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SECTION ONE: GENERAL PROVISIONS

1.0

1.1

1.2

(a)

(b)

INTRODUCTION

This Section provides for the general provisions that form the basic foundation for
the development of this Career Guideline.

AIMS AND OBJECTIVES

The Aims and objectives of this Career Guideline will be: -

(i) To provide for a clearly defined career structure that will attract, motivate,
facilitate, and retain suitably qualified and competent personnel in the Civil
Service.

(ii) To provide well-defined job descriptions and specifications with clear
definitions of duties and responsibilities at all levels within the career
structure, enabling officers to understand the requirements and demands of
their jobs.

(iii) To establish standards for recruitment, training and advancement within the
career structure based on qualification, knowledge of the job, merit and
ability as reflected in work performance and results.

(iv)  To ensure appropriate career planning and succession management.

ADMINISTRATION AND SCOPE OF THE CAREER GUIDELINES

Responsibility for Administration

The Career Guideline will be administered by the Principal Secretary, State
Department for Public Service and Human Capital Development in conjunction
with the Public Service Commission in administering the Guideline, the Principal
Secretary will ensure that its provisions are strictly observed for fair and equitable
treatment of staff, and that officers are confirmed in appointment on successful
completion of their probation period.

Training Scope

In administering the Guidelines, the Principal Secretary, will ensure that appropriate
induction, training opportunities and facilities are provided to assist serving officers
acquire the necessary additional qualifications/specializations and experience
required for both efficient and effective performance of their duties and



1.3

1.4

1.5

1.6

1.7

advancement within the Career Guideline. Officers should also be encouraged to
undertake training privately for self-development. However, in all matters of
training, the Principal Secretary administering the guideline will consult the Public
Service Commission.

PROVISION OF POSTS

A Career Guideline does not constitute authority for creation/upgrading of post(s).
Any additional post(s) required under the new grading structure must be included
in the establishment proposals for consideration and approval by the Public Service
Commission.

GRADING STRUCTURE

A Grading Structure consists of a sequence or hierarchy of grades, bands or levels
into which groups of jobs that are broadly comparable in size and scope are placed.
The grading Structure is determined by the level of both academic and professional
qualification at the entry grade and advancement to other grades up to the highest
level.

SERVING OFFICERS

Serving officers will adopt and convert as appropriate to the new grading structure
and designations provided in the Career Guideline though they may not be in
possession of the requisite minimum qualification prescribed in the Career
Guideline. For advancement to higher grades, however, officers must possess the
prescribed minimum qualification and/or experience required for appointment to
the grade.

ENTRY AND TERMINAL GRADES

Entry and terminal grades will be guided by academic and professional qualification,
training and experience as specified in the respective Career Guideline.

DIRECT APPOINTMENT

Direct appointment will normally be made in the respective grades as specified in
the respective Career Guideline depending on qualifications, provided that the
candidates are in possession of the minimum qualification stipulated for this
particular grade. In exceptional circumstances, however, direct appointments may



1.8

1.9

1.10

be made beyond these grades by the Public Service Commission on the
recommendation of the Principal Secretary, provided that the candidates are in
possession of the minimum requisite qualification and experience required for the
particular grade.

INCREMENTAL CREDIT(S)

Incremental credit(s) for approved experience acquired after obtaining the
prescribed minimum qualification for the grades, may be awarded at the rate of one
increment for each completed year of approved experience, provided the
maximum of the grade is not exceeded. In awarding incremental credit(s), any
period of service or experience stipulated as the basic requirement for appointment
to a particular grade will be excluded.

ADVANCEMENT WITHIN THE GUIDELINE

The Career Guidelines set out the minimum qualification and/or experience
required for advancement from one grade to another. It is emphasized, however,
that these are the minimum requirements that entitle officers to be considered for
appointment to the next grades. In addition, advancement from one grade to
another will depend on: -

(i) existence of a vacancy in the authorized establishment;
(ii) merit and ability as reflected in work performance and results; and
(iii) approval of the Public Service Commission.

GRADES CATEGORIZED AS COMMON ESTABLISHMENT

This refers to two grades which are combined in a grading structure, normally at
the lowest level of a given cadre for the purpose of facilitating advancement of
officers without the need to increase the number of approved posts at those levels.
This is a good measure to control growth in numbers of personnel without
hindering advancement of staff. However, even in common establishment posts,
serving officers will be required to fulfill all the requirements for advancement to
the next grade as stipulated in these Career Guidelines.



1.1

1.12

1.13

RECOGNIZED QUALIFICATIONS

Recognized qualification as spelled out in this Career Guideline will be those
attained from recognized Institutions and Colleges and the Government approved
Examination Bodies. These will include but not limited to:

(i) Recognized Universities, Institutions and Colleges;

(ii) Kenya National Examinations Council (KNEC);

(iii)  Kenya Accountants and Secretaries National Examination Board (KASNEB);

(iv)  National Polytechnics;

(v) Institute of Human Resource Management (IHRM);

(vi)  Kenya School of Government (KSG); and

(vii)  Any other accredited institutions by the Commission for University Education
(CUE) or the relevant Government Departments as examining bodies.

(viii) Any foreign acquired qualifications will have to be recognized and equated
by relevant government bodies.

IMPLEMENTATION OF THE CAREER GUIDELINES

The Career Guidelines will become operational with effect from the date of
approval of these Career Guidelines by the Public Service Commission. On
commencement of these guidelines all officers currently in service shall
automatically transition into and be governed by their provisions.

REVIEW OF CAREER GUIDELINES

The Career Guideline may be reviewed after five (5) years or before the stipulated
time as may be necessary.



SECTION TWO:  JOB AND APPOINTMENT SPECIFICATIONS

2.1 CAREER GUIDELINES FOR HUMAN CAPITAL MANAGEMENT AND
DEVELOPMENT OFFICERS

1. Job Purpose

This cadre is responsible for formulation and implementation of human resource
policies, plans and guidelines that facilitate recruitment, development,
management and retention of competent workforce for optimum utilization and
delivery of public services to the citizenry.

2. Function

The Human Capital Management and Development function has two

components:

l. Human Capital Management and Development function at State
Department for Public Service and Human Capital Development
headquarters; and

1. Human Capital Management and Development function in Ministries and
State Departments

a) Human Capital Management and Development functions at State Department
for Public Service and Human Capital Development headquarters

This function has three (3) components:

(i) Human Capital Management Policy and Administration;
(ii) Human Capital Audit and Reward Management
(iii) Human Capital Development

(a) Human Capital Management Policy and Administration
The Human Capital Management Policy and Administration function is to:

(i) formulate, implement and review human capital management policies,
legislations, guidelines, strategies, systems, norms and standards in the Public
Service;

(ii) develop, implement and review human capital management plans in the
Public Service;

(i) monitor and evaluate the implementation of Human Resource plans,
policies, guidelines, systems, norms and standards in the Public Service;



(iv)

(v)

(vi)

(vii)

(viii)

(ix)

(x)

(xi)

(xii)

(xii)

(xiv)

(xv)

(xvi)
(xvii)

(xviii)

(xix)

(xx)
(xxi)

(xxii)

provide guidance and advisory on Human Capital Management governance
in the Public Service;

entrench and implement values and principles of Public Service in Articles
10 and 232 of the Constitution;

Conduct human capital analytics and metrics to inform decision making in
the Public Service;

Oversee the development, implementation and review attachment,
Internship and Volunteer Policy in the Public Service;

develop, implement and review Government Payroll Policy and Standards
in the public service;

develop, implement and review terms and conditions of service for the Civil
Service in liaison with the Public Service Commission, Salaries and
Remuneration Commission, The National Treasury and other key
stakeholders;

develop, administer and review Schemes, Insurance Covers and Welfare
programmes for the civil service including Group Life, Last Expense, Work
Injury Benefits and Group Personal Accident Insurance covers;

manage Government shared services cadres administered by the State
Department responsible for Public Service;

monitor, evaluate and review performance of Government shared services
in Ministries, State Departments and Agencies;

provide technical support and build capacity in Human Capital
Management in the Public Service;

promote human capital management professionalism, re-engineering and
culture change;

Undertake research on human capital management issues and trends in the
Public Service;
identify and manage human capital management risks;

coordinate and promote healthy employee relations in the Civil Service;

collaborate and partner with key stakeholders to enhance human capital
management in the Public Service;

coordinate and collaborate with key stakeholders in conducting human
resource audit in the Public Service;

ensure adherence and compliance with Human Capital Management
legislations, policies, guidelines and standards in the Public Service; and
establish and maintain an up-to-date database for human resource capital
management;

oversee the design and implementation of employee wellness, welfare and
assistance programs in the public service;

6



(xxiii) promote conducive employee work environment, employee satisfaction,

ergonomics and green human resource management; and

(xxiv) Ensure development, implementation and review of human capital

management information systems (Al Systems) for digital transformation in
the Public Service;

(xxv) oversee workforce entry, transitions, retirements and employee separations

in the public service;

(xxvi) coordinate the design and implementation of employee experience,

engagement, involvement, wellness, welfare and assistance programs in the
public service;

(b) Human Capital Audit and Reward Management
The Human Capital Audit and Reward Management function is to:

(i)

(i)

(iii)

(iv)

(v)

(vi)

(vii)
(viii)
(ix)

(x)
(xi)

(xii)

formulate, implement and review human capital management policies,
legislations, guidelines, strategies, systems, norms and standards in the Public
Service;

monitor and evaluate the implementation of Human Resource plans, policies,
guidelines, systems, norms and standards in the Public Service;

entrench and implement values and principles of Public Service in Articles 10
and 232 of the Constitution;

develop, implement and review Government Payroll Policy and Standards in
the public service;

develop, implement and review terms and conditions of service for the Civil
Service in liaison with the Public Service Commission, Salaries and
Remuneration Commission, The National Treasury and other key
stakeholders;

develop, administer and review Schemes, Insurance Covers and Welfare
programmes for the civil service including Group Life, Last Expense, Work
Injury Benefits and Group Personal Accident Insurance covers;

promote human capital management professionalism, re-engineering and
culture change;

Undertake research on human capital management issues and trends in the
Public Service;

identify and manage human capital management risks;
coordinate and promote healthy employee relations in the Civil Service;

collaborate and partner with key stakeholders to enhance human capital
management in the Public Service;

coordinate and collaborate with key stakeholders in conducting human
resource audit in the Public Service;



(xiii) ensure adherence and compliance with Human Capital Management
legislations, policies, guidelines and standards in the Public Service;

(xiv) oversee the design and implementation of employee wellness, welfare and
assistance programs in the public service;

(xv) promote conducive employee work environment, employee satisfaction,
ergonomics and green human resource management; and

(xvi) coordinate the design and implementation of employee experience,
engagement, involvement, wellness, welfare and assistance programs in the
public service.

(¢) Human Capital Development
The Human Capital Development function is to:

()

(i)

(iii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

(x)

formulate, implement and review human capital development policies,
laws, regulations, procedures;

provide technical support in undertaking Training Needs Assessments
(TNAs), Skills Gap Analysis (SGA) and development of Training Plans in the
Public Service;

provide technical support and build capacity in Human Capital
Development in the Public Service;

collaborate and partner with key internal and external stakeholders in
support of human capital development in the Public Service;

coordinate ~ administration of demand driven human capital
development/training programmes in the Public Service;

collaborate with key stakeholders in review and development of in-service
training curricula in the Public Service;

monitor, evaluate and audit Human Capital Development policies,
legislation, guidelines, frameworks, Training Revolving Fund (TRF) in terms
of performance and service delivery in the Public Service;

develop and coordinate implementation of Competency Framework for
the Public Service;

Ensure development, implementation and review of human capital
development information systems including digitalization, digitization and
automation of Human Resource Information and Services in the Public
Service; and

develop and maintain an up-to-date database on Human Capital

Development in the Public Service.



(c) Human Capital Management and Development Services in Ministries and State

Departments
(i) implement human capital management and development policies,
legislations, guidelines, strategies, systems, norms and standards in the
Ministry/State Department;
(i) develop, implement and review human capital management and
development plans in the in Ministry/State Department;

(iii) Provide guidance and advisory on Human Capital Management and
Development governance in the Ministry/State Department/Agencies;

(iv) implement Internship and Volunteer Policy for the Ministry/State
Department;

(v) Implement Government Payroll Policy and Standards in the Ministry/State
Department;

(vi) implement terms and conditions of service for the workforce in the
Ministry/State Department;

(vii) implement Schemes, Insurance Covers and Welfare programmes for the civil
service including Group Life, Last Expense, Work Injury Benefits and Group
Personal Accident Insurance covers in the Ministry/State Department;

(viii) monitor, evaluate and review workforce performance in Ministries, State
Departments and Agencies;

(ix) coordinate capacity building and training for the workforce in the
Ministry/State Department;

(x) promote human capital management and development, professionalism, re-
engineering and culture change in the Ministry/State Department;

(xi) undertake research on human capital management and development issues
and trends in the Ministry/State Department;

(xii) identify and manage human capital management and development risks in
the Ministry/State Department;

(xiii) coordinate and promote healthy employee relations in the Ministry/State
Department/Agency;

(xiv) collaborate and partner with key stakeholders to enhance human capital
management and development in Ministry/State Department/Agency;

(xv) conduct human capital audit in the Ministry/State Department;

(xvi) ensure adherence and compliance with Human Capital Management and
Development legislations, policies, guidelines and standards in the
Ministry/State Department;

(xvii) establish and maintain an up-to-date database for human capital
management and development in the Ministry/State Department;

(xviii) undertake Training Needs Assessments (TNAs), Skills Gap Analysis (SGA) and

development of Training Plans in the Ministry/State Department;



(xix)

(xx)

(xxi)

(xxii)

(xxiii)

(xxiv)

(xxv)

(xxvi)

(xxvii)

(xxviii)

(xxix)

(xxx)

(xxxi)
(xxxii)
(xxxiii)
(xxxiv)

(xxxv)
(xxxvi)

design and implement demand driven human capital development/training
programmes in the Ministry/State Department;

develop concept papers and present in the review and development of in-
service training curricula in the Ministry/State Department;

monitor, evaluate and audit Human Capital Management and Development
policies, legislation, guidelines, frameworks, Training Revolving Fund (TRF)
in terms of performance and service delivery in the Public Service;

manage Training Revolving Fund (TRF) in the Ministry/State Department;
and

manage, entrench and implement values and principles of Public Service in
Articles 10 and 232 of the Constitution;

conduct human capital analytics and metrics to inform decision making in
the Ministry/State Department;

implement Competency Framework for the Public Service in Ministry/State
Department.

promote application of best practices, emerging trends and technologies in
human capital management and development to enhance public service
delivery;

design and implement employee experience, engagement, involvement,
wellness, welfare and assistance programs in Ministry/State Department;

develop and implement human capital management and development
information systems for digital transformation (Al Systems) in the Public
Service;

promote conducive employee work environment, employee satisfaction,
ergonomics and green human resource management;

manage workforce entry, transitions, retirements and employee separations
in the Ministry/State Department;

implement attachment, Internship and Volunteer Policy in the Public Service;
mobilize, plan and budget for human capital management and development
resources in Ministry/State Department;

manage talent and leadership development in public service;

Manage human capital risk through planning, identification and reporting
(pension liability risks, labour relations, compliance, etc)

Manage diversity, equity and inclusion in Ministry/State Department;
Design, implement, monitor employee mentorship and coaching programs
in Ministry/State Department;

10



Grading Structure

The Career Guidelines establishes six (6) grades of Assistant Human Capital
Management Officers; seven (7) grades of Human Capital Management and
Development Officers; and one (1) grade of Director General, Human Capital

Services who will be designated and graded as follows:

Assistant Human Capital Management and Development Officers Appendix ‘A’

Designation Civil Service Grade
(CSG)

Assistant  Human  Capital Management and 12

Development Officer lll

Assistant Human  Capital Management and 11

Development Officer Il

Assistant  Human  Capital Management and 10

Development Officer |

Senior Assistant Human Capital Management and 9

Development Officer

Principal Assistant Human Capital Management and 8

Development Officer Il

Principal Assistant Human Capital Management and 7

Development Officer |

Human Capital Management and Development Officers Appendix ‘B’

Designation Civil Service Grade
(CSG)

Human Capital Management and Development Officer 10

Senior Human Capital Management and Development Officer 9

Principal Human Capital Management and Development 8

Officer

Assistant  Director, Human Capital Management and 7

Development

Deputy Director, Human Capital Management and 6

Development

Director, Human Capital Management and Development 5

Senior Director, Human Capital Management and 4

Development

Director General Human Capital Management Services 3
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Note:

(i) The grades of Assistant Human Capital Management & Development Officer
/1, CSG 12/11 for Diploma holders will form a common establishment for the
purpose of this Career Guideline.

(ii) The grade of Principal Assistant HCM Officer | has been established and shall be
the highest in this cadre. (For higher Diploma Holders)

(iii) The grades of Human Capital Management and Development Officer /Senior,
CSG 10/9 for Degree holders will form a common establishment for the purpose
of this Career Guideline.

(iv) The Career guidelines has also created one (1) position for the Director General,
Human Capital Management and Development to provide strategic leadership
and support the Executive office (PS & CS).

4. Conversion to the New Grading Structure

Serving Officers will adopt and convert to the new grading structure and
designations as follows:

HUMAN  CAPITAL
APPENDIX ‘A’

MANAGEMENT & DEVELOPMENT  ASSISTANTS

Current Designation JG | New Designation CsSG
Human Resource Management | ‘H’ | Assistant Human Capital 12
Assistant 1l Management and Development

Officer Il
Human Resource Management | ‘)7 | Assistant Human Capital 11
Assistant 11 Management and Development

Officer 1l
Human Resource Management | ‘K’ | Assistant Human Capital 10
Assistant | Management and Development

Officer |
Senior Human Resource | ‘L’ | Senior Assistant Human Capital 9
Management Assistant Management and Development

Officer
Principal Human Resource | ‘N’ | Principal Assistant Human 8
Assistant Capital Management and

Development Officer Il
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............................................. ... | Principal Assistant Human 7
Capital Management and
Development Officer |

Human Capital Management and Development Officers Appendix ‘B’

Present Designation JG | New Designation CsSG

Human Resource Management | ‘J° | Human Capital Management
Officer and Development Officer Il and Development Officer 10

Human Resource Management | ‘K’
and Development Officer

Senior Human Resource | ‘L" | Senior Human Capital 9
Management and Development Management and Development
Officer Officer
Principal Human Resource | ‘N’ | Principal Human Capital 8
Management and Development Management and Development
Officer Officer
Assistant Director, Human | ‘P’ | Assistant  Director,  Human 7
Resource Management and Capital Management and
Development Development
Deputy Director, Human Resource | ‘R’ | Deputy Director, Human 6
Management and Development Capital Management and

Development
Director, Human Resource | ‘S’ | Director, Human Capital 5
Management and Development Management and Development
Secretary, Human Resource | ‘T’ | Senior Director, Human Capital 4
Management Management/Senior  Director,

Human Capital Management
and Development

Secretary, Human Resource | ‘T’ | Senior Director, Human Capital 4
Development Development
.................................. .... | Director General Human Capital 3
Services

13




Recognized Qualifications

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

(i)

(i)

(iii)

(iv)

v)

(vi)
(vii)

(viii)

(ix)

Diploma/Postgraduate in any of the following fields: Human Resource
Management, Labour and Industrial Relations, Labour Relations
Management, Business Administration (HR Option) or equivalent
qualification from a recognized institution.

Higher Diploma/Postgraduate in any of the following fields: Human
Resource Management, Labour and Industrial Relations, Labour Relations,
or equivalent qualification from a recognized institution.

Bachelor’s degree in any of the following fields: Human Resource
Management, Human Resource Development, Human Resource Planning,
Business Administration/Management (HR Option), Bachelor of Commerce
(HR Option), Sociology, Public Administration, Counseling Psychology,
Industrial Relations, Education, Economics or equivalent qualification from
a recognized institution,

Master’s degree in any of the following fields: Human Resource
Management, Human Resource Development, Human Resource Planning,
Industrial  Relations, Public Policy, Business Administration (Human
Resource option), or equivalent qualification from a recognized institution.

Certified Human Resource Professional Examinations, Part I/1l/1ll from
Human Resource Management Professionals Examinations Board
(HRMPEB).

Membership to Institute of Human Resource Management (IHRM).

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

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

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

14



(x)  Proficiency in computer applications.

(xi) Any other qualifications as may be recognized by the Public Service
Commission.

JOB DESCRIPTIONS AND SPECIFICATIONS

HUMAN CAPITAL MANAGEMENT & DEVELOPMENT ASSISTANTS
APPENDIX ‘A’

L. HUMAN CAPITAL MANAGEMENT & DEVELOPMENT ASSISTANT 111, CSG 12

This will be the entry and training grade for this cadre. An officer at this level will
work under the guidance of a senior officer.

(a) Job Descriptions

An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County/Sub-County.

Duties and responsibilities will entail: -

(i) processing of human capital management matters including appointments,
promotions and leave applications within existing rules, regulations and
procedures;

(ii) capturing and updating human capital data in Government human resource
information systems; and

(iii) drafting correspondences.

(b) Job Specifications
For appointment to this grade, a candidate must have:

(i) Diploma in Human Resource Management, Human Resource Development,
Industrial Relations, Labour Relations or equivalent qualification from a
recognized institution;

OR

Part | Certified Human Resource Professional (CHRP) from HRMPEB; and

(if)  Proficiency in computer applications.

15



1.

(a)

(b)

HUMAN CAPITAL MANAGEMENT & DEVELOPMENT ASSISTANT II, CSG 11

Job Descriptions

An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County/Sub-County.

Duties and responsibilities at this level will entail: -

()
(i)
(iii)

(iv)
(v)

processing human capital management matters including appointments and
promotions within existing rules, regulations and procedures;

capturing and updating human resource data in Government human resource
information systems;

drafting correspondences;

drafting of Ministerial Human Resource Advisory Committee Agenda; and
processing of appointments, salaries, leave and pension documents.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

(iii)

(iv)

Served for cumulative period of three (3) years in the grade of Human
Capital Management & Development Assistant Il1;

Diploma in Human Resource Management, Human Resource Development,
Industrial Relations, Labour Relations or any other relevant qualification
from a recognized institution;

OR
Part | Certified Human Resource Professional Examinations, from HRMPEB;

Proficiency in computer applications; and

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

16



1.

(a)

(b)

HUMAN CAPITAL MANAGEMENT & DEVELOPMENT ASSISTANT 1, CSG 10

Job Descriptions

An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County/Sub-County.

