration, Business Information

(iii)

(iv)
v)
VL ASSISTANT DIRECTOR

Duties and responsibilities at the will entail:- maRitar:
activities and Programmes: analysilvand hterpwting and analysis reports

and ﬁeldmturm.; ngimpact of trade Practices and

(i) servedinthegradeofPrincipalTradeDevelopmentOfﬁceffora
minimum period of three (3) years,
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()  Master's Degree in any of the following disciplines: - Commerce,

recognized institution;

(v)  attended a Senior Management Course lasti
weeks from a recognized institution or its

(v) . certificate in computer applications

(v)  No active disciplinary case: and

(vi)) . demonstrated professional tenc and outstanding
administrativeandmanagerial ity i development services.

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

() served in the grade of Assistant Director of Trade for a minimum period
of three (3) years;
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De the head of the
Chief Officer for the overall management and



(i)

any of‘e following disciplines: - Commerce,
Business Administration, Business Management

t Course lasting not less than four (4)
institutionour'rtsequivalent;

(vii) demonstrated a thorough understanding of national goals, policies and
. developmentobjectivesandtheahilitytotramlatehmimotrade

development Programmes/projects.
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tourism products; creation of an enabling environment for sustainable tourism
development; initiation, coordination and implementation of bilateral,
regional and multilateral agreements and protocols tourism; and
maintenance of standards of facilities and services as
industry by administering and enforcing the Touri
(Cap.381) and the Hotels and Restaurant Act (Cap

2. GRADING STRUCTURE

The Career Progression Guideline esta I gr. of Tourism
officers who will be designated and gr as fol

Job Group

0| v zZ~x-

The following are the récogtiaedqualiﬁcationsforﬂupurposeofthistareer

Progression Guideline: - :

(i) ABadleiorsDegreeinmyolﬂwefoﬂowingﬁelds:Tmrism.
Environmental  Science, Business Administration,  Economics,
Commerce, Sociology, Geography, International Relations or its
equivalent qualification in a related field from a recognized institution.
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() - Master's Degree in any of the following fields:- Tourism, Environmental

(i)  Certificate in Strategic Leadership Development Programme lasting not

(V) Certificate in Senior Management Course lasting than four (4)

(v)  Certificate in Supetvisory Skills Course last not two (2)
~ weeks from a recognized institution,

(vi)  Certificate in Computer Appllcat il

(Vi) No active disciplinary case. '

(viii) Such other equivalent quali
County Public Service Board.

ies will include: revenue collection, inspection
Matters on Tourism, assisting in
activities in various aspects; and
-Governmental Organizations (NGOs),

itutions on issyes related to tourism.



related field from a recognized Institution; and
()  Certificate in computer application skills.

(a) Duties and Responsibilities
Work at this level will entail; coordination of tourism data analysis
and production of key tourism statistics and indicat In carrying

developmen
&lmﬁ'm -
For appointment to this grade, an offic &
) wmtheg:adeofrouﬁmﬂ% three (3) years; and
lowi

(i) Bachelor‘sDegreeinmyofmefol s: Tourism, Environmental
Science, Business Admi istrati Economics, Commerce, Sociology,
Geography, Internati Reg'oﬁorequivahnt qualification in 3

zed Institution _
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(b)lnmﬁmfopm
Foramohtmenttolhisgrade,mofﬁoermthmz-
0} servedhtlngtadeoﬂmnismomculfmamirﬁmmperiodofmree
@) Bachelor's Degree in any of the following fields: Tourism, Environmental
Science, Business Administration, Economics, Commerce, Sociology,

Geography, International Relations or equivalen ification in a
related field from a recognized Institution '

(i) - Certificate in computer application skils
(iv) .~ No active disciplinary case; and
(v)  Shown merit and ability as r i

Iv. mmmmm
(a) Duties and Responsibilit /

Work at this level will 8nta ilﬁtialacﬁoninprepafationofrlmketremalﬂ
briefs; undertaki N : chacﬁviﬁesondevelopmentmd
diversification S h s and source markets; Implementation and
follow-up on p and'p ojectsaimedatstitmhtingand promoting
domestig'and. int al tourism; liaising with relevan Public and Private
sector *‘; Dld communities ' to establish partnerships in

[ oD and Imotio F"' »
a -\&u d organizing familiarization trips for tour operators, travel
", .

. xnadditm:heofﬁcermaycanymdassiﬁcaﬁond
ted camps, restaurants and other tourist establishments; and assist
0 atic ofEnvironmtallmpactAsussmentandAuditreports.
(b) sirements for Appointment
For appointment to this grade, an officer must have:-
() . served in the grade of Senior TomismOfﬁcerforamirinmmperiodof

(i)  Bachelor's Degree in any of the following fields: Tourism, Environmental
Science, Business Administration, Economics, Commerce, i



related field from a recognized Institution
(i)  Certificate in computer application skills;
(iv)  No active disciplinary case; and

(v)  demonstrated competence as reflected in work performance and
results.

V. WMWMMMMG

(a) Duties and Responsibilities

Anofﬁceratmislem*illbedeployedatﬂn eadc
office. Duties and responsibilities will in
implmntationoftourismpolicy, ISION O echibical ag
encourage investment in the tourism ating hospitality matters

for international meetings, con

(iii) Cﬂﬁﬁcateh_SehiotMaugethmhsti\gnothssﬂmfwrm
weeksfromarecognizedinstituthnoritsequivalent;

(v)  Certificate in computer application skills;

v)  No active disciplinary case; and
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(iv)

(vi)

Certificate in computer application skills;

No active disciplinary case; and
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The Deputy Director of Tourism will deputize the Director. Specific duties and
responsibilities at this level will include; facilitating, coordinating and
monitoﬁngacti\ritiespedomndbyalldiﬁsionsfor effici ioning of the
Department; undertake special duties and programmes | wurism sector,
responding to critical issues and initiatives such a<d@ :

crisis management and Wildlife management policy impleme and
reviews, coordinating tourism sustainability ~Q) Uregegular surveys
onimpactoflwrismonecmmicg inate paration of
tourism strategic plans. The officer will alé8 initidte Tour: Dlicy reviews and

procedures; respond to County A :
briefs, coordinating local and foreign
reviewing and implementation of bilateca
agreements/protocols; maintenance of necetts
Department and other sta :

organizations
of all ad

*paration of reports and
Dgrammes in tourism;
multi-lateral tourism
linkages between the
ch as parastatals and international
Tourism.lnaddiliou,theofﬁcefwillbeinchwge
in the Department including staff establishment
COaching and mentoring. -

ion, Economics, Commerce, Sociology,
ations or equivalent qualification in a
related field from a recognized Institution

(i)  Master's Degree in any of the following fields:-Tourism, Environmental
Science, Business Administration, Economics, Commerce, Sociology,
' Geography, International Relations or any other equivalent qualification
in a related field from a recognized Institution; and
(V)  Certificate in Senior Management Course lasting not less than four (4)
weeks from a recognized institution or its equivalent;
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(v)

(i)

Certificate in computer application skills;
No active disciplinary case: and

Bachelor's Degree in any of the following fields: Tourism, Environmental
Science, Business Administration, Economics, Commerce, Sociology,
Geography, International Relations or equivalent qualification in a
related field from a recognized Institution
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(vii
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Cerﬁﬁcatéincompmerappikgﬁonddlls
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This Career Progression Guideline

be graded and designated as follows:

Cadre % (CPSB)  Job Group

ook [l 14 E

Cook 13 F

12 G

11 H

10 )
&u_' G JﬂJﬂbmammmnmhhm
are the recognized qualifications for the purposes of this Career

Guidelines:- :

Kenya Certificate of Secondary Education(KCSE) mean grade ‘D’ Plain or

)  Craft centificate in food and beverage production, sales and service or




production organized by the Kenya Utalii Collage or other recognized
institutions.

(W)  Kenya Certificate of Secondary Education (KCSE) mean grade C- or its
equivalent qualification from a recognized institution;

(v)  Diploma in any of the following fields; Catering and Hotel Management;
ormoﬁmequivalentqualiﬁcationfmmarecogrized institution

(v) A valid food handlers’ medical certificate. |

(vi)  Certificate in computer applncatnon skills.

(vii) No active disciplinary case. -

4. JOB AND APPOINTMENT SPECIFICA
I. COOK I, JOB GRADE CPSB 14

’

cadre. An officer at this level will be
out duties under the supervision of a senior
aﬁonofrawfoodsfo:cooking;dearlimssof
0 'mainlaininghygienehyemutingclemingof
Ot ings;settingupandpfeparingeqmpmenﬂoruse

d production; and alerting the supervisor of any

intment to this grade, a candidate must have:

()  Kenya Certificate of Secondary Education (KCSE) mean grade ‘D’ plain
or its equivalent qualification from a recognized institution; and

() Craft Certificate in Food and Beverage Production, Sales and Service
or its equivalent qualification from a recognized institution;

Anendedaformalcourselastingnotlsstrwnton)mtiuinFood
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WPfoduniaa;a'idrEporﬁngonanydefective
ﬂﬂmfﬂ'm
For appointment to this grade, an offic . SQ'

(i) served in the grade of Cook I t least thr ) years;

(i) Kenya Certificate of Secondary Educat; E) mean grade ‘D plain
oritsequivalentq iﬁcationvnarecogriaed institution; and

@)  Craft Certificat and Beverage Production, Sales and Service
or its equi ! from a recognized institution;

( demonstrated knowledge and skills in institutional food preparation,
III. cook 1, JoB GRADE CPSB 12

(a) Dulb;lnd.m

Duties and responsibilities at this level include: proper storage of foodstuffs;
setting up buffet service areas; placement of foods in serving line; replenishing
of foodstuffs during service: reporting low stock levels; detecting and
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reporting spoilt or unattractive foods; and detecting defective equipment and
reporting the same to the Supervisor.

waoﬂmﬁm
Direct Appointment
Direct appointment toﬂregradeof(ooklwillbeuudefromcandidateswl‘no:
() arein possession of the Kenya Certificate of Seconc ducation with

a mean grade C - or its equivalent qualification
institution; and :

M) havealtendedacourselastingnot and
a Certificate in Food Production or i t qualifigation from a
recognized institution.