Duties and responsibilities at this level will entail: -

()
(i)
(iif)

(iv)
v)

verifying information relating to recruitment, appointment, transfers, training
and development, discipline, establishment and complement control;
implementing human resource management and development decisions
within existing rules, regulations and procedures;

verifying human resource data in Government human resource information
systems;

verifying of Ministerial Human Resource Advisory Committee Agenda; and
processing pension documents.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(it)

(iii)
(iv)

Served for cumulative period of six (6) years in the Public Service, three (3) of
which must have been in the grade of Human Capital Management &
Development Assistant 1l;

Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from
a recognized institution;

OR
Part Il Certified Human Resource Professional Examinations, from HRMPEB;

Proficiency in computer applications; and

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

17



IV.  SENIOR HUMAN CAPITAL MANAGEMENT & DEVELOPMENT ASSISTANT, CSG
9

(a) Job Descriptions

An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County/Sub-County. In
addition, an Officer at this level may be deployed to head a Human Capital
Management and Development section.

Duties and responsibilities at this level will entail:

(i) preparing cases for the Ministerial Human Resource Management Advisory
Committee and the Human Resource Development Committee;

(i) verifying information relating to recruitment, appointments, transfers,
training and development, discipline, establishment and complement
control;

(iii)  implementing human resource management and development decisions
within existing Rules, Regulations and Procedures;

(iv)  Drafting correspondences;

(v)  verifying human resource data in HRIS; and

(vi)  verifying pension documents.

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

Q) Served for cumulative period of nine (9) years in the Public Service, three (3)
of which should have been in the grade of Human Capital Management &
Development Assistant I;

(i) Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from
a recognized institution;
OR
Part Il Certified Human Resource Professional Examinations, from HRMPEB;

(iii) Certificate in Supervisory Skills Course lasting not less than two (2) weeks from
a recognized institution;
(iv) Membership to the IHRM
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(v) Proficiency in computer application; and

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

V. PRINCIPAL HUMAN CAPITAL MANAGEMENT & DEVELOPMENT ASSISTANT,

CsG 8

(a) Job Descriptions
An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County. In addition, an
Officer at this level may be deployed to head a Human Capital Management and
Development section.

Duties and responsibilities at this level will entail:

(i) participating in the planning of human resource management and
development activities including recruitment, appointment, promotion,
discipline;

(i) management of Government human resource information systems;

(iii)  payroll management;

(iv) preparing agenda and minutes for the Ministerial Human Resource
Management Advisory Committee and the Human Resource Development
Committee;

(v)  implementing human resource management and development decisions
within existing rules, regulations and procedures; and

(vi)  verifying pension documents.

(b) Job Specifications

For appointment to this grade, an officer must have:

(1)

(i)

Served for cumulative period of twelve (12) years in the public service, three
(3) of which should have been in the grade of Senior Human Capital
Management & Development Assistant;

Higher Diploma in Human Resource Management, Industrial Relations,
Labour Relations or any other relevant qualification from a recognized
institution;

OR
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Part lll Certified Human Resource Professional Examinations, from HRMPEB;

(i)  Certificate in Supervisory skills lasting not less than two (2) weeks from a
recognized institution;

(iv)  Proficiency in computer applications;

(v) Be a member of IHRM; and

(vi) Demonstrated administrative and professional competence required at this
level.

VI.  SENIOR PRINCIPAL HUMAN CAPITAL MANAGEMENT & DEVELOPMENT
ASSISTANT, CSG 7

(a) Job Descriptions

An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County. In addition, an
Officer at this level may be deployed to head a Human Capital Management and
Development section.

Duties and responsibilities at this level will entail:

(i) participating in the planning of human resource management and
development activities including recruitment, appointment, promotion,
discipline;

(ii) management of Government human resource information systems;

(iii) payroll management;

(iv) preparing agenda and minutes for the Ministerial Human Resource
Management Advisory Committee and the Human Resource Development
Committee;

(v) implementing human resource management and development decisions
within existing rules, regulations and procedures; and

(vi) verifying pension documents.

(b) Job Specifications
For appointment to this grade, an officer must have:
(i) Served for cumulative period of fifteen (15) years, three (3) of which should

have been at the level of Principal Human Capital Management and
Development Assistant.
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(a)

(ii) Higher Diploma in Human Resource Management, Industrial Relations,
Labour Relations or any other relevant qualification from a recognized
institution;

OR
Part lll Certified Human Resource Professional Examinations, from HRMPEB;

(iii) Certificate in Supervisory Skills Course lasting not less than two (2) weeks from
a recognized institution;
(iv) Proficiency in computer applications;
(v) Be a member of IHRM; and
(vi) Demonstrated administrative and professional competence required at this
level.

HUMAN CAPITAL MANAGEMENT AND DEVELOPMENT OFFICERS:
APPENDIX ‘B’

HUMAN CAPITAL MANAGEMENT AND DEVELOPMENT OFFICER , CSG 10

This will be the entry and training grade for this cadre. An officer at this level will
perform a variety of human capital management and development duties under the
guidance of a senior officer.

Job Descriptions

An officer at this level shall be deployed in a Human Capital Management and
Development Unit in a Ministry/State Department/Agency/County/Sub-County

Duties and responsibilities at this level will entail:

(i) verifying information relating to recruitment, appointments, promotions,
transfers and human resource management information systems;

(i)  implementing human resource management decisions within existing rules,
regulations and procedures;

(iii)  collecting and collating data for assessing training needs;

(iv)  preparing training projections; and
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(v)  preparing agenda and minutes for the Ministerial/County Human Resource
Management Advisory Committee and the Human Resource Development
Committee.

(b)  Job Specifications
For appointment to this grade, a candidate must have:

(i) Bachelor’s degree in Human Resource Management, Human Resource
Development, Human Resource Planning, Labour Relations or equivalent
qualification from a recognized institution;

OR

(i)  Bachelor’s degree in any of the following fields: Business Administration, Education,
Psychology, Counselling, Public Policy, Economics or equivalent qualification from
a recognized institution;

PLUS
Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from a
recognized institution

OR
Part 1l Certified Human Resource Professional Examinations from HRMPEB

(iii)  Proficiency in Computer applications.
(iv) Member of IHRM

Nl.  SENIOR HUMAN RESOURCE MANAGEMENT AND DEVELOPMENT OFFICER,
CsG9

(a) Job Description

An officer at this level will be deployed at the Ministry/State Department
responsible for Public Service, in a Ministry/State Department or County. In
addition, an Officer at this level may be deployed to head a Human Capital
Management and Development section.

Duties and responsibilities at this level will entail:

(i) initiating action on human resource management services in such areas as
appointment, promotion, payroll management;

(if)  discipline, pensions, establishment and complement control;
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(iii)
(iv)
v)
(vi)

(vii)

verifying agenda and minutes for the Ministerial Human Resource
Management Advisory Committee and Human Resource Development
Committee;

verification of payroll and pensions claims;

implementing human resource management and development decisions
within existing rules, regulations and procedures;

preparing and compiling reports on the implementation of Performance
Management Systems including Performance Appraisal Systems, Rewards and
Sanctions Framework and Human Resource Information Systems;
participating in training needs assessment;

(viii) preparing training plans and projections;

(ix)  organizing training programs; and
(X)  updating and maintaining human resource management and development
records.
(b) Job Specifications

For appointment to this grade, an officer must have:

(1)

(i)

(ii)

(iv)
(v)
(vi)

Served in the grade of Human Capital Management and Development Officer
for a minimum period of three (3) year;

Bachelor’s degree in Human Resource Management, Human Resource
Development, Human Resource Planning, Labour Relations or equivalent
qualification from a recognized institution;
OR

Bachelor’s degree in any of the following fields: Business Administration,
Education, Law, Psychology, Counselling, Sociology, Political Science/
Government, Public Policy, Anthropology, Economics or equivalent
qualification from a recognized institution;

PLUS
Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from
a recognized institution;

OR
Part Il Certified Human Resource Professional Examinations from HRMPEB

Membership to IHRM and in good standing;
Proficiency in Computer applications; and
Shown merit and ability as reflected in work performance and results.

23



IV.

(a)

PRINCIPAL HUMAN CAPITAL MANAGEMENT AND DEVELOPMENT OFFICER,
CsG 8

Job description

An officer at this level will be deployed at the Ministry/State Department responsible
for Public Service, in a Ministry/State Department or County. In addition, an Officer
at this level may be deployed to head a Human Capital Management and
Development section.

At the Ministry/State Department responsible for Public Service the officer will be
responsible for a cluster of State Departments, Counties and State Agencies.

Duties and responsibilities will entail:

(i) participating in collection, collation and analysis of human resource
management and development data from State Departments and State
Agencies and making appropriate recommendations;

(ii)  preparing of HR reports;

(iii)  analyzing human resource management and development issues emanating
from State Departments and State Agencies and initiating appropriate
action;

(iv) monitoring the implementation and effectiveness of human resource
management and development policies, guidelines and procedures in State
Departments and State Agencies;

(v)  vetting and processing nominations for development partners’ scholarships;

(vi)  participating in organizing in-service training programmes and workshops;

(vii)  preparing training projections;

(viii) processing course announcements and approvals; and

(ix)  processing secondment and unpaid leave cases.

At the Ministry/State Department or County levels, duties and responsibilities will
entail:

(i) coordinating human resource services in such areas as appointment,
promotion, payroll management;

(ii) discipline, pensions, establishment and complement control;

(iii) analyzing the staffing levels and making proposals for succession planning;

(iv) analyzing utilization of human resources and advising on proper
deployment;
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(b)

(v) verification of payroll and pension claims;

(vi) analyzing staff progression and making proposals for career development;

(vii) ensuring the correct interpretation and implementation of human resource
management and development regulations, Labour laws and other statutes;

(viii) managing the human resource information systems;

(ix) preparing and compiling reports on the implementation of performance
management systems including performance appraisal systems;

(x) developing training proposals;

(xi) developing training projections and plans;

(xii) coordinating the preparation and processing of cases for the Ministerial
Human Resource Management Advisory Committee or County Human
Resource Management Advisory Committee or Human Resource
Development Committee;

(xiii) organizing, coordinating, monitoring and evaluating training programmes;

(xiv) facilitating the nomination of officers for scholarships;

(xv) taking custody of human resource development records; and

(xvi) supervising training needs assessment and skills gap assessment.

Job Specifications
For appointment to this grade, an officer must have:

(i) Served for cumulative period of six (6) years in the public service, three (3) of which
must have been at the grade of Senior Human Capital Management and
Development Officer;

(ii) Bachelor’s degree in Human Resource Management, Human Resource
Development, Human Resource Planning, Labour Relations or equivalent
qualification from a recognized institution;

OR

(iii) Bachelor’s degree in any of the following fields: Business Administration, Education,
Law, Psychology, Counselling, Sociology, Political Science/ Government, Public
Policy, Anthropology, Economics or equivalent qualification from a recognized
institution;

PLUS
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Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from a
recognized institution;

OR
Part 1l Certified Human Resource Professional Examinations from HRMPEB;

(iv)Certificate in Senior Management Course lasting not less than four (4) weeks from
a recognized institution;

(v) Membership to IHRM good standing.

(vi)Proficiency in computer applications; and

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

V. ASSISTANT  DIRECTOR, HUMAN  CAPITAL MANAGEMENT AND
DEVELOPMENT, CSG 7

(a) Job Description

An officer at this level will be deployed at the Ministry/State Department responsible
for Public Service, in a Ministry/State Department or County headquarters. In
addition, an Officer at this level may be deployed to head a Human Capital
Management and Development section.

At the Ministry/State Department responsible for Public Service the officer will be
responsible for-a cluster of State Departments, Counties and State Agencies.

Duties and responsibilities will entail:

(i) interpretation of regulations relating to the human capital management and
development function;

(i)  researching on human resource management and development policies;

(iii)  initiating review of rules and regulations governing terms and conditions of
service and related labour laws;

(iv) analyzing reports on human resource, training and development matters
received from Ministries, Departments and Agencies and making appropriate
proposals;

(v)  analyzing and updating data for cadres managed by Human Resource
Services and planning for succession management and development of these
cadres;

(vi) managing and coordinating of authorization of training;
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(vii)
(viii)
(ix)

(x)
(xi)

(xii)
(xiii)
(xiv)

(xv)

(xvi)
(xvii)
(xviii)
(xix)
(xx)

(xxi)
(xxii)

collecting and collating of performance management, Performance Appraisal
System, training and development reports from State Departments;
preparing reports on payroll management from State Departments;

analyzing human resource management and development data from State
Departments for inclusion in Human Resource Management Information
Systems;

monitoring implementation and impact of Human Resource Management
and development policies, guidelines and procedures in the Civil Service;
monitoring human resource management and development activities and
coordinating the development of a skills inventory in Ministries/State
Departments;

monitoring the implementation of induction, training levy and bonding
policies;

coordinating the implementation of technical training and capacity building
programmes;

liaising with development partners for technical assistance to the Public
Service;

collecting and collating information for formulation and reviewing of human
resource management and development policies, rules, regulations and
procedures;

providing technical support in undertaking training needs assessment, skills
gaps assessment and HRD audit;

designing and implementing appropriate training programmes to address
identified training and competency gaps;

participating in the selection of candidates for in-service training;
coordinating clerical training cadre for proficiency examinations;
undertaking human resource development surveys and forecasts and
preparing reports;

processing of secondment and unpaid leave cases; and

administering the medical, mortgage, car loan and pension schemes.

At Ministry/State Department or County duties and responsibilities will entail:

(i)

(i)
(iii)

coordinating human resource services in such areas as appointment,
promotion, payroll management;

discipline, pensions, establishment and complement control;

analyzing staffing levels and making proposals for succession planning;
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(b)

(iv)
v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)
(xiii)
(xiv)

(xv)

(xvi)

analyzing utilization of human resources and advising on proper
deployment;

analyzing staff career progression and making proposals for career
development;

ensuring the correct interpretation and implementation of human resource
management and development regulations;

preparing reports on the implementation of performance management and
performance appraisal system;

preparing reports on the administration and management of the human
resource information system;

coordinating and implementing technical assistance training programmes;
advising on appropriate training programmes;

undertaking training needs assessment, skills gaps assessment and HRD audit;
developing training plans and training projections;

monitoring and evaluating the impact of training programmes on
performance and service delivery;

monitoring implementation ‘of human resource management and
development policies, rules and regulations;

preparing and submitting reports on human resource management and
development; and

validation and authentication of academic and professional certificates in
liaison with the relevant institutions.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(it)

(iii)

Served for cumulative period of nine (9) years in the Public Service, three (3)
of which should have been at the grade of Principal Human Capital
Management and Development Officer;

Bachelor’s degree in Human Resource Management, Human Resource
Development, Human Resource Planning, Labour Relations or equivalent
qualification from a recognized institution;

OR

Bachelor’s degree in any of the following fields: Business Administration,
Education, Law, Psychology, Counselling, Sociology, Political Science/
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VL.

(a)

Government, Public Policy, Anthropology, Economics or equivalent
qualification from a recognized institution;
PLUS
Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from a
recognized institution;
OR
Certified Human Resource Professional CHRP (K) from HRMPEB;

(iv)  Master Degree;

(v)  Membership to IHRM in good standing;

(vi)  Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

(vii)  Proficiency in computer applications

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

DEPUTY DIRECTOR, HUMAN CAPITAL MANAGEMENT AND DEVELOPMENT,
CsG 6

Job Description

An officer at this level will be deployed at the Ministry/State Department responsible
for Public Service or in a Ministry/State Department. In addition, an Officer at this
level may be deployed to head a Human Capital Management and Development
section.

Specific duties and responsibilities will be as follows:

In the Ministry/State Department responsible for Public Service, duties and
responsibilities will entail:

(i) innovating and designing of human capital management and development
strategies and translating them to policies;

(i)  introducing systems and management practices that facilitate efficient and
effective management of the human resource management and development
function;

(ii)  initiating development and review of terms and conditions of service for the
public service and semi-autonomous government agencies (sagas);
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(iv)
(v)
(vi)

(vii)
(viii)

(ix)
(x)

(xi)
(xii)
(xiii)

(xiv)
(xv)
(xvi)

(xvii)

(xviii)

(xix)

(xx)

providing guidance on human resource management and development
policy matters to ministries/state departments and agencies;

proposing performance improvement strategies that are adaptive to the
changing environment and technology;

researching on human resource best practices, formulation of human resource
management and development policies, standards and regulations;

initiating action on issues related to collective bargaining agreements;
negotiating agreements with labour unions and monitoring their
implementation;

ensuring compliance with labour laws;

monitoring implementation of remuneration policy and suggesting areas of
review;

identify and mainstream the development of critical skills and competencies
in the Public Service;

devising innovative and creative strategies for mobilizing resources for
training and capacity building;

coordinating in-service training;

ensuring the maintenance of human resource information systems including
authorizing and safeguarding user rights;

payroll management including auditing;

coordinating preparation of training budgets and training proposals;
forecasting human resource development requirements for the public service
through periodic training needs assessments and human resource surveys;
developing, designing and implementing human resource development
programmes, sourcing for scholarships, coordinating implementation of
technical assistance programmes, and monitoring and evaluating the
implementation and the impact of human resource development
programmes in the public service;

coordinating the preparation of human resource management and
development reports; and

overseeing the promotion of the values and principles of public service.

At the Ministry/State Department duties and responsibilities will entail:

(i)
(it)

implementing human resource management and development policies, rules
and regulations and analyzing their impact on performance management;
advising the authorized officer on delegated powers including constitution of
relevant committees and panels;
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(b)

()

(iii)

(iv)
(v)

(vi)
(vii)

(viii)
(ix)
(x)
(xi)
(xii)
(xiii)

(xiv)

(xv)

(xvi)

coordinating the processing and verifying of the agenda and minutes for the
human resource management advisory committee and human resource
development committee;

ensuring that professional human resource management and development
standards are maintained;

advising the technical departments in the ministry/state department on career
and succession management, human resource planning, human resource
development and optimal utilization of human resources;

coordinating the preparation of personnel emoluments (pe) and training
budgets;

coordinating the implementation of performance management systems
including staff performance appraisal system and the rewards and sanctions
framework;

coordinating in-service training; ensuring the maintenance of human resource
information systems including authorizing and safeguarding user rights;
payroll management including cleansing and audit;

coordinating and overseeing the preparation and presentation of agenda for
human resource management advisory committee and human resource
development and ensuring the implementation of the committees’ decisions;
coordinating implementation of technical training assistance programmes;
forecasting skills and competency requirements including administration of
competency tests;

overseeing preparation of training projections and plans; and

overseeing the budgeting, allocation and optimal utilization of training
resources and opportunities;

coordinating the preparation of human resource management and
development reports; and

overseeing the promotion of the values and principles of public service.

Job Specifications

For appointment to this grade, an officer must have:

Served for cumulative period of twelve (12) years in the public service’, three (3) of
which should have been at grade of Assistant Director, Human Capital Management
and Development;

(ii) Bachelor’s degree in Human Resource Management, Human Resource
Development, Human Resource Planning, Labour Relations or equivalent
qualification from a recognized institution;
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VIL.

(a)

OR

(iii)Bachelor’s degree in any of the following fields: Business Administration, Education,

Law, Psychology, Counselling, Sociology, Political Science/ Government, Public
Policy, Anthropology, Economics or equivalent qualification from a recognized
institution;

PLUS

Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from a
recognized institution;

OR

Certified Human Resource Professional CHRP (K) from HRMPEB;

(iv) Masters Degree;

(v) Membership to IHRM and in good standing;

(vi)  Certificate in Strategic Leadership Development Programme lasting not less
than six (6) weeks from a recognized institution;

(vii)  Proficiency in computer applications; and

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

DIRECTOR, HUMAN CAPITAL MANAGEMENT AND DEVELOPMENT, CSG 5

Job Description

An officer at this level will be deployed at the Ministry/State Department responsible
for Public Service or in a Ministry/State Department. In addition, an Officer at this
level may be deployed to head a Human Capital Management and Development
Division.

In the Ministry/State Department responsible for Public Service, duties and
responsibilities will entail:

(i) ensuring the implementation of human resource management and
development policies, rules and regulations and analyzing their impact on
performance management;

(ii)  coordinating the collection and collation of information to inform
formulation of human resource management and development policies in
the public service;

(i)  advising the Public Service on career and succession management, human
resource planning and optimal utilization of human resources;
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(iv)

(v)

(vi)

(vii)

(viii)

(ix)

(x)

(xi)

(xii)

(xii)

(xiv)

(xv)

(xvi)

(xvii)

(xviii)

At the

(1)
(i)

(ii)

coordinating the implementation of performance management systems,
including staff performance appraisal system and the rewards and sanctions
framework;

overseeing and guiding the design, review and implementation of human
resource information systems;

advising ministries/state departments and state agencies on general
government policies on human resource management and development;
ensuring compliance with labour laws and forging linkages with the unions
and other public service agencies; and

liaising with the public service commission and ministry/state department
responsible for finance on human resource matters;

identifying, designing and overseeing the implementation of training
programmes based on the needs of the public service;

overseeing the monitoring of implementation of training and human
resource development plans;

providing advice and guidance to ministries/state departments on technical
assistance on human resource development matters;

coordinating mobilization, allocation and monitoring utilization of training
resources and opportunities from development partners;

coordinating implementation and review of in-service and pre-retirement
training programmes;

liaising with development partners and proposing relevant areas for funding;
coordinating the implementation of Competency Framework for the Public
Service;

overseeing the assessment of competency gaps in the service and designing
and implementing relevant training programmes;

forecasting skill and competency requirements including administration of
competency tests;

monitoring and evaluating training and human resource development
activities; and

developing innovative and creative strategies for management of knowledge
and talent in the public service.

Ministry/Department duties and responsibilities will entail:

Head of human capital services function;

planning, organizing, coordinating and administering all human capital
activities within a Ministry/State Department;

performing liaison duties with the Ministry/State Department responsible for
Public Service Management, Public Service Commission and the
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(b)

(i)

(iv)

(v)

(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)
(xiii)
(xiv)
(xv)
(xvi)

(xvii)
(xviii)

Ministry/State Department responsible for Finance, Unions and other public
service agencies;

monitoring implementation of human capital management and
development policies, rules and regulations;

advising the Authorized Officer on delegated powers and functions including
constitution and operations of Ministerial Human Resource Management
Advisory Committee and other relevant committees and panels;

providing leadership in the institutionalization of performance management
including Staff Performance Appraisal System;

maintaining professional human resource management and development
standards; advising on succession management/human resource planning,
human resource development and proper utilization of human resource;
advising on career development, review of career progression guidelines;
advising State Agencies under the Ministry/State Department on general
government policies on human resource management and development;
interpreting labour laws and other statutes that impact on the human
resource at the Ministry/State Department;

coordinating the implementation of technical training assistance
programmes;

initiating assessment of skill and competency gaps;

overseeing preparation of training projections and plans;

ensuring the maintenance of Human Resource Information Systems including
authorizing and safeguarding user rights;

overseeing payroll management including cleansing and audit;

overseeing the budgeting for personnel emoluments and training;

oversee the promotion of the values and principles of public service; and
coordinate implementation and review of in-service and pre-retirement
training programmes.

Job Specifications

For appointment to this grade, an officer must have:

Served for cumulative period of fifteen (15) years in public service’, three (3) of
which should have been at the grade of Deputy Director, Human Capital
Management and Development

(ii) Bachelor’s degree in Human Resource Management, Human Resource
Development, Human Resource Planning, Labour Relations or equivalent

qualification from a recognized institution;

OR
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(iii)

(iv)

(v)

(vi)

Bachelor’s degree in any of the following fields: Business Administration, Education,
Law, Psychology, Counselling, Sociology, Political Science/ Government, Public
Policy, Anthropology, Economics or equivalent qualification from a recognized
institution;

PLUS
Diploma in Human Resource Management, Human Resource Development
Industrial Relations, Labour Relations or any other relevant qualification from a
recognized institution

Certified Human Resource Practitioner of Kenya (CHRP-K) or its recognized and
equivalent qualification from a recognized institution;

Master’s degree in any of the following fields: Human Resource Management,
Human Resource Development, Human Resource Planning, Industrial Relations,
Labor Relations, Education, Public Administration, Business Administration,
Counselling Psychology, Economics, Labour Relations or relevant and equivalent
qualification from a recognized institution;

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

(vii)  Membership to IHRM in good standing; and

(vii

i) Demonstrated a thorough understanding of national goals, policies and
development objectives and ability to transform them into Human Resource
Management and Development policies and programmes.

SENIOR DIRECTOR, HUMAN CAPITAL DEVELOPMENT, CSG 4

(a)

(b)

Job Purpose

Overall policy direction, implementation and coordination of human capital
development function in the Public Service.

Job Descriptions
The Senior Director will be answerable to the Director General and will head the
Human Capital Development Directorate. The officer will be responsible to the

Director General, Human Capital Services for overall coordination of the human
Capital development, capacity building, strategic partnerships, and capacity
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(c)

development and related advisory in Ministries/Departments, Counties and
Agencies.

Specific duties and responsibilities will entail: -

(ii)

(iii)
(iv)

(v)

(vi)
(vii)

(viii)
(ix)
(x)
(xi)
(xii)

(xii)

(xiv)

formulating, reviewing and interpreting human capital development policies,
procedures, standards, guidelines and strategies;

planning and developing modern human capital development strategies;
providing leadership in Human capital development functions in the Public
Service;

identifying and developing suitable skills and competence development
programmes for the Public Service;

resource Mobilization for capacity building for the Public Service;
negotiating, concluding and implementing bilateral and multilateral
agreements relating to Human Capital Development in the Public Service;
focal point for development Partner technical assistance on human capital
development in the Public Service;

collaborating with the Government and private training institutions on the
development of training programmes for Public Service;

identification and mainstreaming development of critical skills and
competencies in the Public Service;

authorization of public service training;

development and maintenance of skills inventory in the Public Service;
providing technical support to MDCAs in Training Needs Assessment, Skills
Gap Analysis, Human Capital Development Audit, coaching and mentorship
and human Capital development planning in the Public Service;

monitoring, evaluation and auditing the impact of human capital
development activities in the Public Service; and

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

Served for cumulative at least fifteen (15) years, three (3) of which should
have been in grade of Director, Human Capital Development or in a
comparable and relevant position in the Public Service;

Bachelor’s degree in any of the following fields: Human Resource
Management, Human Resource Development, Human Resource Planning,
Business  Administration,  Education, Sociology, Political Science/
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Government, Anthropology, Economics, Labour Relations or any other
relevant Social Science from a recognized institution;

(i)  Master’s degree in any of the following fields: Human Resource
Management, Human Resource Development, Human Resource Planning,
Industrial Relations, Labour Relations, Public Policy, Project Planning &
Management, Information Management System Education, Public
Administration, Business Administration, Counseling Psychology, Economics
or equivalent qualification from a recognized institution;

(iv)  Certified Human Resource Practitioner of Kenya (CHRP-K) or its recognized
and equivalent qualification from a recognized institution;

(v) Certificate in Leadership/Governance Course lasting not less than six (6)
weeks from a recognized institution;

(vi) A practicing member in good standing of a professional body of Human
Resource recognized by law;

(vii)  Proficiency in computer applications;
(viii) Meets the requirements of Chapter Six of the Constitution of Kenya; and

(ix) Demonstrated professional competence, managerial capability, and a
thorough understanding of the Human Resource Services function and ability
to relate it to the National Development goals.

SENIOR DIRECTOR, HUMAN CAPITAL MANAGEMENT, CSG 4

(a) Job Purpose

Overall policy direction, implementation and coordination of human resource
management function in the Public Service. In addition, an Officer at this level may
be deployed to head a Human Capital Management Directorate.

(b) Job Description

The Secretary, will head the Human Resource Management Technical Support and
Administration Directorate. The officer will be responsible to the Director General,
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(c)

Human Resource Services for overall coordination of the human resource
management policy development, analytics, compensation, benefits and employee

relations, research and related advisory in Ministries/Departments, Counties and
Agencies.

Duties and responsibilities will entail: -

(i)
(i)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)

providing overall policy direction in the Human Resource Management
(HRM) function in the MDACs;

Formulating, reviewing and interpreting of human resource management
procedures and systems;

Providing technical support to mdacs on matters pertaining management of
human resource function;

Offering practical solutions on emerging hrm issues through research in the
public service;

Providing policy guidance to government agencies for review of the terms
and conditions of service in the public service;

Providing advisory role on staff rationalization and staffing levels on cadres
administered by the state department;

Developing mentorship programs for office administrative personnel in the
civil service;

Developing and maintain database for cadres administered by the state
department for purposes of ensuring human resource planning;

Setting goals for human resource management in the public service in line
with the constitution and other national development priorities;

Mobilizing resources through consultative relationships and cooperating with
development partners;

Benchmarking with regional and international bodies on matters relating to
human resource management and development; and

Overseeing the promotion of the values and principles of public service.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

Served for cumulative period of eighteen (18) years in the Public Service, three
(3) of which should have been in at the level of Director, Human Resource
Management and Development.

Bachelor’s degree in any of the following fields: Human Resource
Management, Human Resource Development, Human Resource Planning,
Business Administration, Education, Sociology, Political Science/ Government,
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Anthropology, Economics, Labour Relations or any other relevant Social
Science from a recognized institution;

(ili) Master’s degree in any of the following fields: Human Resource Management,
Human Resource Development, Human Resource Planning, Industrial
Relations, Labour Relations, Public Policy, Project Planning & Management,
Information Management System, Education, Public Administration, Business
Administration, Counseling Psychology, Economics or equivalent qualification
from a recognized institution;

(iv) Certified Human Resource Practitioner of Kenya (CHRP-K) or its recognized
and equivalent qualification from a recognized institution;

(v) Certificate in Leadership Course lasting not less than six (6) weeks from a
recognized institution;

(vi) A practicing member in good standing of a professional body of Human
Resource recognized by law;

(vii) Meets the requirements of Chapter Six of the Constitution of Kenya;
(viii) Proficiency in computer applications; and

(ix) Demonstrated professional competence, managerial capability, and a

thorough understanding of the Human Resource Services function and ability
to relate it to the National Development goals.

SENIOR DIRECTOR, HUMAN CAPITAL MANAGEMENT, FOR MINISTRIES CSG 4

DIRECTOR GENERAL, HUMAN CAPITAL MANAGEMENT, CSG 3

(a) Job Purpose
Provide leadership and direction in the formulation, development,
implementation and review of human resource management, human

resource development, counselling and wellness services policies, strategies
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and programmes in line with the Constitution, Vision 2030 and other
National development goals.

(b) Job Descriptions

The Director General will be responsible to the Principal Secretary for the
overall management and coordination of Human Capital Services.

Duties and responsibilities at this level will entail to: -

(i) Develop, implement and review the Public Service Human Resource

(i)

(iii)

(iv)

(v)

(vi)

(vii)

Management Bill;

provide strategic direction and overall leadership in the human resource
management, human resource development and counselling and
wellness services function in the Public Service;

Monitoring and evaluation on implementation of Human Resource
plans, policies, guidelines, systems, norms and standards in the Public
Service;

Provide strategic leadership to develop, administer and review
Insurance covers, Schemes and Welfare programmes for the civil service
including Group Life, Last Expense, Work Injury Benefits and Group
Personal Accident Insurance covers;

Administer the provision of Government shared services administered
by the State Department including Human Capital Management
Officers/Assistants, Office Administrative Services Personnel, Hospitality
Personnel, Clerical Officers, Drivers, Office Assistants and Gardeners in
Ministries, State Departments and Agencies

Spearhead Human Capital Management Re-engineering, culture and
change management;

spearhead formulation, review and interpretation of human resource
management, human resource development, counselling and wellness
services’ policies, strategies and procedures in the Public Service;

(viii) provide technical support to the Public Service on human capital

(ix)
(x)

(xi)

management and development;

spearhead human resource planning and succession management in the
Public Service;

Spearhead the development of guidelines and standards on workplace
counselling and wellness;

liaise with the Public Service Commission, Salaries and Remuneration
Commission and the National Treasury on review of terms and
conditions of service for the Civil Service;
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(i)

(i)

(iii)

(iv)
(v)

(vi)
(vii)

(viii)

(xii) develop linkages and cooperation with other stakeholders in the Public
Service;

(xiii) spearhead resource mobilization through consultative relationships and
cooperation with development partners;

(xiv) Conduct research and surveys in human capital management policies in
the Public Service;

(xv) Spearhead Management of employee relations in the Civil Service
including Collective Bargaining Agreements (CBAs) with Union of
Kenya Civil Servants (UKCS);

(xvi) Oversee development and manage human capital information systems;
and

(xvii) oversee the promotion of the values and principles of public service.

(c) Job Specifications
For appointment to this grade, an officer must have: -

Served for cumulative period of twenty-one (21) years in the Public Service, five
(5) of which should have been in a relevant senior management position.

Bachelor’s degree in any of the following fields: Human Resource Management,
Human Resource Development, Human Resource Planning, Business
Administration,  Education,  Sociology, Political Science/Government,
Anthropology, Economics, Labour Relations, Counselling Psychology or in a
relevant and equivalent qualification from a recognized institution.

Master’s degree from a recognized institution preferably in the fields relevant
to the Human Resource function such as: Human Resource Management,
Human Resource Development, Human Resource Planning, Industrial
Relations, Education, Public Administration, Public Policy, Project Planning &
Management, Information Management System, Business Administration,
Counselling Psychology or in a relevant and equivalent qualification from a
recognized institution.

Certified Human Resource Practitioner of Kenya (CHRP-K) or its recognized
and equivalent qualification from a recognized institution;

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

Membership to a professional body where applicable and in good standing;
Met the requirements of Chapter Six (6) of the Constitution; and

Merit and ability.
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2.2CAREER GUIDELINES FOR PSYCHOLOGICAL COUNSELLORS

1.

Job Purpose

This cadre is responsible for formulation, implementation and review of

psychological counselling and wellness policies, strategies, procedures, standards

and guidelines to enhance workforce mental health, psycho-socio support and

employee well-being for improved performance and productivity in line with best

practice in human capital management and development in the Public Service.

Function

The functions of the Directorate will be to:

()

(ii)

(ii)

(iv)

(v)

(vi)

(vii)
(viii)
(ix)

(x)

(xi)

Develop, implement, and review psychological counselling and wellness
policies, strategies, procedures, standards and guidelines to enhance
performance and productivity in the public service;

provide preventive and curative counselling and wellness services in the Public
Service.

provide psycho-socio support to the workforce and their families in the Public
Service;

Align and comply counselling and wellness services in public service to local
and international legal and regulatory frameworks;

establish, operationalize and mainstream counselling and wellness services in
the public service;

Design, establish and operationalize Public Service Psychological Assessment
Centre;

Design and implement capacity building programmes on counselling and
wellness services in the Public Service;

provide technical support and advisory on counselling and wellness services in
the Public Service;

conduct research and surveys in mental health and wellness to inform decision
making in the Public Service;

ensure safe and secure counselling and wellness infrastructure in the public
service;

ensure security, maintenance and custody of counselling and wellness services
information and data in the public service;
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3.

(i)

(i)

(iii)

(iv)

(xii) coordinate, implement and review counselling and wellness services, reforms,
trends and best practices in the Public Service;

(xiii) provide leadership and clinical supervision for psychological counsellors and
Public Service Mental Health Champions in the Public Service;

(xiv) Collaborate and partner with relevant stakeholders on counselling and wellness
services;

(xv) Develop and implement the Public Service Mental Health Monitoring and
Evaluation Framework;

(xvi) Monitor, evaluate and report on counselling and wellness programs in the
Public Service.

(xvii) Develop, manage and report on counselling wellness risks in the public service;
(xviii) Promote and entrench emerging technologies (Al Systems) and digital
transformation in counselling and wellness services in the Public Service;
(xix) Provide quality assurance and standards in provision of counselling and
wellness services in the public service.

(xx) Align and comply counselling and wellness services in public service to local
and international legal and regulatory frameworks.

(xxi) Provide an annual report on workforce counselling and wellness for decision
making in the public service.

(xxii) Provide psycho-socio support during crisis and emergencies in the public
service.

RECOGNIZED QUALIFICATIONS

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

Bachelor’s Degree in Counselling, Counselling Psychology, Psychology
(Counselling), or in a relevant and equivalent qualification from a recognized
institution.

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification from
a recognized institution and a Diploma in Counselling Psychology or in a relevant
and equivalent qualification from a recognized institution.

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification from
a recognized institution;

Master’s Degree in Counselling Psychology or in a relevant and equivalent
qualification from a recognized institution.
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(v)
(vi)

(vii)

(viii)

(ix)

(x)

(xi)
(xii)
(xiii)

(xiv)

Diploma in Counsellor Supervision from a recognized institution.

Certificate in Counselor Supervision Course lasting not less than two (2) weeks from
a recognized institution.

Certificate in Psychological Debriefing Course lasting not less than two (2) weeks
from a recognized institution.

Valid practicing license issued by the Counselors and Psychologists Board.

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

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

Membership to a professional body and in good standing.
Proficiency in computer applications.

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

Met the requirements of Chapter Six of the Constitution.

CONVERSION TO THE NEW GRADING STRUCTURE

Serving Officers will convert and adopt to the new designation titles and grades as
follows:

Current Designation (CSG)/) | Designation New
ob (CSG)/Job
Group Group
Psychological Counsellor Il | 11/ )G Psychological 10/ JG K
) Counsellor
Psychological Counsellor | 10/ )G
€K
Senior Psychological 9/ )G ‘L | Senior Psychological | 9/J)G ‘L
Counsellor Counsellor
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Wellness Services

Current Designation (CSG)/) | Designation New

ob (CSG)/Job

Group Group
Psychological Counsellor Il | 11/ )G Psychological 10/ )G ‘K

r Counsellor
Psychological Counsellor | 10/ )G

K
Principal Psychological 8/ )G Principal 8/JG N’
Counsellor ‘N’ Psychological

Counsellor
Assistant Director, 7// )G | Assistant Director, 7/)G P’
Psychological Counselling ‘P’ Counselling and
Services Wellness Services
Deputy Director, 6/ JG Deputy Director, 6/JG ‘R
Psychological Counselling ‘R Counselling and
Services Wellness Services
Director, Psychological 5/1G Director, Counselling | 5/ )G S
Counselling Services ) and Wellness
Services

Secretary, Psychological 4/ )G Senior Director, 4/)G ‘T
Counselling Services ‘T Counselling and

Note: The positions of Psychological Counselor 1/ Psychological Counselor 11 Job
Grades 11/10 will form a common establishment for the purpose of this Career

Guideline.

PSYCHOLOGICAL COUNSELOR |, CSG 10

(a) Job Descriptions

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 include:

(i) Undertaking initial client assessment;
(ii) Administering counselling contract to client(s);
(ili) Conducting individual counselling sessions;
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(b)

1.

(a)

(iv)
(v)
(vi)

Developing psychological explanation of the client issues;

Referring clients to specialists; and

Documenting, recording and keeping appropriate psychological counselling
information and records.

Job Specifications

For appointment to this grade, a candidate must have:

()

(ii)
(iii)

Bachelor’s Degree in any of the following fields: Counselling, Counseling
Psychology, Psychology (Counselling) or in a relevant and equivalent
qualification from a recognized institution;

OR

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution and a Diploma in Counselling Psychology or in
a relevant and equivalent qualification from a recognized institution.

Valid practicing license from the Counsellors and Psychologists Board; and
Proficiency in computer applications.

SENIOR PSYCHOLOGICAL COUNSELOR, CSG 9

Job Description

Duties and responsibilities at this level will entail:

(i)
(ii)
(ii)

(iv)

(v)

(vi)
(vii)

Undertaking initial client assessment;

Developing and administering counselling contract to client(s);

Establishing collaborative working relationships with the client for effective
psychological counseling services;

Providing individual, group or families counselling services to assist client(s)
achieve social, personal, educational, vocational development and
adjustment;

Assessing and evaluating individuals’ issues through the use of appropriate
psychological counselling skills, methods and techniques;

Developing psychological explanation of the client issues;

Referring clients to specialists or other institutions for non-counselling services;
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(b)

1.

(a)

(viii) Developing appropriate psychological counselling therapeutic and treatment
plan; and

(ix) Documenting, recording and keeping appropriate psychological counselling
information and records.

Job Specifications
For appointment to this grade, an officer must have:

(i) Served in the grade of Psychological Counsellor | or in a comparable and
relevant position in the Public Service for a minimum period of three (3) years;

(ii) Bachelor’s Degree in any of the following fields: Counselling, Counselling
Psychology, Psychology (Counselling), or in a relevant and equivalent
qualification from a recognized institution;

OR

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution and a Diploma in Counselling Psychology or in
a relevant and equivalent qualification from a recognized institution.

(iii) Membership to a relevant professional body and in good standing;

(iv) Valid practicing license from the Counselors and Psychologists Board;

(v) Certificate in Psychological Debriefing Course lasting not less than two (2)
weeks from a recognized institution;

(vi) Proficiency in computer applications; and

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

PRINCIPAL PSYCHOLOGICAL COUNSELOR, CSG 8
Job Description
Duties and responsibilities at this level will entail:

(i) Undertaking client assessment;

(ii) Developing and administering counselling contract to client(s);

(i)  Establishing collaborative working relationships with the client for effective
psychological counseling services;

(iv)  Providing individual, group, families and trauma counseling services;
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(b)

(v)

(vi)
(vii)

(viii)
(ix)
(x)
(xi)
(xii)
(xiii)

(xiv)

(xv)

Assessing and evaluating individuals’ issues through the use of appropriate
psychological counseling skills, methods and techniques;

Developing psychological explanation of the client issues;

Referring clients to specialists or other institutions for non-counselling
services;

Developing appropriate psychological counselling and treatment plans;
Conducting psychological counselling research;

Liaising with other professionals on psychological counseling issues;
Providing psychological counselling consultancy services;

Preparing psychological counselling tools;

Coordinating psychological counselling programmes and activities;
Documenting, recording and keeping appropriate psychological counseling
information and records; and

Preparing psychological counselling reports.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

(iii)
(iv)

(v)

Served in a cumulative period of six (6) years in the Public Service, three (3)
of which should have been in the grade of Senior Psychological Counsellor
or in a comparable and relevant position in the Public Service;

Bachelor’s Degree in any of the following fields: Counselling, Counseling
Psychology, Psychology (Counseling) or in a relevant and equivalent
qualification from a recognized institution;

OR

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution and a Diploma in Counselling Psychology or in
a relevant and equivalent qualification from a recognized institution;

Membership to a relevant professional body and in good standing;
Valid practicing license from the Counselors and Psychologists Board;

Certificate in Psychological Debriefing Course lasting not less than two (2)
weeks from a recognized institution;
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V.

(a)

(vi)  Certificate in Counselor Supervision Course lasting not less than two (2)
weeks from a recognized institution from;

(vii) Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

(viii) Proficiency in computer applications; and

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

ASSISTANT DIRECTOR, COUNSELLING & WELLNESS SERVICES, CSG 7
Job Description
Duties and responsibilities at this level will entail:

(i) Developing and implementing psychological counselling policies, standards,
guidelines and programmes;

(ii)  Undertaking client assessment;

(iii) Developing and administering counselling contract;

(iv) Establishing collaborative working relationships with the client and other
stakeholders for effective psychological counselling services;

(v) Providing individual, group, families and trauma counselling services;

(vi) Developing psychological explanation of the client issues;

(vii) Providing counselor supervision to psychological counselors for
psychological restoration, support and review of professional and personal
development;

(viii) Developing appropriate psychological counselling therapeutic and treatment
plan;

(ix) Analyzing and reviewing clients’ issues and making appropriate
recommendations;

(x) Referring clients to specialists or other institutions for non-counselling
services;

(xi) Liaising with other professionals and other stakeholders on psychological
counselling issues and information sharing;

(xii) Coordinating psychological counselling programmes and activities;

(xiii) Providing psychological counselling and consultancy services;

(xiv) Conducting psychological counselling research;
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(b)

(xv) Developing psychological counselling tools, procedures and standards

operating procedures;

(xvi) Maintaining psychological counselling data and records; and
(xvii) Preparing psychological counselling reports.

Job Specifications

For appointment to this grade, an officer must have:

()

(i)

(iii)

(iv)

(iii)

(iv)
(v)

(vi)
(vii)

Served in a cumulative period of nine (9) years in the Public Service, three
(3) of which should have been in the grade of Principal Psychological
Counsellor or in a comparable and relevant position in the Public Service;

Bachelor’s Degree in any of the following fields: Counselling, Counseling
Psychology, Psychology (Counseling) or in a relevant and equivalent
qualification from a recognized institution;

OR

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution;

Master’s Degree in Counselling Psychology or in a relevant and equivalent
qualification from a recognized institution;

Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

Certificate in Counsellor Supervision Course lasting not less than two (2)
weeks from a recognized institution;

Membership to a relevant professional body and in good standing;

Valid practicing license from the Counselors and Psychologists Board;
Proficiency in computer applications; and

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

(b)

DEPUTY DIRECTOR, COUNSELLING & WELLNESS SERVICES, CSG 6

Job Description

Duties and responsibilities at this level will entail:

(i)

(ii)
(iii)
(iv)
(v)

(vi)
(vii)

(viii)

(ix)

(x)

(xi)
(xii)

(xiii)

(xiv)

Developing, implementing, reviewing and interpreting psychological
counseling policies, standards, guidelines and programmes;

Coordinating implementation of psychological counseling and wellness
programmes;

Coordinating the management of psychological counselling services;
Providing advice on psychological counseling services and care;
Monitoring and evaluating psychological counselling services;
Coordinating individual, group, families and trauma counselling services;
Undertaking counselor supervision to psychological counsellors for
psychological restoration, support and review of professional and personal
development and evaluating and providing guidance on psychological
counseling therapeutic and treatment plans;

Managing client referrals to specialists or other institutions for non-
counselling services;

Liaising with other professionals and other stakeholders on psychological
counselling issues and information sharing;

Designing, developing, implementing and reviewing of psychological
counselling tools, procedures and standards;

Mainstreaming of psychological counselling services;

Implementing of psychological counselling reports and research findings and
recommendations;

Developing and implementing innovations strategies in psychological
counseling; and

Maintaining an inventory on counselling and wellness issues.