Promotion

For promotion to the grade of Cook I, an have:

(i) served in the g

() Kenya

y Education {KCSEj mean.grade ‘D’ plain
tion from a recognized institution;

and Beverage Production, Sales and Service
ation from a recognized institution;

(i)

OR
ahmaicmhstingnotksﬁuntwo()).nmﬁsinfood
uction organized by the Kenya Utalii College or other recognized
# I- & ’ ¢

demonstrated knowledge and skills in institutional food preparation;
and

(V). No active disciplinary case;
Iv. ASSISTANT CHEF, JOB GRADE CPSB 11
(a) Duties and Responsibilities

Page 510 of 523



Duties and responsibilities at this level will include: food preparation and
productmmﬁngupatddirectingphcementoffoodshservingﬁne:
mpbnisiﬁngoﬂoodstuﬂshﬂubuﬂetsewicelincmaiMahMcorredstock
levels; detecting and reporﬁngspoiltorunattractiverawfoodnuteriais;
ensuring propeér stock rotation; ordering of foodstuffs from the main store;
cmyingmnon-the-jobhainhgforsuftandﬁﬂhgmkorduformfa
defective equipment. ,

: G)Whrm
Direct Appointment

Direct appointment to the grade of Assistant will

candidates who are in possession of-

@  Diploma in any of the following and
Management; Food and Bever. and or

od
Hospitality Management or any equivalegt qualification from a
recognized institution;

@) No active disciplinary case; and

Gi)  Certificate in appa-cﬁm

raw foods to be used in production are assembled in good time; issuing dry
goods from the store; taking stock monthly; receiving fresh produce and
checking for required speciﬁc.atims;enmringpropefplxementoﬂoodintl!
buffet service; following up on work orders for defective equipment; ensuring
proper use of equipment; reviewing menus as necessary; identifying staff for
training; and carrying out on-the-job training for staff.
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foods and rations; maintaining a monthly inventory of kitchen equipment;
tasting the quality of food prepared; participating in hospital

committees; responsible for proper and efficien ization and
mamgenmtofnualphnrﬁng,foodpmducﬁm Iep:

overall supervision of catering services in the kitc
with occupational requirements regarding health 2

GRADING STRUCTURE
This Career Progression Guideline esta : of Cateresses who
will be graded and designated as follows:
(CPSB) Group
Cateresses  Cater istant [l 11 H
10 Ty
ter tl 9 K
ior Ca Assistant 8 L
Cat, Assistant 7 M
eress Assistant 6 N

Assistant [l CPSB zmawwmmmh
- - ol

QUALIFICATIONS

folbwingmmerecognizedqnmiﬁcatiomfortrnmrposesofthhareu
ression Guidelines: -

(W)  Possess a valid food handler's medical certificate
@)  Certificate in Senior Management Course lasting not less than four (4)
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This is the entry and training grade for this -An officer at this level will
work under the guidanc a seniogfficer. Duties and responsibilities will
entail: Proper and effici i i

Possess a valid food handler's medical certificate; and
(i) Certificate in computer application skills.
IL.  CATERESS ASSISTANT 11, JoB GRADE CPsB 190



Catering facilities; and oversee kitchen organization; overal| supervision of
catering services in the kitchen,

will be characterized by the variety, complexity
09 duties such as: coordination of the various vital
00 service; supervise and develop staff working under

()  Diploma in any of the following; Catering and hote| Management; food
bever I

(i)  Possess a valid food handler's medical certificate;



Two (2) weeks Supervisory skill course from a recognized institution:

() Certificate in Computer application skills;
V)  No active disciplinary case: and
(vii)

ANT, JOB GRADE CPSB 08
(a) Duties and Responsibilities
Responsibilities at this level entails; -directing the food
services; compiling monthly ¢ i rations;
Maintaining a monthly inventory of kitchen Quality of
food prepared; receiving ﬁldietSheﬂs; staff working
under him/her.

(b) Mfum

(i)

v)

a valid food handler’s medical certificate:

Vi)  Certificate in computer application skills;

(vil)  No active disciplinary case; and






(ii) ﬁpbmhmdﬂzwﬁudngwhmdmm
:

lI lc Im I # Iml -l |'| ”
any other equivalent qualification from a recognized institution:

(i) Possess a valid food handler’s medical certificate

(iv) Cetﬁﬁcateinﬁlanagemqurselﬂirlgnothsﬂmlmx{ﬂmts

frnrnarecogcimi(\sﬁmﬁut
v) Two (2) weeks supervisory skill course from
(Vi) Management course lasting not

- (i) Certificate in computer appli
(viii)  No active disciplinary case: and :
()  Has proven merit and ability in work

N
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