Job Specifications

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

(i)

Served for a cumulative of twelve (12) years in the Public three (3) of which
should have been in the grade of Assistant Director, Counselling and Wellness
Services or in a comparable and relevant position in the Public Service;
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VL.

(a)

(ii) Bachelor’s Degree in any of the following fields: Counselling, Counselling
Psychology, Psychology (Counselling) or in a relevant and equivalent
qualification from a recognized institution;

OR
Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution.

(ili) Master’s Degree in Counselling Psychology or in a relevant and equivalent
qualification from a recognized institution

(iv) Certificate in Strategic Leadership Development Programme lasting not less
than Six (6) weeks from a recognized institution;

(v) Certificate in Counselor Supervision Course lasting not less than two (2)
weeks from a recognized institution;

(vi) Certificate in Psychological Debriefing Course lasting not less than two (2)
weeks from a recognized institution;

(vii) Membership to a relevant professional body and in good standing;
(viii) Valid practicing license from the Counsellors and Psychologists Board;
(ix) Proficiency in computer applications; and

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

DIRECTOR, COUNSELLING & WELLNESS SERVICES, CSG 5

Job Description

Duties and responsibilities at this level will entail:

(i) Coordinating developing, implementing and reviewing of policies, strategies,
guidelines and standards on workplace counselling and wellness, HIV and

AIDS, and substance use;

(i) Managing the Public Service Psychological Assessment Centre;
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(iii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

(x)

(xi)

(xii)

(xiii)

(xiv)

(xv)

Spearheading research on psychological counselling and wellness issues to
inform mental health policies and programmes;

Providing guidance on psychological counselling and treatment plans;

Managing client referrals to specialist or other institutions for non-counselling
services;

Spearheading  psychological counselling and wellness  consultancy
programmes;

Overseeing of Psychological First Aid and trauma counselling during
disasters/crises;

Coordinating design, development, implementation and review psychological
testing and counselling tools and procedures;

Establishing and maintaining of an inventory on counselling and wellness
issues;

Coordinating implementation of psychological counselling and wellness
programmes and activities in the public service;

Coordinating psychological counseling consultancy services;

Coordinating preparation, dissemination and implementation of psychological
counselling and wellness reports;

Developing, implementing and reviewing the Public Service Counselling
Procedures Manual;

Coordinating mainstreaming of counselling and wellness services in the Public
Service; and

Coordinating counsellors’ supervision, Public Service Mental Health
Champions and other mental health professionals in the public service.
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(b)

Job Specifications

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

()

(i)

(iii)

(iv)

(v)

(vi)

(vii)

Served for a cumulative fifteen years (15) in the Public Service, three (3) of
which should have been in the grade of Deputy Director, Counselling and
Wellness Services or in a comparable and relevant position in the Public
Service;

Bachelor’s Degree in any of the following fields: Counselling, Counselling
Psychology, Psychology (Counselling) or in a relevant and equivalent
qualification from a recognized institution;

OR

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution.

Master’s Degree in Counselling Psychology or equivalent qualification from a
recognized institution;

Certificate in Strategic Leadership Development Programme lasting not less
than Six (6) weeks from a recognized institution;

Counselling supervision lasting not less than two (2) weeks from a recognized
institution;

Diploma in Counsellor Supervision from a recognized institution;

Membership to a relevant professional body and in good standing;

(viii) Valid practicing license from the Counsellors and Psychologists Board;

(ix)

(x)

Proficiency in computer applications; and

Demonstrated professional and managerial competencies as reflected in the
performance and results.
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VIL.

(a)

SENIOR DIRECTOR, COUNSELLING & WELLNESS SERVICES, CSG 4

Job Descriptions

Duties and responsibilities at this level will entail:

(1)

(i)

(iii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

(x)

(xi)

(xii)

Initiating development, implementation and review of policies, strategies,
guidelines and standards on workplace counselling and wellness;

Providing technical advice in counselling and wellness services in the Public
Service;

Overseeing implementation of the Kenya Mental Health Policy and Kenya
Mental Health Action Plan in the Public Service;

Spearheading research on psychological and wellness issues;

Overseeing mainstreaming of counselling and wellness services in the Public
Service;

Overseeing establishment of Public Service Psychological Assessment Centre;

Spearheading capacity building in psychological health and wellbeing of
public servants;

Initiating and coordinating counselling and wellness services reforms;

Overseeing development, implementation and review of the stakeholder
engagement framework;

Spearheading promotion of preventive and curative psychological
counselling and wellness services;

Overseeing psychological counselling and wellness consultancy programmes;

Overseeing promotion of secure counselling and wellness information and
knowledge management;
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(b)

(xii)

(xiv)

(xv)

Overseeing counsellors’ supervision, Public Service Mental Health
Champions and other mental health professionals in the public service;

Spearheading preparation, dissemination and implementation of
psychological counselling and wellness reports; and

Overseeing monitoring and evaluation of counselling and wellness services
in the Public Service.

Job Specifications

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

()

(i)

(i)

(i)

(iii)

(iv)

(v)

(vi)

Served for a cumulative period of eighteen (18) years in the Public Service,
three (3) of which should have been in the grade of Director, Counselling and
Wellness Services or in a comparable and relevant position in the Public
Service;

Bachelor’s Degree in any of the following fields: Counselling, Counseling
Psychology, Psychology (Counseling) or in a relevant and equivalent
qualification from a recognized institution;

OR

Bachelor’s Degree in Psychology or in a relevant and equivalent qualification
from a recognized institution.

Master’s Degree in Counselling Psychology or in a relevant and equivalent
qualification from a recognized institution;

Certificate in Strategic Leadership Development Programme lasting not less
than Six (6) weeks from a recognized institution;

Diploma in Counselor Supervision from a recognized institution;
Membership to a relevant professional body and in good standing;
Valid practicing license from the Counselors and Psychologists Board;

Proficiency in computer applications;
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(vii) Met the requirements of Chapter six (6) of Constitution; and

(viii) Demonstrated professional and managerial competencies as reflected in the
performance and results; and

(ix) Demonstrated through understanding of national goals, policy, objectives

and ability to relate them to the mandate of the Counselling and Wellness
function.
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2.3CAREER GUIDELINES FOR OFFICE ADMINISTRATORS AND ASSISTANTS

1. Job Purpose

This cadre is responsible for development, implementation and review of office
administrative services policies, standards, procedures and guidelines; and
provision of office administrative services in the Public Service.

2. Function
The Office Administrative Services function is to: -

(i) develop, implement and review Office Administrative Services policies,
standards, procedures and guidelines in the Public Service;

(ii) provide technical support and advice on recruitment, selection, deployment
and promotion of Office Administrative Services Personnel and Office
Assistants;

(iii) collaborate with training institutions and key stakeholders in developing of
training curriculum for professionalization of the Office Administrative Services
cadre;

(iv) provide technical support and capacity building for Office Administrative
Services personnel in the Public Service;

(v) promote application of best practices, emerging trends and technologies in the
provision of office administrative services to enhance public service delivery;

(vi) ensure security, integrity and confidentiality of office data, information,
records and documents in the provision of office administrative services;

(vii) manage office operations, protocol and etiquette;

(viii) conduct research on office administrative issues and trends in the Public
Service;

(ix) establish and maintain an up-to-date database for Office Administrative
Services personnel in the civil service; and

(x) monitor and evaluate implementation and compliance with office
administrative services policies, standards, procedures and guidelines in the
Public Service.
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Grading Structure and Scope

The Career Guideline establishes six (6) grades of Assistant Office Administrators and
eight (8) grades of Office Administrators who will be designated and graded as

follows.
ASSISTANT OFFICE ADMINISTRATORS

APPENDIX ‘A’

Designation Civil Service Grade (CSG)
Assistant Office Administrator Ill 12
Assistant Office Administrator Il 11
Assistant Office Administrator | 10
Senior Assistant Office Administrator 9
Principal Assistant Office Administrator 8
Senior Principal Assistant Office Administrator 7

OFFICE ADMINISTRATORS APPENDIX ‘B’
Designation Civil Service Grade (CSG)
Office Administrator Il 1
Office Administrator | 10
Senior Office Administrator 9
Principal Office Administrator 8
Assistant Director, Office Administrative Services 7
Deputy Director, Office Administrative Services 6
Director, Office Administrative Services 5

Conversion Table

Serving officers will adopt and convert to the new designations and grading

structure as follows:
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OFFICE ADMINISTRATIVE ASSISTANTS

APPENDIX ‘A’

Current Designation JG New Designation CsG

Office Administrative Assistant Il I e T

Office Administrative Assistant |l ‘H | Office Administrative 12
Personnel Il

Office Administrative Assistant | ‘r Office Administrative 11
Personnel 1l

Senior Office Administrative ‘K Office Administrative 10

Assistant Personnel |

Note:
(i)  The existing Office Administrative Assistants will convert to the Assistant Office

Administrator (Diploma Holders) cadre as appropriate.

(1)

Serving Officers (Certificate Holders) will adopt and convert to the new grading

structure as indicated in the conversion table. The grade of Office Administrative
Assistants will be phased out to reflect the emerging trends and demands of Office
Administrative Services Personnel.

(ifi)

and Degree levels once they acquire the requisite qualifications.

(iv)

the new grading structure.

ASSISTANT OFFICE ADMINISTRATOR

APPENDIX ‘B’

Office Administrative Assistant ll/l/Senior, CSG 11/12 will re-designate to Diploma

The grade of Office Administrative Assistant lll, CSG 13 be upgraded and adopt

Current Designation JG New Designation CsG
Assistant Office Administrator 1l ‘H> | Assistant Office Administrator 111 12
Assistant Office Administrator Il ‘r Assistant Office Administrator 1l 1
Assistant Office Administrator | ‘K Assistant Office Administrator | 10
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Senior Assistant Office Administrator ‘r Senior Assistant Office 9
Administrator

Chief Assistant Office Administrator | ‘M’ | Principal Assistant Office 8
Administrator

Principal Assistant Office | ‘N’

Administrator

----- Senior Principal Office 9

Administrative Personnel

Note:

(i) Serving Officers (Diploma Holders) will adopt and convert to the new grading
structure as indicated in the conversion table.

(i) The serving Officers be to fill in the vacant positions of Senior Principal Office
Administrative Personnel competitively.

OFFICE ADMINISTRATORS APPENDIX ‘C
Current Designation JG New Designation CsG
Office Administrator Il ‘r Office Administrator |
Office Administrator | ‘K
Senior Office Administrator ‘L Senior Office Administrator 9
Senior Office Administrator ‘M’ | Principal Office Administrator 8
Principal Office Administrator ‘N’

Assistant Director, Office ‘P Assistant Director, Office 7
Administrative Services Administrative Services

Senior Assistant Director, Office| ‘Q’ | Deputy Director, Office 6
Administrative Services Administrative Services

Deputy Director, Office| "R’

Administrative Services

.................................................... Director, Office Administrative 5

Services
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Note:

(i) The grades of Assistant Office Administrator /I, CSG ‘12/11" and Office
Administrator l/Senior Office Administrator, CSG ‘10/9 ‘will form a common
establishment for the purpose of this Career Guideline.

(i) The post of Director, Office Administrative Services will be the highest in the
grading structure for Office Administrators and will be restricted to the Ministry
responsible for Public Service Headquarters.

5. Recognized Qualifications

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

(1)

(i)

(iii)

(iv)

(v)

(vi)

Business Education Single and Group Certificates (BES & GC) from the Kenya
National Examinations Council (KNEC)

a) Typewriting Stage Il (minimum 50 w.p.m.)/Computerized Document
Processing ll;

b) Shorthand Stage Ill (minimum 100 w.p.m.);

c) Office Practice Stage Il;

d) Business English Stage Ill/Communications Il;

e) Commerce Stage Il;

f)  Secretarial Duties Stage Il; and

g) Office Management Stage ll1l/Office Administration and Management lII.

Diploma in Secretarial Studies from a recognized institution.

Bachelors’ Degree in the following fields: Technology (Office Administration
and Technology); Management and Office Administration; Business Office
Management; Office and Information Management; and Secretarial
Management and Administration from recognised institutions.

Bachelor's Degree in Social Sciences plus a Diploma in Secretarial Studies from
a recognized institution.

Master’s Degree in any Social Sciences field.

Certificate in Public Relations and Customer Care course lasting not less than
two (2) weeks from the Kenya School of Government.

62



(a)

(vii) Certificate in Essential Counseling skills in the Public Service lasting not less than
two (2) weeks from the Kenya School of Government.

(viii) Certificate in Supervisory Skills Development Course lasting not less than two
(2) weeks from the Kenya School of Government.

(ix) Certificate in Management for Office Administrative Services course lasting
not less than four (4) weeks from the Kenya School of Government.

(x) Certificate in Senior Management Course lasting not less than four (4) weeks
from the Kenya School of Government.

(xi)  Certificate in Strategic Leadership Development Course lasting not less than
four (4) weeks from the Kenya School of Government.

(xii)  Mentorship Programme for Office Administrative Services Personnel Course
not lasting less than two (2) weeks from a recognised training institution;

(xiii) Essentials of Counselling in the Public Service Course lasting not less than one
week from a recognised training institution.

(xiv) Proficiency in computer applications.

(xv) Membership to a professional body for Office Administrative Services
Personnel; and

(xvi) Any other qualification as may be approved by the Public Service
Commission.

JOB DESCRIPTIONS AND SPECIFICATIONS

ASSISTANT OFFICE ADMINISTRATOR 1l1I, CSG 12

Job Description

This is the entry and training grade for this cadre. An Officer at this level will be
deployed in Ministry/Department/Region/County and Sub-County offices for
National Government. In addition, an officer at this level will work under the

guidance of a senior Office Administrative Services Personnel.
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Duties and responsibilities at this level will entail:

(i) taking oral dictation and transcribing;

(ii) word and data processing;

(i)  managing e-office;

(iv)  ensuring security of office records, documents and equipment;

(v) maintaining an up-to-date filing system in the office;

(vi)  operating office equipment;

(vii) managing office protocol;

(viii) handling telephone calls and appointments; and

(ix)  supervising office cleanliness and undertaking any other office administrative
services duties that may be assigned from time to time.

(b)  Job Specifications

An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government.

For appointment to this grade, a candidate must have:

(i) Diploma in Secretarial Studies from a recognised institution;
OR
Business Education Single and Group Certificates (BES & GC) from the Kenya
National Examinations Council in the following subjects:

a) Typewriting Il (50 w.p.m.)/Computerized Document Processing lll;

b) Shorthand Ill (100 w.p.m.);

c) Business English 11l/Communications Skills 11;

d) Office Practice 1l/Office Procedures Il

e) Secretarial Duties ll;

f) Commerce ll;

g) Office Management lll/Office Administration and Management lll; and

(ii) Proficiency in computer applications.
1. ASSISTANT OFFICE ADMINISTRATOR I, CSG 11

(@) Job Description
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An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government.

Duties and responsibilities at this level will entail:

(i) taking oral dictation;

(ii) word and data processing;

(ili) managing e-office;

(iv) operating office equipment;

(v) handling telephone calls and appointments;

(vi) attending to visitors/clients;

(vii) maintaining office diary and travel itineraries;

(viii) establishing and monitoring procedures for record keeping of correspondence
and file movements;

(ix) maintaining an up-to-date filing system in the office;

(x) managing office protocol; and

(xi) ensuring security of office records, equipment and documents including
classified materials.

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

(i) Served in the grade of Assistant Office Administrator Il for a minimum period
of three (3) years at CSG 12 in the Public Service;

(ii) Diploma in Secretarial Studies from a recognised institution;
OR
Business Education Single and Group Certificates (BES & GC) from the Kenya
National Examinations Council in the following subjects:
a) Shorthand Il (minimum 100 w.p.m.);
b)  Typewriting lll (50 w.p.m.)/Computerised Document Processing Ill;
c)  Office Management llI/Office Administration and Management lll;
d) Business English 1ll/Communications 1l;
e)  Secretarial Duties II;
f) Office Practice 11/Office Procedures Il;
g) Commerce Il;

(ili) Certificate in Public Relations and Customer Care Course lasting not less than
two (2) weeks from the Kenya School of Government;
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1.

(a)

(b)

(iv)
(v)

(vi)

Proficiency in computer applications;

Membership to the relevant professional body for Office Administrative
Services Personnel; and

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

OFFICE ADMINISTRATIVE PERSONNEL I, CSG 10

Job Descriptions

An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government.

Duties and responsibilities at this level will entail: -

(i)

(ii)
(iii)
(iv)
(V)

(vi)

(vii)

(viii)

(ix)
(x)
(xi)
(xii)
(xiii)

(xiv)

taking oral dictation; managing e-office;

word and data processing;

operating office equipment;

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 procedures for record keeping of correspondence
and file movements;

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 other office administrative services duties that may be
assigned.

Job Specifications

For appointment to this grade, an officer must have:

(i) Served for a cumulative period of six (6) years, three (3) of which must have
been in the grade of CSG 11 in the Public Service;
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V.

(a)

(ii) Diploma in Secretarial Studies from a recognised institution;
OR
Business Education Single and Group Certificates (BES & GC) Stages Il and Il
from the Kenya National Examinations Council in the following subjects:

a) Shorthand lll (minimum 100 w.p.m.);

b) Typewriting lll (50w.p.m.)/Computerized Document Processing lll;
c¢)  Business English [ll/Communications Ill;

d) Office Management lll/Office Administration and Management lll;
e) Commerce ll;

f) Office Practice 1lI/Office Procedures Il

g)  Secretarial Duties II;

(iii) Certificate in Public Relations and Customer Care Course lasting not less than
two (2) weeks from the Kenya School of Government;

(iv) Proficiency in computer applications;

(v) Membership to a professional body for Office Administrative Services
Personnel; and

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

SENIOR ASSISTANT OFFICE ADMINISTRATOR, CSG 9

Job Description
An Officer at this level may be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government.

Duties and responsibilities at this level will entail:

(i) taking oral dictation;

(ii) managing e-office;

(ili)  word and data processing;

(iv)  operating office equipment;

(v) maintaining office diary, appointments and travel itineraries;

(vi)  coordinating schedules of meetings;

(vii) ensuring security of office records, equipment and documents including
classified materials;

(viii) maintaining an up-to-date filing system in the office;

(ix) establishing and monitoring procedures for record keeping of
correspondence and file movements;
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(b)

(x)

preparing responses to simple routine correspondence;

(xi)  managing office protocol and etiquette;

(xii)  supervising office cleanliness;

(xiii) managing petty cash;

(xiv) ensuring security, integrity and confidentiality of data; and

(xv) undertaking any other office administrative services duties that may be

assigned.

Job Specifications

For a

(a)

(b)

(i)
(i)

(iii)
(iv)

(v)
(vi)

ppointment to this grade, an officer must have:

Served for a cumulative period of nine (9) years, three (3) of which must
have been at CSG 10 or a comparable and relevant position in the wider
Public Service or Private Sector;

Diploma in Secretarial Studies from a recognised institution;
OR
Business Education Single and Group Certificates (BES & GC) Stages I, 1l and 11l
from the Kenya National Examinations Council in the following subjects:
a) Shorthand Il (minimum 100 w.p.m.);
b) Typewriting Il (50 w.p.m.)/Computerized Document Processing Ill;
¢) Business English 1ll/Communications Ill;
d) Office Management |lI/Office Administration and Management lll;
e) Office Practice I1/Office Procedures
f) Commerce ll;
g) Secretarial Duties Il;

Certificate in Public Relations and Customer Care Course lasting not less than
two (2) weeks from the Kenya School of Government;

Certificate in Supervisory Skills Development Course lasting not less than two
(2) weeks from the Kenya School of Government;

Proficiency in computer applications;

Membership to a professional body for Office Administrative Services
Personnel; and

and

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

(a)

PRINCIPAL ASSISTANT OFFICE ADMINISTRATOR, CSG 8

Job Descriptions

An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government. In addition, the
officer will guide and supervise other office administrative services personnel.

Duties and responsibilities will entail:

(i)

(i)
(iii)
(iv)

(v)
(vi)

(vii)

(viii)

(ix)
(x)

(xi)
(xii)

(i)

taking oral dictation;

using e-office to research and process data;

operating office equipment;

handling customer inquiries and complaints; coordinating schedules of
meetings and appointments;

coordinating travel arrangements;

ensuring security of office records, equipment and documents including
classified materials;

ensuring security, integrity and confidentiality of data;

establishing and monitoring procedures for record keeping of
correspondence and file movements;

maintaining an up-to-date filing system in the office;

preparing responses to routine correspondence;

managing office protocol and etiquette;

managing petty cash and any other office administrative services duties that
may be assigned.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

Served for a cumulative period of twelve (12) years, three (3) of which must
have been at CSG 9 or a comparable and relevant position in the wider
Public Service or Private Sector;

Diploma in Secretarial Studies from a recognised institution;
OR
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VL.

(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)

(xi)

(xii)
(xiii)
(xiv)

(xv)
(xvi)

(xvii)

Business Education Single and Group Certificates (BES & GC) Stages I, 1l and
Il from the Kenya National Examinations Council in the following subjects:
Shorthand Ill (minimum 120 w.p.m.);

Typewriting Il (50 w.p.m.)/Computerized Document Processing IlI;
Business English [ll/Communications Ill;

Commerce ll;

Office Practice 11/Office Procedures;

Office Management I11/Office Administration and Management llI;
Secretarial Duties Il;

Certificate in Management Course for Office Administrators or Secretarial
Management Course lasting not less than four (4) weeks the Kenya School
of Government;

Certificate in Supervisory Skills Development Course lasting not less than two
(2) weeks from the Kenya School of Government;

Essentials of Counselling in the Public Service lasting not less than two (2)
weeks from a recognized institution;

Certificate in Mentorship Programme for Office Administrative Services
Personnel not lasting for less than two weeks;

Proficiency in computer applications;

Membership to a professional body for Office Administrative Services
Personnel; and

Demonstrated professional competence in office administrative services.

SENIOR PRINCIPAL OFFICE ADMINISTRATIVE PERSONNEL CSG 7

(a) Job

Descriptions

An Officer at this level will be deployed in Ministry/Department/Agencies/

Region/County and Sub-County offices for National Government. In addition,

the officer will guide and supervise other office administrative services personnel.

(b) Duties and responsibilities will entail:

(i)

(ii)
(iii)
(iv)

(v)

taking oral dictation;

using e-office to research and process data;

operating office equipment;

handling customer inquiries and complaints; coordinating schedules of
meetings and appointments;

coordinating travel arrangements;
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(vi)

ensuring security of office records, equipment and documents including
classified materials;

(vii) ensuring security, integrity and confidentiality of data;

(vii

(ix)
(x)

(xi)

i) Carry out research and develop report as may be directed from time to
time;
Attending meetings and write minutes;
establishing and monitoring procedures for record keeping of
correspondence and file movements;
maintaining an up-to-date filing system in the office;

(xii) preparing responses to correspondence in an executive office;

(xii

i) oversee office protocol and etiquette in an executive office;

(xiv) managing petty cash and any other office administrative services duties

that may be assigned.

(c) Job Specifications

For ap
(i)
(i)
(iii)

(iv)

(v)
(vi)
(vii)

(viii)

(ix)

(x)

pointment to this grade, an officer must have:

Served for a cumulative period of fifteen (15) years, three (3) of which must
have been at CSG 8 or a comparable and relevant position in the wider Public
Service or Private Sector;

Higher Diploma in Secretarial Studies from a recognised institution;
Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

Certificate in Management Course for Office Administrators or Secretarial
Management Course lasting not less than four (4) weeks the Kenya School of
Government;

Certificate in Supervisory Skills Development Course lasting not less than two
(2) weeks from the Kenya School of Government;

Essentials of Counselling in the Public Service lasting not less than two (2)
weeks from a recognized institution;

Certificate in Mentorship Programme for Office Administrative Services
Personnel not lasting for less than two weeks;

Proficiency in computer applications; and

Membership to a professional body for Office Administrative Services
Personnel; and

Demonstrated professional competence in office administrative services.
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OFFICE ADMINISTRATORS APPENDIX ‘B’

1. OFFICE ADMINISTRATOR, CSG 10

(a) Job Description

An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government.

Duties and responsibilities at this level will entail:

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

(ix)
(x)
(xi)
(xii)
(xiii)
(xiv)
(xv)

taking oral dictation;

managing e-office;

word and data processing;

operating office equipment;

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;

maintaining an up-to-date filing system in the office;

ensuring security, integrity and confidentiality of data;

managing office protocol and etiquette;

managing petty cash;

supervising office cleanliness; and

undertaking any other office administrative services duties that may be
assigned from time to time.

(b) Job Specification

For appointment to this grade, an officer must have:

(1)

Bachelors’ Degree in Technology (Office Administration and Technology);
Bachelors’ Degree in Management and Office Administration; Bachelors’
Degree in Business Office Management; Bachelors’ Degree in Office and
Information Management; and Bachelors’ Degree in Secretarial Management

and Administration;
OR
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1.

(a)

Bachelors’ Degree in Social Sciences from a recognized institution plus
Diploma in Secretarial Studies from a recognised institution;

(ii)  Proficiency in computer applications;

(ili) Membership to a professional body for Office Administrative Services
Personnel; and

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

SENIOR OFFICE ADMINISTRATOR, CSG 9

Job Description

An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government. In addition, the
officer will guide and supervise other office administrative services personnel.

Duties and responsibilities at this level will entail:

(i) taking oral dictation;

(ii) managing e-office;

(i)  word and data processing;

(iv)  operating office equipment;

(v) attending to visitors/clients;

(vi)  handling telephone calls;

(vii) coordinating schedules of meetings and appointments;

(viii) ensuring security of office records, equipment and documents including
classified materials;

(ix)  ensuring security, integrity and confidentiality of data;

(x) preparing responses to routine correspondence;

(xi)  establishing and monitoring procedures for record keeping of
correspondence and file movements;

(xii)  maintaining an up-to-date filing system in the office;

(xiii) managing office protocol and etiquette;

(xiv) managing petty cash;

(xv)  supervising office cleanliness; and

(xvi) undertaking any other office administrative services duties that may be
assigned from time to time.

73



(b)

1118

(b)

Job Specifications

For appointment to this grade, an officer must have:

()

(i)

(iii)

(iv)

(v)

(vi)

Served in the grade of Office Administrator | for a period of three (3) of
which must be in CSG 10 or a comparable and relevant position in the wider
Public Service or Private Sector;

Bachelors’ Degree in Technology (Office Administration and Technology);
Bachelors’ Degree in Management and Office Administration; Bachelors’
Degree in Business Office Management; Bachelors’ Degree in Office and
Information Management; and Bachelors’ Degree in Secretarial Management
and Administration;
OR

Bachelors’ Degree in Social Sciences from a recognized institution plus
Diploma in Secretarial Studies from the Kenya National Examinations
Council;

Certificate in Public Relations and Customer Care Course lasting not less than
two (2) weeks from the Kenya School of Government;

Certificate in Supervisory Skills Development Course lasting not less than two
(2) weeks from the Kenya School of Government;

Membership to a professional body for Office Administrative Services
Personnel; and

Proficiency in computer applications.

PRINCIPAL OFFICE ADMINISTRATOR, CSG 8

Job Description

An Officer at this level will be deployed in Ministry/Department/Agencies/
Region/County and Sub-County offices for National Government. In addition, the
officer will guide and supervise other office administrative services personnel.

Duties and responsibilities at this level will entail:

(i)
(ii)
(ii)

taking oral dictation;
using e-office to research and process data;
operating office equipment;
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(c)

(iv)
(v)
(vi)
(vii)
(viii)

(ix)

(x)
(xi)

(xii)
(xiii)
(xiv)
(xv)

attending to visitors/clients;

handling telephone calls;

handling customer inquiries and complaints;

coordinating schedules of meetings and appointments;

coordinating travel arrangements;

ensuring security of office records, equipment and documents, including
classified materials;

ensuring security, integrity and confidentiality of data;

establishing and monitoring procedures for record keeping of
correspondence and file movements;

maintaining an up-to-date filing system in the office;

preparing responses to routine correspondence;

managing office protocol and etiquette; and

managing petty cash and any other office administrative services duties that
may be assigned.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

(i)

(iv)

Served in the grade of Senior Office Administrator for cumulative period of
six (6) years, three (3) of which should be on CSG 9 in a comparable and
relevant position in the Public Service;

Bachelors’ Degree in Technology (Office Administration and Technology);
Bachelors’ Degree in Management and Office Administration; Bachelors’
Degree in Business Office Management; Bachelors’ Degree in Office and
Information Management; and Bachelors’ Degree in Secretarial Management
and Administration;
OR

Bachelors’ Degree in Social Sciences from a recognized institution and
Diploma in Secretarial Studies from the Kenya National Examinations
Council;

Certificate in Public Relations and Customer Care Course lasting not less than
two (2) weeks from the Kenya School of Government;

Certificate in Supervisory Skills Development Course lasting not less than two
(2) weeks from the Kenya School of Government;
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\VA

(a)

(v)

(vi)
(vii)

(viii)

Certificate in Management Course for Office Administrators or Secretarial
Management Course lasting not less than three (3) weeks from a recognized
institution;

Proficiency in computer applications;

Membership to a professional body for Office Administrative Services
Personnel; and

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

ASSISTANT DIRECTOR, OFFICE ADMINISTRATIVE SERVICES, CSG 7

Job Description

An Officer at this level will be deployed in Ministry/Department/Agencies/Region
offices for National Government. In addition, the officer will guide and supervise
other office administrative services personnel.

Duties and responsibilities at the Ministerial level will entail:

(i)
(i)

(iii)
(iv)
(v)

(vi)

(vii)

(viii)

(ix)
(x)
(xi)
(xii)
(xiii)

(xiv)

taking oral dictation;

using e-office to research and process data; operating office equipment;
attending to visitors/clients;

handling telephone calls;

handling customer inquiries and complaints;

coordinating schedules = of meetings and appointments and travel
arrangements;

ensuring security of office records, equipment and documents, including
classified materials;

ensuring security, integrity and confidentiality of data;

establishing and monitoring procedures for record keeping of
correspondence and file movements;

maintaining an up-to-date filing system in the office;

preparing responses to correspondence;

carry out research and develop report as may be directed from time to time;
attending meetings and write minutes;

overseeing office protocol and etiquette and petty cash and any other office
administrative service duties that may be assigned; and

guiding and supervising other office administrative services personnel.
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(b)

Job Specifications

For appointment to this grade, an officer must have:

(1)

(i)

(iii)

(iv)

(v)

(vi)

Served cumulative period of nine (9) years, three (3) of which should be in the
grade of Principal Office Administrator in the Public Service;

A Masters’ degree in any social sciences field from a recognised institution;

Bachelors’ Degree in Technology (Office Administration and Technology);
Bachelors’ Degree in Management and Office Administration; Bachelors’
Degree in Business Office Management; Bachelors’ Degree in Office and
Information Management; and Bachelors’ Degree in Secretarial Management
and Administration;
OR

Bachelors’ Degree in Social Sciences from a recognized institution and Diploma
in Secretarial Studies from the Kenya National Examinations Council;

Certificate in Management Course for Office Administrators/Secretarial
Management Course lasting not less than three (3) weeks from a recognized
Institution;

Certificate in Senior Management Course lasting not less than four (4) weeks
from the Kenya School of Government;

Essentials of Counselling in the Public Service lasting not less than two (2)
weeks from a recognized institution;

(vii) Proficiency in computer applications;

(viii) Membership to a professional body for Office Administrative Services

(ix)

Personnel; and

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

77



(a)

(b)

DEPUTY DIRECTOR, OFFICE ADMINISTRATIVE SERVICES, CSG 6

Job Description

An Officer at this level will be deployed in Ministry/Department/Agencies
headquarters. In addition, the officer will guide and supervise other office
administrative services personnel.

Duties and responsibilities at this level will entail:

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

(ix)
(x)

(xi)

(xii)
(xiii)
(xiv)
(xv)
(xvi)

taking oral dictation;

using e-office to research and process data;

operating office equipment;

attending to visitors/clients;

handling telephone calls;

handling customer inquiries and complaints;

coordinating schedules of meetings and appointments and travel
arrangements;

ensuring security of office records, equipment and documents, including
classified materials;

ensuring security, integrity and confidentiality of data;

establishing and monitoring procedures for record keeping of
correspondence and file movements;

maintaining an up-to-date filing system in the office;

carry out research and develop report as may be directed from time to time;
attending meetings and write minutes;

preparing responses to correspondence;

managing office protocol and etiquette; and

managing petty cash and any other office administrative service duties that
may be assigned.

Job Specifications

For appointment to this grade, an officer must have:

(1)

(ii)

Served period of a cumulative period of twelve (12) years, three (3) of which
should be in the grade of Assistant Director, Office Administrative Services in
the Public Service;

Masters’ Degree in any Social Sciences field from a recognised institution;
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(i)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

Bachelors’ Degree in Technology (Office Administration and Technology);
Bachelors’ Degree in Management and Office Administration; Bachelors’
Degree in Business Office Management; Bachelors’ Degree in Office and
Information Management; and Bachelors’ Degree in Secretarial Management
and Administration;
OR

Bachelors’ Degree in Social Sciences from a recognized institution and
Diploma in Secretarial Studies from the Kenya National Examinations
Council;

Certificate in Strategic Leadership Development Programme from the Kenya
School of Government not lasting less than six (6) weeks;

Certificate in Management Course for Office Administrators or Secretarial
Management Course lasting not less than three (3) weeks from a recognized

institution;

Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

Essentials of Counselling in the Public Service lasting not less than two (2)
weeks from a recognized institution;

Proficiency in computer applications; and

Demonstrated professional competence, merit and ability as reflected in
work performance and results.

At the State Department in charge of Administering the Career Guideline for Office
Administrative Service Personnel, the Deputy Director, Office Administrative
Services shall be in charge of administration and management of the Office
Administrative services function.

Duties and responsibilities at this level will entail:

(i)

(i)

interpret and implement office administrative services personnel policies and
procedures;
Undertaking selection and recruitment of office administrative services
personnel;
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(a)

VL.

(iii)
(iv)

(v)
(vi)

(vii)

analyzing and verifying office administrative services personnel data for
postings and deployment;

Conducting bio data updates for office administrative services personnel;
training and building capacity of Office Administrative Services personnel;
reviewing office administrative services personnel curriculum in liaison with
the Kenya Institute of Curriculum Development and Kenya National
Examinations Council;

providing technical advice on recruitment and promotion of office
administrative services personnel;

(viii) Undertaking in the selection of office administrative services personnel for

(ix)

upgrading courses at the Kenya School of Government; and
undertaking any other duties that may be assigned from time to time.

DIRECTOR, OFFICE ADMINISTRATIVE SERVICES

Job

Description

This will be the highest grade in the office administrative services cadre and shall be
restricted in the State Department responsible for Public Service. An officer at this

level will be responsible to the Secretary Human Capital Management, Government
Shared Services function in the Public Service.

Duties and responsibilities will entail:

(i)

(ii)
(iii)
(iv)

(v)

(vi)

Monitoring and evaluating compliance of Human Capital plans, policies,
guidelines, systems, norms and standards in the Public Service;

Implement uniform office administrative services norms and standards in the
Public Service;

Coordinating management of Office Administrative Services Personnel and
Office Assistants;

Monitoring and evaluating performance of Office Administrative Services
Personnel, and Office Assistants in Ministries and State Departments;
Coordinating technical support and build capacity in Human Capital
Management on matters of Office Administrative Services Personnel, and Office
Assistants in the Public Service on matters;

Coordinating placement, deployment for Office Administrative Services
Personnel, and Office Assistants in Ministries and State Departments;
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(b)

(vii)

(viii)

(ix)

(x)

(xi)

(xii)

Spearheading implementation of Staff Performance Appraisal System (SPAS) for
Office Administrative Services Personnel, and Office Assistants in Ministries and
State Departments;

Developing, implementing and reviewing career guidelines for Office
Administrative Services Personnel and Office Assistants in Ministries and State
Departments

Coordinating transfers and deployments, of Office Administrative Services
Personnel, Hospitality Personnel and Office Assistants in Ministries and State
Departments;

Developing, implementing and reviewing frameworks for transfers and
deployments in the Public Service for Office Administrative Services Personnel
and Office Assistants in Ministries and State Departments;

Facilitating Human Capital Management Re-engineering, culture and change
management; and

Coordinating Training and Capacity building for Office Administrative Services
Personnel, and Office Assistants in Ministries and State Departments.

Job Specifications

For a

(1)

(ii)
(ii)

(iv)

ppointment to this grade, an officer must have:

Served for a cumulative period of fifteen (15) years, three (3) of which must
be at the level of Deputy Director, Office Administrative Services in in the
Public Service;

Masters’ Degree in any Social Sciences Field from a recognised Institution;
Bachelors’ Degree in Technology (Office Administration and Technology);
Bachelors’ Degree in Management and Office Administration; Bachelors’
Degree in Business Office Management; Bachelors’ Degree in Office and
Information Management; and Bachelors’ Degree in Secretarial
Management and Administration;
OR
Bachelors’ Degree in Social Sciences from a recognized institution and
Diploma in Secretarial Studies from the Kenya National Examinations
Council;
Essentials of Counseling in the Public Service lasting not less than two (2)
weeks from a recognized institution;
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(v)
(vi)

(vii)

(viii)

(ix)

(x)

Certificate in Senior Management course lasting not less than four (4) weeks
from a recognized institution;

Certificate in Leadership/Management Course lasting not less than four (4)
weeks from a recognized institution;

Proficiency in computer applications;

Demonstrated professional competence and managerial capability as
reflected in work performance and results

Demonstrated a clear understanding of National development policies,
goals and objectives and ability to integrate them into the Office
Administrative Services; and

Met Chapter six (6) of the Constitution.
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2.4CAREER GUIDELINES FOR HOSPITALITY SERVICES PERSONNEL

(a)

(b)

Job Purpose

This cadre is responsible for development, implementation and review of policies,
guidelines and strategies for provision of professional, efficient and customer
focused hospitality services that support the organization’s operations, enhanced
stakeholders experience and uphold a positive institutional image in the Public
Service.

Function

The Hospitality Services Function is to:

(i)

(if)
(iii)
(iv)
v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)

develop, implement and review policies, plans, strategies, norms, standards,
guidelines and operating procedures pertaining to the provision of hospitality
services in the Public Service;

develop, implement and review professional standards for quality assurance
in hospitality service;

provide standardized accommodation and conferencing services in the Public
Service;

collaborate and partner with key stakeholders to enhance events and
protocol management in the Public Service;

promote economic growth through tourism and operational efficiency of
Public Service institutions

embrace inclusivity and cultural diversity in provision of hospitality services
in the Public Service;

identify and mitigate potential risks related to hospitality services;

maintain safe custody of, working tools, equipment, linen and facilities;
maintain supplies, stock and inventory;

apply best practices and emerging technologies in the provision of hospitality
services;

ensure adherence and compliance to safety, health and hygiene regulations
and standards in the provision of hospitality services;

monitor and evaluate the provision of hospitality services.
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()

Grading Structure and Scope

The Career Guidelines establishes five (5) grades of Housekeeping Assistants, five
(5) grades of Cooks, five (5) grades of Waiters, six (6) grades of Hospitality Officers
who will be designated and graded as follows:

Housekeeping Assistants Appendix ‘A’
$/No | Designation CsG
1. Housekeeping Assistant 1ll 15°
2. Housekeeping Assistant 1l 14
3. Housekeeping Assistant | 13’
4. Assistant Housekeeper 12
5. Head Housekeeper ar

Note: The grades of Housekeeping Assistant lll/1l, Civil Service Grade ‘157/°14" will
form common establishment for the purpose of this Career Guideline

Cooks Appendix ‘B’
$/No | Designation CsG
1. Cook 11l ‘15’

2. Cook Il 14

3. Cook 1 13

4. Assistant Chef 12

5. Chef ar

Note: The grades of Cook Ill/1l/, Civil Service Grade ‘157/°'14" will form common
establishment for the purpose of this Career Guideline

Waiters Appendix ‘C’
$/No | Designation CsG
1. Waiter Assistant llI ‘15’
2. Waiter Assistant Il 14
3. Waiter Assistant | 13’
4, Assistant Waiter ‘12
5. Head Waiter “ar

Note: The grades of Waiter Assistant Ill/ll, Civil Service Grade ‘157/°'14° will form a
common establishment for the purpose of this Career Guidelines.
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(d)

Hospitality Officers Appendix ‘D’

$/No | Designation CsG
1. Hospitality Officer 1l ar
2. Hospitality Officer | 10°
3. Senior Hospitality Officer ‘9’
4. Principal Hospitality Officer ‘8
5. Assistant Director, Hospitality Services 7
6. Deputy Director, Hospitality Services ‘6’
7. Director, Hospitality Services ‘5’

Note: The grades of Hospitality Officer Il/I, Civil Service Grade ‘117’10’ for will
form a common establishment for the purpose of this Career Guidelines.

Conversion to the New Grading Structure

The new grading structure establishes distinct career pathways for Diploma and
Certificate holders in the three operational areas namely housekeepers, cooks and
waiters.

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

Housekeepers (Certificate Level) Appendix ‘AT’
$/N | Current Designation Job New Designation CsSG
o Group
1. | Housekeeping Assistant IlI ‘E’ Housekeeping Assistant 111 ‘15°
2. | Housekeeping Assistant Il ‘F Housekeeping Assistant Il 14
3. | Housekeeping Assistant | ‘G’ | Housekeeping Assistant | 13’
4. | Assistant Housekeeper ‘H Assistant Housekeeper 12
Senior Housekeeping Assistant
5. | Head Housekeeper ) Head Housekeeper “ar
Principal Housekeeping Assistant
6. |- Senior Principal Housekeeping | 10
Assistant
Housekeepers (Diploma Level) Appendix ‘A2’
$/N | Current Designation Job New Designation CsG
o Group
7. | Assistant Housekeeper ‘H> | Housekeeper Il 12
8. | Head Housekeeper ) Housekeeper Il ar
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9. |- Housekeeper 1 10
10.| - Senior Housekeeper 9
1. | - Principal Housekeeper 8
Cooks (Certificate Level) Appendix ‘BT’
S/N | Current Designation Job New Designation
o Group CsG
1. | Cook Il ‘E’ Cook Il ‘15
2. | Cook I ‘F’ Cook 1l 14
3. | Cook | ‘G’ Cook 1 13
4. | Assistant Chef ‘H Assistant Chef-Senior Cook 12’
5. | Chef ) Chef-Principal Cook ar
6. |- Senior Principal Cook 10
Cooks (Diploma Level) Appendix ‘B2’
$/N | Current Designation Job New Designation
o Group CsG
7. | Assistant Chef ‘H Assistant Chef-Chef 11l 12’
8. | Chef ‘) Chef-Chef 1l “ar
9. |- Senior Chef 10
10.] - Chief Chef 9
1. | - Principal Chef 8
Waiters (Certificate Level) Appendix ‘CT’
$/N | Current Designation Job | New Designation CsG
o Grou
P
1. | Waiter Assistant Il ‘E’ | Waiter Assistant ‘15°
2. | Waiter Assistant I ‘" | Waiter Assistant 1l 14
3. | Waiter Assistant | ‘G’ | Waiter Assistant | 13’
4. | Assistant Waiter ‘H | Assistant Waiter-Senior Waiter 12
5. | Head Waiter ) Head Waiter-Principal Waiter ar
6. Senior Principal Waiter 10
Waiters (Diploma Level) Appendix ‘C2’
$/N | Current Designation Job New Designation CsG
o Group
7. | Assistant Waiter ‘H Assistant Waiter-Waiter Il 12
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8. | Head Waiter ) Head Waiter-Waiter Il “ar
9. Senior Waiter 10
10.| - Principal Waiter 9
1. | - Senior Principal Waiter 8
Hospitality Officers Appendix ‘D’
$/N | Current Designation Job New Designation CsG
o Group
1. | Hospitality Officer 1l ) Hospitality Officer Il ar
2. | Hospitality Officer | ‘K Hospitality Officer | 10
3. | Senior Hospitality Officer ‘v Senior Hospitality Officer ‘9’
4. | Principal Hospitality Officer ‘N’ Principal Hospitality Officer ‘8
5. | Assistant Director, ‘P Assistant Director, 7
Hospitality Services Hospitality Services
6. | Deputy Director, ‘R’ Deputy Director, Hospitality | ‘6’
Hospitality Services Services
7. - - Director, Hospitality Services 5

JUSTIFICATION FOR CREATION OF THE POST OF DIRECTOR-HOSPITALITY SERVICES
AT THE SDPS

The hospitality services cadre has been left behind from time immemorial with officers in
this cadre getting a raw deal in capacity building, promotions, working in under staffed
environments and general welfare. This has been occasioned largely by skewed translation
of the scheme of service by majority of the human resource practitioners at the various
state departments where the cadre exists as well as the function not being appreciated as
a professional and technical support function in these departments. It is also paramount to
appreciate the nature of the hospitality function as sensitive and one that operates within
certain security parameters.

RATIONALE

1. The cadre being a degree cadre should be considered to terminate at CSG 5 just like
the other degree cadres in the civil service.

2. The cadre has enough numbers to warrant creation of this office with a desk
mapping showing the officers are present in at least twelve (12) state departments;
that means in half of the ministries as they presently are.

3. Co-ordinate capacity building and skills development for the said cadre.
4. Monitoring compliance of hospitality standards and norms.
5. Formulate policy to professionalize the cadre.
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. Co-ordinate the regular evaluation and where necessary review of the scheme of

service to ensure it remains relevant and aligned with current qualifications.

. Co-ordinate the development and review of staff establishments within the state

departments where the cadre exists.

. Co-ordinate the alignment of qualifications and designations for the officers in this
cadre.

CONCLUSION

The hospitality function needs to be given an opportunity to grow just like the other cadres
within the civil service. Officers in this cadre need to know that they are also recognized
as professionals in their own area of operation. This office will give them hope that they
are not forgotten but indeed have one of their own who understands them and the duties
they undertake.

(e)

Recognized Qualifications

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

(i)

(iD)

(iii)

Certificate in any of the following disciplines: Food Production, Food and
Beverage Production, Food and Beverage Service and Sales, Housekeeping,
and Laundry or equivalent qualification lasting not less than three months
from a recognized institution.

Certificate course not lasting less than three (3) months in any of the following
disciplines: Food and Beverage Production, Food and Beverage Services and
Sales, Food and Beverage Production and Services, Food and Beverage
Production (Cookery) or equivalent qualification from a recognized
institution

Certificate in any of the following disciplines: Housekeeping and Laundry
Operations,  Housekeeping; = Housekeeping and  Accommodation,
Housekeeping and Laundry Techniques or equivalent qualification from a
recognized institution;

Certificate not lasting less than three (3) months in the following fields: Food
and Beverage Service and Sales (1.5), Hospitality Services (1), Food and
Beverage Services, Food Production and Service (0.6), Professional Waiters
Certificate Course, Waiter’s Proficiency Course (2 months) or its equivalent
qualification from a recognized institution;
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(iv)

(v)

(vi)

(vii)

Craft Certificate in Food and Beverage and Catering and Accommodation or
equivalent qualification lasting not less than two years from a recognized
institution.

Diploma not lasting less than 2 years in any of the following disciplines:
Culinary Arts (3 vyears), Hospitality Management (2), Catering and
Accommodation Operations (3), Food Production (1.5-2), Food and
Beverage (Module 1 - 1lI) (KNEC), Food and Beverage Production and Sales
Management (Module I-1lI) (RVTTI), Catering and Hotel Management (2),
Housekeeping and Front Office Management, Institutional and Catering
Management or equivalent qualification from a recognized institution.

Bachelor’s degree in any of the following disciplines: Hospitality
Management, Hospitality and Tourism Management, Hotel and Restaurant
Management, Food Service and Hospitality Management, Hotel and
Hospitality Management, Hospitality and Institutional Management, Catering
and Hotel Management, Institutional and Catering Management, Institutional
Catering and Accommodation, and or equivalent qualification from a
recognized institution.

Master’s degree in any of the following disciplines: Hotel and Catering
Management, Hotel and Hospitality Management, Hospitality and Tourism
Management, Hospitality Business Management, Hospitality Management or
equivalent qualifications from a recognized institution.

(viii) Valid Food Handlers Certificate.

(ix)

(x)

(i)

(xii)

Supervisory Skills Course lasting not less than two (2) weeks from a recognized
institution.

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

Strategic Leadership Development Programme lasting not less than six (6)
weeks from a recognized institution.

Proficiency Certificate in computer applications from a recognized institution.
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(a)

(b)

(xiii) Such other qualification as may be adjudged to be equivalent by the Public
Service Commission.

JOB AND APPOINTMENT SPECIFICATIONS
HOUSEKEEPING ASSISTANTS (CERTIFICATE HOLDERS) APPENDIX ‘AT’

HOUSEKEEPING ASSISTANT 111, CIVIL SERVICE GRADE 15

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions; may be remove the training to cater for
all institutions where the cadre exists

(iii)  Children’s homes

This is the entry grade for Housekeeping Assistants cadre. An officer at this level will
be on job training and will perform tasks under the guidance and supervision of a
senior officer. Duties and responsibilities will entail:

Duties and responsibilities at this level will entail: -

(i) dusting and cleaning rooms and corridors;

(ii)  spreading beds

(iii)  cleaning public areas

(iv)  washing cleaning materials and equipment;

(v)  replenishing cleaning materials and supplies;
(vi)  washing linen and guest laundry;

(vii) noting and reporting defects;

(viii) maintaining cleanliness of the laundry area; and
(ix)  ensuring proper storage of all equipment used.

Job Specifications
For appointment to this grade, a candidate must have:

(i)  Certificate course not lasting less than three (3) months in any of the
following  disciplines:  Housekeeping and Laundry  Operations,
Housekeeping; Housekeeping and Accommodation, Housekeeping and
Laundry Techniques, Housekeeping and Cookery, Housekeeping, Laundry
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(c)

1.

(a)

(b)

and Catering, Catering and Accommodation or equivalent qualification from
a recognized institution; and;

(ii)  Proficiency in Computer Application.
Key Competencies and skills

(i)  Organization Skills

(i) Communication skills

(iii) Laundry skills

(iv) Interpersonal skills.

(v) Integrity and professionalism.

HOUSEKEEPING ASSISTANT 11, CIVIL SERVICE GRADE 14

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities at this level will entail: -

(i) dusting and cleaning rooms, corridors and conference halls;
(i)  spreading beds;

(iii)  washing cleaning materials and equipment;

(iv)  reporting major defects to the supervisor;

(v)  replenishing cleaning materials and supplies;

(vi)  ensuring proper storage of all equipment used;

(vii)  washing linen and guest laundry;

(viii) ironing linen and guest laundry; and

(ix)  ensuring proper maintenance of equipment.

Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum of three (3) years relevant work experience in the public service;
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(c)

1.

(a)

(i) Certificate in any of the following disciplines: Housekeeping and Laundry
Management, = Housekeeping and Front Office Management;
Accommodation Management or equivalent qualification from a recognized
institution;

(ii) Certificate in Computer Application Skills from a recognized institution; and
(ili)  Demonstrated ability and merit as reflected in work performance and results.
Key Competencies and skills

(i) Organization Skills

(ii) Time Management Skills

(iii) Communication skills

(iv)  Laundry skills

(v) Interpersonal skills.

(vi)  Integrity and professionalism.

HOUSEKEEPING ASSISTANT I, CIVIL SERVICE GRADE 13

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail:

(i) overseeing the cleanliness and maintenance of rooms and conference halls;

(ii)  care and maintenance of furnishings, equipment and linen;

(iii)  reporting any defects in the guest rooms;

(iv) cleaning the public areas

(v)  ensuring proper work procedures are followed when handling guest laundry;
and

(vi)  filling in the occurrence book.
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(b)

(9]

V.

(a)

Job Specifications
For appointment to this grade, an officer must have:
(i) A minimum of six (6) years relevant work experience in the public service;

(iii)  Certificate in any of the following disciplines: Housekeeping and Laundry
Management; Catering and Hotel Management; Housekeeping and Front
Office Management; Accommodation Management; or any other equivalent
qualification from a recognized institution:

(iv)  Certificate in computer applications from a recognized institution; and
(v)  Shown merit and ability as reflected in work performance and results.
Key Competencies and skills

(i) Organization Skills

(ii) Communication skills

(iii)  Laundry skills

(iv)  Interpersonal skills.

(v) Integrity and professionalism.

SENIOR HOUSEKEEPING ASSISTANT, CIVIL SERVICE GRADE 12

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail: -

(i) keeping proper records of sundry and linen stores;

(ii)  following up on maintenance work order forms;

(iii) undertakingin stock taking;

(iv) ordering, receiving, storing and issuing of cleaning materials;
(v) carrying out on the job training for staff;
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(b)

(c)

(vi)

writing and keeping reports on losses, breakages and defects; and

(vii) Supervision of staff.

Job Specifications

For appointment to this grade, an officer must have:

(i)
(i)

(iii)

(iv)

(v)

(vi)
(vii)

A minimum of nine (9) years relevant work experience in the public service;

Certificate in any of the following disciplines: Housekeeping and Laundry
Management, Catering and Hotel Management, Housekeeping and Front
Office Management, Accommodation Management or any other equivalent
qualification from a recognized institution;

Diploma in any of the following disciplines: Housekeeping, Housekeeping

and Laundry or any other equivalent qualification from a recognized
institution will be an added advantage;

Refresher Course in Housekeeping and Laundry lasting not less than one
month from a recognized institution;

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

Certificate in computer applications from a recognized institution; and

demonstrated professional competence and integrity in work performance
and results.

Key Competencies and skills

(i)

(i)
(iii)
(iv)
(v)

Organization Skills
Communication skills
Laundry skills
Interpersonal skills.
Professionalism.
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(a)

(b)

HEAD HOUSEKEEPING, PRINCIPAL HOUSEKEEPING ASSISTANT CIVIL SERVICE
GRADE 11

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail:

(i) ensuring efficient and proper organization and management of housekeeping
services;

(ii) coordinating on the job training of staff;

(ili)  overseeing stock taking;

(iv)  managing stock levels;

(v) ensure proper keeping of records on sundry and linen;

(vi)  supervising issuance of linen and guest laundry;

(vii)  writing and keeping reports on losses, breakages and defects; and

(viii) supervising staff.

Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum of twelve (12) years relevant work experience in the public
service;

(ii) Certificate in any of the following disciplines: Housekeeping and Laundry
Management, Catering and Hotel Management, Housekeeping and Front
Office Management, or any other equivalent qualification from a recognized
institution:

(i)  Diploma in any of the following disciplines: Housekeeping, Housekeeping

and Laundry or any other equivalent qualification from a recognized
institution will be an added advantage;

(iv) Refresher Course in Housekeeping and Laundry lasting not less than one
month from a recognized institution;
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(c)

(v)

(vi)
(vii)

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

Certificate in computer applications from a recognized institution; and

Demonstrated professional competence and integrity in work performance
and results.

Key Competencies and skills

()

(i)
(iii)
(iv)
(v)

Organization Skills
Communication skills
Laundry skills

Interpersonal skills.

Integrity and professionalism.

VI.  SENIOR PRINCIPAL HOUSEKEEPING ASSISTANT CIVIL SERVICE GRADE 10

(@) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions;
(iii) Children’s homes

Duties and responsibilities will entail:

()

(ii)
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

ensuring efficient and proper organization and management of housekeeping
services;

coordinating on the job training of staff;

overseeing stock taking;

managing stock levels;

ensure proper keeping of records on sundry and linen;

supervising issuance of linen and guest laundry;

writing and keeping reports on losses, breakages and defects; and
supervising staff.
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(b) Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum of fifteen (15) years relevant work experience in the public
service;

(ii)  Certificate in any of the following disciplines: Housekeeping and Laundry
Management, Catering and Hotel Management, Housekeeping and Front
Office Management, or any other equivalent qualification from a
recognized institution:

(iii) Diploma in any of the following disciplines: Housekeeping, Housekeeping
and Laundry or any other equivalent qualification from a recognized
institution will be an added advantage;

(iv) Refresher Course in Housekeeping and Laundry lasting not less than one
month from a recognized institution;

(v)  Supervisory Skills Course lasting not less than two (2) weeks from a
recognized institution;

(vi) Certificate in computer applications from a recognized institution; and

(vii) Demonstrated professional competence and integrity in work performance
and results.

(C) Key Competencies and skills

(i) Organization Skills

(ii) Communication skills

(iii) Laundry skills

(iv) Interpersonal skills.

(v) Integrity and professionalism.
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JOB AND APPOINTMENT SPECIFICATIONS

HOUSEKEEPING ASSISTANTS (DIPLOMA HOLDERS) APPENDIX ‘A2’
(i) HOUSEKEEPING ASSISTANT 11, HOUSEKEEPER Il CIVIL SERVICE GRADE 12

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions; may be remove the training to cater for

all institutions where the cadre exists
(ii) Children’s homes

This is the entry grade for Housekeepers cadre. An officer at this level will be a
junior supervisor and will perform tasks under the guidance and supervision of a
senior officer. Duties and responsibilities will entail:

(i)  ensuring efficient and proper organization and management of housekeeping
services;

(ii) coordinating on the job training of staff;

(ili) overseeing stock taking;

(iv) managing stock levels;

(v)  ensure proper keeping of records on sundry and linen;

(vi) supervising issuance of linen and guest laundry;

(vii) writing and keeping reports on losses, breakages and defects; and

(viii) supervising staff

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

(i) Diploma in any of the following disciplines: Housekeeping, Housekeeping
and Laundry, Accommodation Management or any other equivalent
qualification from a recognized institution; and

(ii) Proficiency Certificate in computer applications from a recognized
institution;
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(C) Key Competencies and skills

(i) Organization Skills

(i) Communication skills

(ili) Time management skills

(iv) Interpersonal skills.

(v) Integrity and professionalism.
(vi) Problem solving skills

(i) HOUSEKEEPER Il CIVIL SERVICE GRADE 11

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions; may be remove the training to cater for

all institutions where the cadre exists
(iii) Children’s homes

Duties and responsibilities will entail:

(i) Scheduling staff

(ii) coordinating on the job training for staff;

(iii) assisting in budgeting

(iv) managing stock levels;

(v) ordering, receiving and storing cleaning supplies

(vi) following up on work orders to ensure faulty machines are repaired
(vii) supervising staff.

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

(i) A minimum of three (3) years at the grade of Housekeeper Ill or any other
equivalent position in the public service;

(ii) Diploma in any of the following disciplines: Housekeeping, Housekeeping

and Laundry or any other equivalent qualification from a recognized
institution;
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(iii) Supervisory Skills Course lasting not less than two (2) weeks from a
recognized institution;

(iv) Proficiency Certificate in computer applications from a recognized
institution; and

(v) Demonstrated professional competence and integrity in work performance
and results.

(C) Key Competencies and skills

(i)  Organization skills

(i) Communication skills

(iii)  Interpersonal skills.

(iv) Integrity and professionalism.
(v) Time management skills

(vi) Problem Solving skills

(iii)HOUSEKEEPER I- CIVIL SERVICE GRADE 10

(a)Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President

(ii) Government Training Institutions;
(iii) Children’s homes

Duties and responsibilities will entail:

(i) Training staff

(i) assisting in budgeting

(iii) setting standard operating procedures
(iv) monitoring staff performance

(v) resolving customer complaints

(vi) Managing inventory

(vii) Scheduling staff
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(b) Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum of twelve (6) years relevant work experience in the public
service;

(ii) Diploma in any of the following disciplines: Housekeeping, Housekeeping
and Laundry or any other equivalent qualification from a recognized
institution;

(iii) Supervisory Skills Course lasting not less than two (2) weeks from a
recognized institution;

(iv)Proficiency Certificate in computer applications from a recognized institution;
and

(v) Demonstrated professional competence and integrity in work performance
and results.

(C) Key Competencies and skills

(i)  Organization Skills

(i) Communication skills

(iii) Customer service skills

(iv) Problem solving skills

(v) Interpersonal skills.

(vi) Integrity and professionalism.

(iv)SENIOR HOUSEKEEPER- CIVIL SERVICE GRADE 9

(a)Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i)Executive Office of the President
(ii)Government Training Institutions;
(iii)Children’s homes
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Duties and responsibilities will entail:

(i)

(i)
(iii)
(iv)
(v)
(vi)

Training staff

Ensuring standard operating procedures are followed
Cost control

resolving guest complaints

Ensuring compliance to statutory regulations
Ensuring timely provision of cleaning supplies

(vii) Scheduling staff

(b) Job

Specifications

For appointment to this grade, an officer must have:

(i)

(ii)

(iv)

(iv)

(v)

(vi)

(C) Key
(i)
(i)
(iii)
(iv)
(v)
(vi)

A minimum of twelve (9) years relevant work experience in the public
service;

Diploma in any of the following disciplines: Housekeeping, Housekeeping
and Laundry or any other equivalent qualification from a recognized
institution;

Refresher course in Housekeeping and Laundry lasting not less than one
month from a recognized institution;

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

Proficiency Certificate in computer applications from a recognized institution;
and

Demonstrated professional competence and integrity in work performance
and results.

Competencies and skills
Leadership Skills
Technical skills
Customer service skills
Problem solving skills
Interpersonal skills.
Integrity and professionalism.
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(v) PRINCIPAL HOUSEKEEPER- CIVIL SERVICE GRADE 8

(a)Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i)Executive Office of the President

(ii)Government Training Institutions;
(iii)Children’s homes

Duties and responsibilities will entail:
(i)  Staff management and training
(ii)  Ensuring standard operating procedures are followed
(iii) Cost control
(iv) Quality checks and inspections
(v) Communication and Administration skills
(vi) Ensuring compliance to statutory regulations
(vii) Scheduling staff

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

(i) A minimum of twelve (12) years relevant work experience in the public
service;

(ii) Diploma in any of the following disciplines: Housekeeping, Housekeeping
and Laundry or any other equivalent qualification from a recognized
institution;

(iii) Refresher course in Housekeeping and Laundry lasting not less than one
month from a recognized institution;

(iv) Supervisory Skills Course lasting not less than two (2) weeks from a
recognized institution;

(v) Senior Management Course;
(vi) Proficiency Certificate in computer applications from a recognized
institution; and

(vii) Demonstrated professional competence and integrity in work
performance and results.
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(C) Key Competencies and skills
(i) Leadership and Organizational Skills
(ii) Technical skills
(iii) Customer service skills
(iv)Problem solving skills
(v) Attention to detail
(vi)Integrity and professionalism.

COOKS/CHEF ‘APPENDIX B’

1. COOK 111, CIVIL SERVICE GRADE 15

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

This will be the entry grade for the Cooks cadre. An officer at this level will be on
job training and will carry out duties under the guidance and supervision of a senior
officer. Duties and Responsibilities will entail:

(i) preparing raw foods for cooking;

(ii) cleaning equipment used in production;

(ili)  maintaining hygiene by ensuring cleaning of the kitchen and its surroundings;

(iv)  setting up and preparing equipment for use in food preparation and
production; and

(v) alerting the supervisor of any defective equipment.

(b)  Job Specifications
For appointment to this grade, a candidate must have:

(i) Certificate in any of the following disciplines: Food and Beverage Production
Food and Beverage Services and Sales, Food and Beverage Production and
Services, Food and Beverage Production (Cookery) or its equivalent
qualification from a recognized institution;
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(c)

1.

(a)

(b)

(ii) Valid Certificate of Health for food handlers; and
(ili)  Certificate in Computer Application Skills from a recognized institution.
Key Competencies and skills

(i) Knife skills.

(ii) Multitasking Skills

(iii)  Integrity and professionalism.

(iv)  Attention to Detail.

(v) Food and health safety in the kitchen.
(vi)  Menu Planning Skills-remove

(vii)  Creativity

(viii) Teamwork

(ix)  Ability to work well under pressure

COOK 11, CIVIL SERVICE GRADE 14

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties at this level will entail:

(i) assembling food supplies and equipment for daily preparation;

(ii) preparing raw foods for cooking;

(ili)  cleaning equipment used in production;

(iv)  maintaining hygiene by ensuring cleaning of kitchen and its surroundings;

(v) setting up and preparing equipment for use in food preparation and
production; and

(vi)  reporting on any defective equipment.

Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum of three (3) years relevant work experience in the public service;
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(c)

1.

(a)

(i) Certificate in any of the following disciplines: Food and Beverage
Production, Food and Beverage Production, Food and Beverage Services and
Sales or its equivalent qualification from a recognized institution;

(iii)  Valid certificate of health for food handlers;

(iv)  Certificate in Computer Application Skills from a recognized institution; and
(v) Shown merit and ability as reflected in work performance and results.

Key Competencies and skills

(i) Knife skills

(ii) Multitasking Skills

(iii)  Integrity and professionalism

(iv)  Attention to Detail

(v) Food and health safety in the kitchen
(vi)  Menu Planning Skills

COOK 1, CIVIL SERVICE GRADE 13

Job Description

An officer at this level may be deployed in any of the following three (3)
areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail:

(i) proper storage of foodstuffs;

(ii) setting up buffet service areas;

(iii)  placement of foods in serving line;

(iv)  replenishing of foodstuffs during service;

(v) reporting low stock levels;

(vi)  detecting spoilt or unattractive foods; and

(vii) detecting defective equipment and reporting the same to the supervisor.
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(b)

(9]

V.

(a)

Job Specifications
For appointment to this grade, an officer must have:
(i) A minimum of six (6) years relevant work experience in the public service;

(ii) Certificate in any of the following disciplines: Food Production, Food and
Beverage Production, Food and Beverage Service and Sales or its equivalent
qualification from a recognized institution;

(iii)  Valid Certificate of Health for food handlers;
(iv)  Certificate in Computer Application Skills from a recognized institution; and
(v) Shown merit and ability as reflected in work performance and results.

Key Competencies and skills

(i) Knife skills

(ii) Multitasking Skills

(iii)  Integrity and professionalism.

(iv)  Attention to Detail

(v) Food and health safety in the kitchen
(vi)  Menu Planning Skills

ASSISTANT CHEF, SENIOR COOK/ CHEF Il CIVIL SERVICE GRADE 12

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail:

(i) food preparation and production;
(i) setting up and directing placement of foods in serving line;
(iii)  replenishing of foodstuffs in the buffet service line;
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(b)

(c)

(iv)
(v)
(vi)
(vii)
(viii)

(ix)

maintaining correct stock levels;

detecting and reporting spoilt or unattractive raw food materials;
ensuring proper stock rotation;

ordering of foodstuffs from the main store;

carrying out on-the-job training for staff; and

filling work order forms for defective equipment.

Job Specifications

For appointment to this grade, an officer must have:

()
(i)

(iii)

(iv)

(v)

(vi)

(vii)

A minimum of nine (9) years relevant work experience in the public service;

Certificate in any of the following disciplines: Food Production, Food and
Beverage Production, Food and Beverage Services and Sales or its equivalent
qualification from a recognized institution;

OR

Diploma in any of the following disciplines: Food Production, Food and

Beverage Production, Food and Beverage Service and Sales or its equivalent
qualification from a recognized institution FOR DIRECT ENTRY

Valid Certificate of Health for food handlers;

Proficiency Certificate in Computer Application Skills from a recognized
institution;

Supervisory Skills Course lasting not less than two (2) weeks from a
recognized institution; and

Demonstrated professional competence and integrity in work performance
and results.

Key Competencies and skills

(i)

(ii)
(iii)
(iv)

Knife skills

Multitasking Skills

Culinary skills

Integrity and professionalism.
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(a)

(b)

(v) Attention to Detail
(vi)  Food and health safety in the kitchen
(vii)  Menu Planning Skills

CHEF, PRINCIPAL COOK/CHEF 1l - CIVIL SERVICE GRADE 11

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities at this level will entail:

(i) coordinating efficient and proper organization and management of food
production services;

(ii) ensuring all raw foods to be used in production are assembled in good time;

(iii)  issuing dry goods from the store;

(iv)  overseeing monthly stock-taking;

(v) coordinating receipt of fresh produce and checking for required
specifications;

(vi)  ensuring proper placement of food in the buffet service;

(vii) following up on work orders for defective equipment;

(viii) ensuring proper use of equipment;

(ix)  reviewing menus as necessary;

(x) identifying staff for training; and

(xi)  carrying out on-the-job training for staff.

Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum period of twelve (12) years, for certificate holders and (3) years
for diploma holders, relevant work experience in the public service;

(i)  Certificate in any of the following disciplines: Food Production, Food and

Beverage Production, Food and Beverage Services and Sales or its equivalent
qualification from a recognized institution;
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(9]

VL.

(i)  Diploma in any of the following disciplines: Food Production, Food and
Beverage Production, Food and Beverage Service and Sales or its equivalent
qualification from a recognized institution;

(iv)  Valid Certificate of Health for food handlers;
(v)  Certificate in Computer Application Skills from a recognized institution;

(vi)  Supervisory Skills Course lasting not less than two (2) weeks from a
recognized institution; and

(vii) Demonstrated professional competence and integrity in work performance
and results

Key Competencies and skills

(i) Knife skills

(ii) Multitasking Skills

(iii)  Culinary skills

(iv)  Integrity and professionalism

(v) Attention to Detail

(vi)  Food and health safety in the kitchen.
(vii)  Menu Planning Skills

CHEF, SENIOR PRINCIPAL COOK/SENIOR CHEF - CIVIL SERVICE GRADE 10

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions;
(iii) Children’s homes

Duties and responsibilities at this level will entail:

(i)  coordinating efficient and proper organization and management of food
production services;

(i)  ensuring all raw foods to be used in production are assembled in good time;

(iii) scheduling;
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(iv) ensuring strict food safety compliance;
(v)  ensuring recipes and sops are followed;

(vi) monitor inventory;
(vii) train, mentor and supervise staff and
(viii) reviewing menus as necessary;

(b)

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

(iil)

(iv)

(v)

(vi)

(vii)

(viii)

A minimum period of twelve (15) years, for certificate holders and (6) years for
Diploma holders, relevant work experience in the public service;

Certificate in any of the following disciplines: Food Production, Food and
Beverage Production, Food and Beverage Services and Sales or its equivalent
qualification from a recognized institution;

Diploma in any of the following disciplines: Food Production, Food and
Beverage Production, Food and Beverage Service and Sales or its equivalent

qualification from a recognized institution;

Refresher Course in Food Production or any relevant area lasting not less than
one month;

Valid Certificate of Health for food handlers;

Proficiency Certificate in Computer Application Skills from a recognized
institution;

Supervisory Skills Course lasting not less than two (2) weeks from a recognized
institution; and

Demonstrated professional competence and integrity in work performance and
results.
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(c) Key Competencies and skills

(i) Multitasking Skills

(ii) Culinary skills

(iii) Integrity and professionalism

(iv)Attention to Detail

(v) Knowledge of Food and health safety in the kitchen.
(vi)Menu Planning Skills

VIl CHIEF CHEF - CIVIL SERVICE GRADE 9

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions;
(iii) Children’s homes

Duties and responsibilities at this level will entail:

(i)  directing operations;

(ii)  assists in hiring and training new staff

(iii) scheduling;

(iv) ensuring strict food safety compliance;

(v)  ensuring staff adhere to standards and procedures;
(vi) ensure minimum food wastage during preparation;
(vii) managing kitchen inventory;

(viii) reviewing menus as necessary and

(ix) ensuring compliance to statutory regulations

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

(i) A minimum period of nine (9) years relevant work experience in the public
service;
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(9]

VI

(a)

(i)

(ii)

(iv)

(v)

(vi)

(vii)

(viii)

MUST BE A Diploma holder in any of the following disciplines: Food
Production, Food and Beverage Production, Food and Beverage Service and
Sales or its equivalent qualification from a recognized institution;

Refresher Course in Food Production or any relevant area lasting not less
than one month;

Valid Certificate of Health for food handlers;

Proficiency Certificate in Computer Application Skills from a recognized
institution;

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

Management Skills Development Course lasting not less than One Month
from a recognized institution; and

Demonstrated professional competence and integrity in work performance
and results.

Key Competencies and skills

(i)

(ii)
(iii)
(iv)
(v)
(vi)

Communication Skills

Culinary skills

Integrity and professionalism

Leadership Skills

Knowledge of Food and health safety in the kitchen.
Menu Planning Skills

PRINCIPAL CHEF - CIVIL SERVICE GRADE 8

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions;
(iii) Children’s homes
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(b)

Duties and responsibilities at this level will entail:

(i) directing operations and staff management;
(ii) assists in hiring and training new staff

(iii) kitchen management

(iv) ensuring strict food safety compliance;

(v) budgeting and food cost control

(vi) quality control

(vii) menu development

(viii) ensuring compliance to statutory regulations

Job Specifications

For appointment to this grade, an officer must have:

(i) A minimum period of twelve (12) years relevant work experience in the public
service;

(i) MUST BE A Diploma holder in any of the following disciplines: Food
Production, Food and Beverage Production, Food and Beverage Service and

Sales or its equivalent qualification from a recognized institution;

(iii) Refresher Course in Food Production or any relevant area lasting not less than
one month;

(iv) Valid Certificate of Health for food handlers;

(v) Proficiency Certificate in Computer Application Skills from a recognized
institution;

(vi) Supervisory Skills Course lasting not less than two (2) weeks from a recognized
institution;

(vii) Management Skills Development Course lasting not less than One Month from
a recognized institution;

(viii) Senior Management Course; and
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(c)

(a)

(ix) Demonstrated professional competence and integrity in work performance and
results.

Key Competencies and skills

(i)  Culinary skills

(ii)  Integrity and professionalism

(iii)  Stress management

(iv) Leadership Skills

(v) Knowledge of Food and health safety in the kitchen.
(vi)  Menu Planning Skills

(vii) Communication skills

WAITERS ‘APPENDIX C

WAITER ASSISTANT Il, CIVIL SERVICE GRADE 14

Job Description

An officer at this level may be deployed in any of the following three (3)
areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

This will be the entry grade for this cadre. An officer at this level will be on job
training and will perform tasks under the guidance and supervision of a senior
officer. Duties and responsibilities will entail: -

(i) cleaning floors and windows within the service area;

(ii) cleaning and wiping glassware, plates, cups, trays and cutlery;
(ili)  wiping and arranging furniture in the restaurant;

(iv)  setting the table;

(v)  guiding customers as necessary;

(vi)  replenishing cutlery; and

(vii) clearing the table.
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(b)  Job Specifications
For appointment to this grade, a candidate must have:

(i) Certificate not lasting less than three (3) months in the following fields: Food
and Beverage Service and Sales (1.5), Hospitality Services (1), Food and
Beverage Services, Food Production and Service (0.6), Professional Waiters
Certificate Course, Waiter’s Proficiency Course (2 months) or its equivalent
qualification from a recognized institution;

(ii) Valid Certificate of Health for food handlers; and

(iii)  Proficiency Certificate in Computer Application Skills from a recognized
institution.

(c) Key Competencies and skills

(i) Conflict resolution skills

(ii) Good memory

(iii)  High energy

(iv)  Multi-tasking in a fast-paced environment
(v) Quick decision making

1l WAITER ASSISTANT I, CIVIL SERVICE GRADE 13

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i)  Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities at this level will entail:-

(i) cleaning floors and windows within the service area;

(ii) cleaning and wiping glassware, plates, cups, trays and cutlery;
(iii)  wiping and arranging furniture in the restaurant;

(iv)  setting the table;

(v)  guiding customers as necessary;
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(b)

(c)

(a)

(vi)  serving food and beverages;
(vii) replenishing cutlery; and
(viii) clearing the table.

Job Specifications
For appointment to this grade, an officer must have:
(i) A minimum of three (3) years relevant work experience in the public service;

(ii) Certificate in Food and Beverage Production Sales and Service or its
equivalent qualification from a recognized institution;

(iii) Valid Certificate of Health for food handlers; and

(iv) Proficiency Certificate in Computer Application Skills from a recognized
institution.

Key Competencies and skills

(i) Conflict resolution skills

(ii) Good memory

(iii)  High energy

(iv)  Multi-tasking in a fast-paced environment.
(v) Quick decision making

1) WAITER I, SENIOR WAITER/WAITER 111, CIVIL SERVICE GRADE 12

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i)  Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail:

(i) serving food and beverage;

(ii) ensuring glassware, plates, cups, trays, and cutlery are ready for service;
(iii)  setting up any out-station service points;

(iv)  replenishing of conference rooms as required;
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(b)

(9]

(a)

v

(v)  providing table service where necessary;
(vi) laying tables;

(vii)  clearing tables: and

(viii) replenishing cutlery.

Job Specifications

For appointment to this grade, an officer must have:

(i) A minimum period of six (6) years relevant work experience in the public
service;

(i) Certificate in Food and Beverage Production Sales and Service or its
equivalent qualification from a recognized institution;

(iii)  Diploma in Food Production Sales and Service or its equivalent qualification
from a recognized institution FOR DIRECT ENTRY;

(iv)  Valid Certificate of Health for food handlers;

(v)  Proficiency Certificate in Computer Application Skills from a recognized
institution, and

(vi)  Shown merit and ability as reflected in work performance and results.
Key Competencies and skills

(i) Conflict resolution skills

(ii) Good memory

(iii) High energy

(iv) Multi-tasking in a fast-paced environment.
(v) Quick decision making

SENIOR WAITER, PRINCIPAL WAITER/WAITER 11 - CIVIL SERVICE GRADE 11

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i)  Executive Office of the President
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(b)

(ii)
(iii)

Government Training Institutions;
Children’s homes

Duties at this level will entail:

(i)
(i)
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

preparing the duty roster;

coordinating food and beverage services;

making reservations in the food service areas;

giving timely direction on reserved tables and conference rooms;

ensuring proper and timely setting-up of out station service points;

ensuring replenishment of conference rooms as required;

ensuring the environment within the service area is clean and
comfortable for guests; and

handling guest complaints or requests during service.

Job Specifications

For appointment to this grade, an officer must have:

(i)

(i)

(iii)

(iv)
(v)

(vi)

(vii)

A minimum period of nine (9) years (for certificate holders), three (3) years
(for diploma holders) relevant work experience in the public service;

Certificate in Food and Beverage Production Sales and Service or its
equivalent qualification from a recognized institution;

Diploma in any of the following disciplines: Food and Beverage Production,
Sales and Service, Catering and Hotel Management, Hotel Management,
Food and Beverage Production and Service, Hospitality Management or any
equivalent qualification from a recognized institution;

Valid Certificate of Health for food handlers;

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

Proficiency Certificate in Computer Application Skills from a recognized
institution; and

Demonstrated professional competence and integrity in work performance
and results.
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()

Key Competencies and skills

(i) Conflict resolution skills

(ii) Good memory

(iii)  High energy

(iv)  Multi-tasking in a fast-paced environment.
(v) Quick decision making

\Y) CHIEF WAITER, SENIOR PRINCIPAL WAITER/SENIOR WAITER - CIVIL SERVICE
GRADE 10
(a) Job Description
An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President
(ii) Government Training Institutions;
(iii)  Children’s homes
Duties and responsibilities will entail:
(i) ensuring preparation of the duty roster;
(i) coordinating food and beverage services; making reservations in the food
service areas;
(ili)  identifying staff for training;
(iv)  undertaking on-the-job training for staff;
(v) implementing policies affecting food and beverage service;
(vi)  ensuring work procedures are adhered to;
(vii) giving timely direction on reserved tables and conference room:s;
(viii) liaising with other departments to ensure customer satisfaction;
(ix) coordinating briefing and de-briefing staff as necessary; and
(x) supervising staff.
(b)  Job Specifications

For appointment to this grade, an officer must have:

(i) A minimum of twelve (12) years (for certificate holders), six (6) years (for
diploma holders) relevant work experience in the public service;
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(c)

VI

(i)

(iil)

(iv)
(v)

(vi)

(vii)

(viii)

Certificate in Food and Beverage Production Sales and Service or its
equivalent qualification from a recognized institution;

Diploma in any of the following disciplines: Food and Beverage Service and
Sales, Food and Beverage Production Sales and Service, Catering and Hotel
Management; Hotel Management; Food and Beverage Production and
Service, Hospitality Management or equivalent qualification from a
recognized institution;

Valid Certificate of Health for food handlers;

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

Refresher Certificate in Food and Beverage Service lasting not less than two
weeks from a recognized institution;

Proficiency Certificate in Computer Application Skills from a recognized
institution; and

Demonstrated professional competence and integrity in work performance
and results.

Key Competencies and skills

(i)

(ii)
(iii)
(iv)
(v)

Conflict resolution skills

Good memory

High energy

Multi-tasking in a fast-paced environment.
Quick decision making

PRINCIPAL WAITER - CIVIL SERVICE GRADE 9

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions;
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(iii) Children’s homes

Duties and responsibilities will entail:

(1)

Scheduling staff;

(ii) Maintaining inventory

(ili)  Assisting with pricing;

(iv)  undertaking on-the-job training for staff;

(v) handling customer complaints;

(vi)  ensuring work procedures are adhered to; ;

(vii) liaising with other departments to ensure customer satisfaction;
(viii) coordinating briefing and de-briefing staff as necessary;

(ix)  ensure adherence to all hygiene and safety regulations; and

(x) supervising staff.

2. Job

Specifications

For appointment to this grade, an officer must have:

(i)

(i)

(ii)

(iv)

(v)

(vi)

(vii)

A minimum of nine (9) years relevant work experience in the public service;

MUST BE A Diploma holder in any of the following disciplines: Food and
Beverage Service and Sales, Food and Beverage Production Sales and Service,
Catering and Hotel Management; Hotel Management; Food and Beverage
Production and Service, Hospitality Management or equivalent qualification
from a recognized institution;

Valid Certificate of Health for food handlers;

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

Refresher Certificate in Food and Beverage Service lasting not less than two
weeks from a recognized institution;

Proficiency Certificate in Computer Application Skills from a recognized
institution; and

Demonstrated professional competence and integrity in work performance and
results.
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(C) Key Competencies and skills

(i) Good knowledge of F&B techniques
(ii) Communication skills

(iii) Leadership skills

(iv)Problem solving skills

(v) Quick decision making

VI SENIOR PRINCIPAL WAITER - CIVIL SERVICE GRADE 8

(a) Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(i) Executive Office of the President
(ii) Government Training Institutions;
(iii) Children’s homes

Duties and responsibilities will entail:

(i) Scheduling staff;

(ii) Maintaining inventory

(iii) Assisting with pricing;

(iv) undertaking on-the-job training for staff;

(v) handling customer complaints;

(vi) ensuring work procedures are adhered to; ;

(vii) liaising with other departments to ensure customer satisfaction;
(viii) coordinating briefing and de-briefing staff as necessary;

(ix) ensure adherence to all hygiene and safety regulations; and

(x) supervising staff.

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

(i) A minimum of twelve (12) years relevant work experience in the public
service;

(ii) Diploma holder in any of the following disciplines: Food and Beverage
Service and Sales, Food and Beverage Production Sales and Service, Catering
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(ii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

and Hotel Management; Hotel Management; Food and Beverage
Production and Service, Hospitality Management or equivalent qualification
from a recognized institution;

Valid Certificate of Health for food handlers;

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

Management skills development course from lasing not less than one month
from a recognized institution;

Senior Management Course;

Refresher Certificate in Food and Beverage Service lasting not less than two
weeks from a recognized institution;

Proficiency Certificate in Computer Application Skills from a recognized
institution; and

Demonstrated professional competence and integrity in work performance
and results.

(C) Key Competencies and skills
(vi)  Good knowledge of F&B techniques
(vii) Communication skills
(viii) Leadership skills
(ix)  Problem solving skills
(x) Quick decision making
HOSPITALITY OFFICERS APPENDIX ‘D’

(a)

a. HOSPITALITY OFFICER I, CIVIL SERVICE GRADE 11

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

()

Executive Office of the President
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(i)

(iii)

Government Training Institutions;
Children’s homes

This will be the entry grade for this cadre. An officer at this level may be deployed
either in the housekeeping, kitchen or in a service area. Duties and responsibilities

will entail:-

(i) collecting data on the implementation of hospitality policies and standards;

(i)  ensuring the general welfare of clients;

(iii)  collecting and collating data on customers’ feedback;

(iv) carrying out the provision of catering, accommodation and conferencing
services; and

(v)  ensure quality service standards to guests and participants.

(b)  Job Specifications

For appointment to this grade, a candidate must have:

(i)

(ii)
(iii)

Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management, Hotel and Catering Management, Hospitality and Institutional
Management, Catering and Hotel Management, Food and Beverage
Production and Service, Food and Beverage Management, Institutional and
Catering Management, Institutional Catering and Accommodation, Hotel
and Restaurant Management, Hospitality Management or equivalent
qualifications from a recognized institution;

Valid Certificate of Health for food handlers; and

Certificate in Computer Application Skills from a recognized institution.

(o) Key Competencies and skills

(i

(i)
(iii)
(iv)
(V)
(vi)

Interpersonal skills

Good analytical skills

Integrity and professionalism
Creativity and innovation
Result-driven

Food and beverage management skills
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(a)

(b)

b. HOSPITALITY OFFICER 1, CIVIL SERVICE GRADE 10

Job Description

An officer at this level may be deployed in any of the following three (3)
areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities will entail:

(i) collating and analyzing data on the implementation of hospitality policies
and standards;

(ii) ensuring the general welfare of clients;

(iii)  analyzing and evaluating data on customers’ feedback;

(iv)  carrying out the provision of catering, accommodation and conferencing
services;

(v) ensure quality service standards to guests and participants;

(vi)  providing catering, accommodation and conferencing services; and

(vii) maintaining service standards to guests and participants.

Job Specifications
For appointment to this grade, an officer must have:

(i) Served in the grade of Hospitality Officer 1l for a minimum period of one (1)
year;

(ii) Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management; Hotel and Catering Management, Hospitality and Institutional
Management, Catering and Hotel Management, Food and Beverage
Production and Service; Food and Beverage Management; Institutional and
Catering Management, Institutional Catering and Accommodation, Hotel
and Restaurant Management, Hospitality Management or equivalent
qualifications from a recognized institution;

(iii)  Valid Certificate of Health for food handlers;

126



(c)

(a)

(iv)  Certificate in Computer Application Skills from a recognized institution;
(v)  Met the requirements of Chapter Six of the Constitution; and

(vi)  Shown merit and ability as reflected in work performance and results.
Key Competencies and skills

(i) Interpersonal skills

(i)  Good analytical skills

(iii)  Integrity and professionalism

(iv)  Creativity and innovation

(v)  Result-driven

(vi) Food and beverage management skills

SENIOR HOSPITALITY OFFICER, CIVIL SERVICE GRADE 9

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President

(ii) Government Training Institutions;
(iii)  Children’s homes

Duties and responsibilities at this level will entail:

(i) monitoring compliance with hospitality policies, standards, regulations and
statutory requirements;

(ii) providing catering, accommodation and conferencing services;

(iii) directing the daily operations of the hospitality services;

(iv) ensuring the general welfare of clients;

(v) facilitating work flow in the hospitality service areas;

(vi) reviewing customer feedback and taking appropriate action;

(vii)  managing hospitality services as distinguished clientele and patronage; and

(viii)  maintaining service standards to guests and participants.
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(b)

(9]

(a)

Job Specifications

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

(i)
(i)

(iii)
(iv)

v)
(vi)
(vii)

A minimum of four (4) years relevant work experience in the public service;

Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management; Hotel and Catering Management, Hospitality and
Institutional Management, Catering and Hotel Management, Food and
Beverage Production and Service; Food and Beverage Management,
Institutional and Catering Management, Institutional Catering and
Accommodation, Hotel and Restaurant Management, Hospitality
Management or equivalent qualifications from a recognized institution;
Valid Certificate of Health for food handlers;

Supervisory course lasting not less than two (2) weeks;

Certificate in Computer Application Skills from a recognized institution;
Met the requirements of Chapter Six of the Constitution; and

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

Key Competencies and skills

0)

(iD)
(i)
(iv)
v)
(vi)

Interpersonal skills

Good analytical skills

Integrity and professionalism
Creativity and innovation
Result-driven

Food and beverage management skills

. PRINCIPAL HOSPITALITY OFFICER, CIVIL SERVICE GRADE 8

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

()

Executive Office of the President
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(b)

(ii)
(iii)

Government Training Institutions;
Children’s homes

Duties and responsibilities at this level will entail:

()
(if)
(iii)
(iv)
v)
(vi)
(vii)

(viii)
(ix)

ensuring compliance with hospitality policies, standards, regularization and
statutory requirements;

planning and organizing provision of quality catering, housekeeping,
accommodation and conferencing services;

implementing hospitality service standards;

managing catering and housekeeping resources;

maintaining a record of all hospitality equipment, machine, tools and
materials; monitoring customer satisfaction;

preparing and administering duty rooster, ensuring the general welfare of
clients;

overseeing hospitality services as distinguished by clientele and patronage;
organizing fire and evacuation drills; and

supervising staff.

Job Specifications

For appointment to this grade, an officer must have:

(i)
(D)

(iii)

(iv)

A minimum of six (6) years relevant work experience in the public service;

Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management; Hotel and Catering Management, Hospitality and Institutional
Management, Catering and Hotel Management; Food and Beverage
Production and Service; Food and Beverage Management; Institutional and
Catering Management, Institutional Catering and Accommodation, Hotel
and Restaurant Management, Hospitality Management or equivalent
qualifications from a recognized institution;

Professional qualification and membership to a relevant professional body
where applicable and in good standing;

Certificate in Senior Managing Course lasting not less than four (4) weeks
from a recognized institution;
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(c)

(a)

(v)  Valid Certificate of Health for food handlers;

(vi)  Certificate in Computer Application Skills from a recognized institution;
(vii)  Met the requirements of Chapter Six of the Constitution; and

(viii) Demonstrated merit and ability as reflected in work performance and results.
Key Competencies and skills

(i) Interpersonal skills

(i)  Good analytical skills

(iii)  Integrity and professionalism

(iv)  Creativity and innovation

(v)  Result-driven

(vi) Food and beverage management skills

ASSISTANT DIRECTOR, HOSPITALITY SERVICES, CIVIL SERVICE GRADE 7

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President;

(ii)  Ministry/State Department Headquarters
(i) Government Training Institutions;

The duties and responsibilities at this level will entail: -

(i) developing hospitality policies and standards;

(i)  coordinating implementation of hospitality service standards;

(iii)  ensuring compliance with hospitality policies, standards, regulations and
statutory requirements;

(iv) managing provision of quality catering, housekeeping, accommodation and
conferencing services and resources;

(v)  maintaining a record of all hospitality equipment, machine, tools and
materials;

(vi)  monitoring customer satisfaction;

(vii)  preparing and administering duty roster;

(viii) overseeing hospitality services as distinguished by clientele and patronage;

(ix)  ensuring fire and evacuation drills are carried out;
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(b)

(c)

(x)
(i)

ensuring service standards to guest and participants are maintained; and
supervising staff.

Job Specifications

For appointment to this grade, an officer must have:

(i)
(i)

(iii)

(iv)

v)

(vi)
(vii)
(viii)
(ix)
(x)

A minimum of eight (8) years relevant work experience in the public service;

Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management; Hotel and Catering Management, Hospitality and
Institutional Management, Catering and Hotel Management; Food and
Beverage Production and Service, Food and Beverage Management;
Institutional and Catering Management, Institutional Catering and
Accommodation, Hotel and Restaurant Management and Hospitality
Management or equivalent qualifications from a recognized institution;

Master’s Degree in any of the following disciplines: Hotel and Catering
Management, Hotel and Hospitality Management, Hospitality and Tourism

Management or its equivalent qualifications from a recognized institution;

Professional qualification and membership to a relevant professional body
where applicable and in good standing;

Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

Valid Certificate of Health for food handlers;

Certificate in Computer Application Skills from a recognized institution;
Met the requirements of Chapter Six of the Constitution;

Demonstrated professional competence, integrity and managerial capability

as reflected in work performance and results; and
Strategic Leadership Development Programme.

Key Competencies and skills

0]

Interpersonal skills
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(a)

(b)

(i)  Good analytical skills

(iii)  Integrity and professionalism

(iv)  Creativity and innovation

(v)  Result-driven

(vi) Food and beverage management skills

f. DEPUTY DIRECTOR, HOSPITALITY SERVICES, CIVIL SERVICE GRADE 6

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -
(i) Executive Office of the President;

(ii)  Ministry/State Department Headquarters
(ili)  Government Training Institutions;

Duties and responsibilities at this level will entail:

(i) overseeing the formulation, monitoring, review and the implementation of
hospitality services policies and standards;

(ii) planning and ensuring timely provision of catering and housekeeping
resources;

(iii) overseeing provision of catering, accommodation and conferencing
services;

(iv) facilitating provision and maintenance of hospitality equipment, machine,
tools and materials;

(v) overseeing the development of hospitality service plans;

(vi) managing the development and implementation of hospitality standard
operating procedures;

(vii)  ensuring compliance to health, safety and environmental regulations;

(viii)  ensuring maintenance of quality in all hospitality services; and

(ix) managing and developing staff.

Job Specifications
For appointment to this grade, an officer must have:

(i) A minimum of twelve (12) years relevant work experience three (3) of
which must have been in Senior management level in the public service;
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(c)

(i)

(iii)

(iv)

(v)

(vi)

(vii)
(viii)
(ix)
(x)

Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management; Hotel and Catering Management, Hospitality and
Institutional Management, Catering and Hotel Management; Food and
Beverage Production and Service; Food and Beverage Management;
Institutional and  Catering Management, Institutional Catering and
Accommodation, Hotel and Restaurant Management and Hospitality
Management or equivalent qualifications from a recognized institution;

Master’s Degree in any of the following disciplines: Hotel and Catering
Management, Hotel and Hospitality Management, Hospitality and Tourism

Management or its equivalent qualifications from a recognized institution;

Professional qualification and membership to a relevant professional body
where applicable and in good standing;

Certificate in Strategic Leadership Development Programme lasting not less
six (6) weeks from a recognized institution;

Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

Valid Certificate of Health for food handlers;
Certificate in Computer Application Skills from a recognized institution;
Met the requirements of Chapter Six of the Constitution; and

Demonstrated professional competence, integrity and managerial capability
as reflected in work performance and results.

Key Competencies and skills

(i)

(iD)
(iii)
(iv)
v)
(vi)

Interpersonal skills

Good analytical skills

Integrity and professionalism
Creativity and innovation
Result-driven

Food and beverage management skills
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(d)

()

g. DIRECTOR, HOSPITALITY SERVICES, CIVIL SERVICE GRADE 5

Job Description

An officer at this level may be deployed in any of the following three (3) areas: -

(iv)
(v)
(vi)

Executive Office of the President;
Ministry/State Department Headquarters

Government Training Institutions;

This is the highest level in this cadre. Duties and responsibilities at this level will

entail:

(x)
(xi)
(xii)
(xiii)

(xiv)

(xv)
(xvi)
(xvii)
(xviii)

overseeing the formulation, monitoring, review and the implementation of
hospitality services policies and standards;

planning and ensuring timely provision of catering and housekeeping
resources;

overseeing provision of catering, accommodation and conferencing
services;

facilitating provision and maintenance of hospitality equipment, machine,
tools and materials;

overseeing the development of hospitality service plans;

managing the development and implementation of hospitality standard
operating procedures;

ensuring compliance to health, safety and environmental regulations;
ensuring maintenance of quality in all hospitality services; and

managing and developing staff.

Job Specifications

For appointment to this grade, an officer must have:

(xi)

(xii)

A minimum of fifteen (15) years relevant work experience three (3) of which
must have been in Senior management level in the public service;

Bachelor’s degree in any of the following disciplines: Hotel and Hospitality
Management; Hotel and Catering Management, Hospitality and
Institutional Management, Catering and Hotel Management; Food and
Beverage Production and Service; Food and Beverage Management;
Institutional and  Catering Management, Institutional Catering and
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(f)

(xiii)

(xiv)

(xv)

(xvi)

(xvii)
(xviii)
(xix)

(xx)

Accommodation, Hotel and Restaurant Management and Hospitality
Management or equivalent qualifications from a recognized institution;

Master’s Degree in any of the following disciplines: Hotel and Catering
Management, Hotel and Hospitality Management, Hospitality and Tourism

Management or its equivalent qualifications from a recognized institution;

Professional qualification and membership to a relevant professional body
where applicable and in good standing;

Certificate in Strategic Leadership Development Programme lasting not less
six (6) weeks from a recognized institution;

Certificate in Senior Management Course lasting not less than four (4) weeks
from a recognized institution;

Valid Certificate of Health for food handlers;
Certificate in Computer Application Skills from a recognized institution;
Met the requirements of Chapter Six of the Constitution; and

Demonstrated professional competence, integrity and managerial capability
as reflected in work performance and results.

Key Competencies and skills

(vii)
(viii)
(ix)
(x)
(xi)
(xii)

Interpersonal skills

Good analytical skills

Integrity and professionalism
Creativity and innovation
Result-driven

Food and beverage management skills
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2.5CAREER GUIDELINE FOR CLERICAL OFFICERS

1.

Job Purpose

This cadre is responsible for providing clerical services to enhance efficient and

effective execution of functions in areas of deployment including human capital

management and development, supply chain management, finance and accounts,
administration among others in the Civil Service.

Function

The Clerical Function involves:

(i)
(ii)
(iii)

(iv)
(v)
(vi)
(vii)
(viii)

(ix)

(x)

(xi)
(xii)

(xiii)

collect and compile data and information in area of deployment;

update and maintain records and documents;

provide support in processing documents for appointments, promotions,
pension claims, discipline and any other issue pertaining to human capital
management;

draft payment vouchers, invoices and schedules;

maintain efficient filing system;

draft basic letters, memos and reports;

compile and maintain information on office supplies and inventories;
support documentation, filing, record keeping in areas of deployment;
receive, sort, document, dispatch mail/correspondence and maintain
register;

assist in processing of documents for issuance of licences or certificates under
relevant Acts;

support in preparation of daily transport schedules and logistics;

provide support in office layout, arrangement, accommodation and routine
administrative duties;

Ensure proper documentation for audit and accountability purposes.

. GRADING STRUCTURE AND SCOPE

The Career Guideline establishes five (5) grades of Clerical Officers who will be
designated and graded as follows: -

Civil Service Grade
Designation (CSG)
Clerical Officer Il 14
Clerical Officer | 13
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Senior Clerical Officer 12
Chief Clerical Officer 11
Principal Clerical Officer 10
Senior Principal Clerical Officer 9

CONVERSION TO THE NEW GRADING STRUCTURE

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

Current Designation CSG | New Designation CsG
Clerical Officer Il 14 - -
Clerical Officer | 13 Clerical Officer 13
Senior Clerical Officer 12 Senior Clerical Officer 12
Chief Clerical Officer 11 Chief Clerical Officer 11
Principal Clerical Officer 10 Principal Clerical Officer Il 10

- - Senior Principal Clerical Officer 9

Note:

(i) The grades of Clerical Officer 11/, CSG 13/12 will form a common establishment
for the purpose of this Career Guideline.

(i) On implementation of the Career Guidelines serving officers in the grade of CSG
14 will advance to the position of Clerical Officer, CSG 13.

Justification for elongating the grade to SCG 9

At this level the Clerical Officer has gained a lot of experience and competency in the
area of deployment and can undertake some technical functions. There is also scope
and complexity or work with their roles transcending simple routine activities to
technical activities. The officers at this level have also acquired a lot of institutional
memory and become critical in inducting new officers to their new roles. With
digitization of government processes officers at this level are supposed to acquire digital
skills to enable them effectively handle complex data and prepare reports for decision
making.
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a. PROVISION OF POSTS

The Career Guideline does not constitute authority for creation of post(s). Any
additional post(s) required under the new grading structure must be included in the
Ministry’s establishment proposal for consideration and approval by the Principal
Secretary, Ministry responsible for Public Service.

b. ENTRY INTO THE CAREER GUIDELINES

Direct appointment will be made in the grade of Clerical Officer, CSG 13.

c. ADVANCEMENT WITHIN THE GUIDELINES

The Career Guidelines set out the minimum qualifications and/or experience
required for advancement from one grade to another. It is emphasized, however,
that these are the minimum requirements that entitle officers to be considered for
appointment to the next grades. In addition, advancement from one grade to
another will depend on: -

(i) existence of a vacancy in the authorized establishment;
(ii) merit and ability as reflected in work performance and results; and
(ii) approval of the Public Service Commission.

d. RECOGNIZED QUALIFICATIONS

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

(i) Kenya Certificate of Secondary Education mean grade C- (minus) or its
approved equivalent.

(ii) Certificate in Proficiency Examination for Clerical Officers in the relevant
option.

(i) A Certificate in any of the following disciplines: Human Resource
Management, Business Administration, Kenya Accounts Technician
Certificate (KATC), Information Communication Technology (ICT), or any
other approved equivalent qualification from a recognized institution.

(iv) Any other qualification as may be approved by the Public Service
Commission.
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e. IMPLEMENTATION OF THE CAREER GUIDELINE

The Career Guidelines will become operational with effect from the date of approval
by the Public Service Commission. On implementation, all serving officers will
automatically become members of the Guidelines.

f. DEPLOYMENT

An officer may be deployed in Ministries/State Departments in any of the following areas:

(1)

(i)
(iii)
(iv)
(v)

Human Capital Management;
Accounts;

Supply Chain Management;
ICT;

Records Management.

JOB AND APPOINTMENT SPECIFICATIONS

(a)

(b)

CLERICAL OFFICER, CSG 13

Job Description

This is the entry and training grade for this Cadre. An officer at this level will work
under the supervision of a senior officer.

Duties and responsibilities at this level will entail:

()
(i)
(iii)

(iv)
(v)
(vi)
(vii)
(viii)

collecting statistical records;

filing receipts;

providing support in processing of documents related to provision of the
various public services in areas of deployment;

receiving, filing and dispatching correspondence;

preparing initial documents for issuance of stores;

photocopying and scanning documents;

indexing of documents and records; and

checking general office cleaning.

Job Specifications

For appointment to this grade, a candidate must have:

139



1.

(a)

(b)

(1)

(i)

Kenya Certificate of Secondary Education (KCSE) Mean Grade C- (Minus) or
its equivalent qualification from a recognized institution.
Proficiency in computer applications.

SENIOR CLERICAL OFFICER, CSG 12

Job Description

Duties and responsibilities at this level will entail:

()
(i)

(iii)
(iv)
(v)

(vi)
(vii)

collecting statistical records;

providing support in processing of documents related to provision of the
various public services in areas of deployment;

filing receipts;

receiving, sorting out, filing and dispatching correspondence;

preparing initial documents for issuance of stores;

checking general office cleaning; and

keeping safe custody of equipment, documents and records.

Job Specifications

For appointment to this grade, an officer must have:

()

(i)

(iii)

(iv)

(v)

Served for a period of three (3) years at the grade of Clerical Officer C5G,13
Kenya Certificate of Secondary Education (KCSE) Mean Grade C- (Minus) or
its equivalent qualification from a recognized institution;

Certificate in Proficiency Examination for Clerical Officers in the relevant
option;

Certificate in computer application skills; and

Shown merit and ability as reflected in work performance and results.
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1.

(a)

(b)

CHIEF CLERICAL OFFICER, CSG 11

Job Description

Duties and responsibilities at this level will entail: -

()
(i)

(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)

compiling statistical records;

providing support in processing of documents related to provision of the
various public services in areas of deployment;

filing receipts;

receiving, sorting out, filing and dispatching correspondence;
preparing initial documents for issuance of stores;

checking general office cleaning;

verifying pension claims;

maintaining and updating files;

controlling movements of records and files; and

Managing registers.

Job Specifications

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

()

(i)

(iii)

(iv)

(v)

(vi)

Served for cumulative period of six (6) years in the Public Service, three (3)
of which should have been at the level of Senior Clerical Officer;

Kenya Certificate of Secondary Education (KCSE) Mean Grade C- (Minus)
or its approved equivalent from a recognized institution;

Certificate in Proficiency Examination for Clerical Officers in the relevant
option;

Diploma in any of the following disciplines: Human Resource Management
(HRM), Business Administration, ICT, Kenya Accounts Technician Certificate
(KATC), Supply Chain Management, Records Management or its equivalent
qualification from a recognized institution;

Certificate in computer application skills; and

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

141



IV.  PRINCIPAL CLERICAL OFFICER, CSG 10

(a) Job Description

Duties and responsibilities at this level will entail:

(i) compiling statistical records;
(ii) providing support in processing of documents related to provision of the
various public services in areas of deployment;
(iii)  filing receipts;
(iv)  receiving, sorting out, filing and dispatching correspondence;
(v) preparing initial documents for issuance of stores;
(vi)  checking general office cleaning;
(vii) maintaining an efficient filing system and safe keeping of invoices;
(viii) managing registers;
(ix)  controlling movement of records and files;
(x)  drafting correspondences; and
(xi)  ensuring safe custody of equipment, documents and records.
(b) Job Specifications

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

(i)

(i)

(iii)

(iv)

(v)

Served for cumulative period of nine (9) years, three (3) of which should
have been at the level of Chief Clerical Officer;

Kenya Certificate of Secondary Education (KCSE) Mean Grade C- (Minus) or
its approved equivalent from a recognized institution;

Certificate in Proficiency Examination for Clerical Officers in the relevant
option;

Diploma in any of the following disciplines: Human Resource Management
(HRM), Business Administration, ICT, Kenya Accounts Technician Certificate
(KATC), Supply Chain Management, Records Management or its equivalent
qualification from a recognized institution;

Certificate in Supervisory Skills Course lasting not less than two (2) weeks
from a recognized institution;
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(vi)  Certificate in computer application skills; and

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

V. SENIOR PRINCIPAL CLERICAL OFFICER, CSG 9

(a) Job Description

Duties and responsibilities at this level will entail:

(i) verifying compiled statistical records for accuracy;

(ii) providing support in processing of documents related to provision of the
various public services in areas of deployment;

(ili)  ensuring maintenance of efficient filing system:;

(iv)  safe custody of invoices, receipts, vouchers and related records;

(v)  computing financial or statistical records based on routine or special sources
of information;

(vi)  drafting complex routine correspondences;

(vii)  inducting new clerical personnel; and

(viii) Mentoring and guiding other clerical officers.

(b) Job Specifications
For appointment to this grade, an officer must have: -
(i) Served for cumulative period of twelve (12) years in the Public Service
three (3) of which should have been at the level of Principal Clerical

Officer.

(ii) Kenya Certificate of Secondary Education (KCSE) Mean Grade C- (Minus) or
its approved equivalent from a recognized institution;

(iii)  Certificate in Proficiency Examination for Clerical Officers in the relevant
option;

(iv) Diploma in any of the following disciplines: Human Resource Management
(HRM), Business Administration, ICT, Kenya Accounts Technician Certificate
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(v)

(vi)

(vii)

(KATC), Supply Chain Management, Records Management or its equivalent
qualification from a recognized institution;

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

Certificate in computer application skills; and

Shown merit and ability as reflected in work performance and results.
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2.6 CAREER GUIDELINES FOR DRIVERS

1.

Job Purpose

This cadre is responsible for providing safe, efficient and accountable transport
services in support of organizational operations through effective utilization and

management of vehicles and transport resources.

. Function

The cadre is responsible for the following functions:

(1)

(i)

(iii)

(iv)

(v)
(vi)

(vii)

provide transport services in line with government policies, regulations,
procedures and guidelines;

ensure maintenance, cleanliness and operational readiness of government
vehicles;

maintain vehicle’s accurate records including work ticket, fuel usage and
maintenance history;

detect and report vehicle malfunctioning and defects promptly and support
timely repairs;

carry out vehicle routine checks and basic repairs;

ensure safety and security of assighed government vehicle, authorized
passengers, tools, equipment and goods; and

report any incidents or accidents pertaining to the assigned vehicle in line with
Government regulations, policies, procedures and guidelines.

Grading Structure and Scope

This Career Guidelines establishes six (6) grades for Drivers who will be designated
and graded as follows: -

Civil Service Grade
Designation (CSG)
Driver Il 15
Driver | 14
Senior Driver 13
Chief Driver 12
Principal Driver Il 11
Principal Driver | 10

145



Conversion Table

Note:

The grades of Driver ll/l/Senior/Chief CSG 15/14/13/12 will form a common
establishment for the purpose of this Career Guideline.

Entry into the Career Guidelines

Direct appointment will be made in the grade of Driver Il, CSG 15

Recognized Qualifications

The following are the recognized qualifications for the purpose of this Career

Guideline: -

(i) Kenya Certificate of Secondary Education (KCSE) D (plain) mean grade or its
equivalent qualification.

(ii) A valid driving license free from any current endorsement.

(iii)  Suitability Test for Drivers Grade Il conducted by the Directorate of Roads
and Public Works.

(iv)  Occupational Trade Test llI/11/1 for Drivers conducted by the Directorate of
Roads and Public Works.

(v) Defensive Driving Certificate from the Kenya Institute of Highways and
Building Technology (KIHBT)/Automobile Association (AA) of Kenya or its
equivalent qualification from a recognized Institution.

(vi)  First-Aid Certificate Course lasting not less than one (1) week from St. John
Ambulance or Kenya Institute of Highways and Building Technology
(KIHBT) or any other recognized Institution.

(vii) Refresher Course for drivers lasting not less than one (1) week within every

three (3) years at Kenya Institute of Highways Building Technology (KIHBT)
or any other recognized Institution.

(viii) Certificate in Mechanics Grade lll.
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(ix)  Occupational Trade Test in Motor Vehicle Mechanic Grade Il issued by
KIHBT.

(x) A valid Clearance Certificate from the Kenya Police.
(xi)  Certificate in Computer application skills.

(xii) Any other qualification as may be approved by the Public Service
Commission.

JOB AND APPOINTMENT SPECIFICATIONS

(a)

DRIVER 11, CSG 15

Job Descriptions
An officer at this level may be deployed in any of the following three (3) areas: -
(iv) Ministry/Department Headquarters;
(v)  Agencies
(vi) SAGAs
(vii) Region/Counties/Sub Counties/Division (National Government field offices)

This will be 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: -

(i) driving a motor vehicle as authorized;

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

(ili)  detecting and reporting malfunctioning of vehicle system:s;

(iv)  maintenance of work tickets for vehicles assigned;

(v) ensuring security and safety for the vehicle on and off the road;

(vi)  safety of the passengers and/or goods therein;

(vii) maintaining cleanliness of the vehicle.

(viii) reporting accidents promptly and following up on police abstracts; and

(ix)  inspecting vehicles and keeping up-to-date insurance documents.
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(b)

1.

(a)

Job Specifications

For appointment to this grade, a candidate must have:

(1)

(i)

(iii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

At least two (2) years driving experience;

Kenya Certificate of Secondary Education (KCSE) ‘D’(plain) mean grade or
its equivalent qualification from a recognized institution;

A valid driving license free from any current endorsement (s);
Basic knowledge in mechanics;

Suitability Test for Drivers Grade lll conducted by the Directorate of Roads
and Public Works;

A valid certificate in First-Aid lasting not less than one (1) week from St. John
Ambulance or Kenya Institute of Highways and Building Technology
(KIHBT) or any other recognized Institution;

A valid Clearance Certificate from the Kenya Police;

Certificate in Computer application skills; and

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

DRIVER 1, CSG 14

Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i)

(ii)
(iii)
(iv)

Ministry/Department Headquarters;

Agencies

SAGAs

Region/Counties/Sub Counties/Division (National Government field offices)

Duties and responsibilities at this level will entail -

(i)
(i)

driving a motor vehicle as authorized;
carrying out routine checks on the vehicle's cooling, oil, electrical and brake
systems, tyre pressure, etc.;
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(b)

(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)

detecting and reporting malfunctioning of vehicle systems;
maintenance of work tickets for vehicles assigned;

ensuring security and safety for the vehicle on and off the road;
ensuring security and safety of the passengers and/or goods therein;
maintaining cleanliness of the vehicle;

inspecting vehicles and keeping up-to-date insurance documents;
maintaining an inventory of vehicles; and

preparing driving and transport reports.

Job Specifications

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

(i)

(i)

(iii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

Served in the grade of Driver Il for a minimum period of three (3) years or a
cumulative service period of five (5) years in a comparable and relevant
position in the Public Service;

Kenya Certificate of Secondary Education (KCSE) ‘D’ (plain) mean grade or its
equivalent;

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

Passed Occupational Trade Test for Driver Grade ll;

Customer Care/Public Relations Certificate lasting not less than one (1) month
from a recognized institution;

Defensive Driving Certificate from Automobile Association (AA) of Kenya or
its equivalent from a recognized institution;

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

Attended a refresher course for Drivers lasting not less than one (1) week
within every three (3) years at Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

A valid Clearance Certificate from the Kenya Police;
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1.

(a)

(b)

(x)  Certificate in computer application skills; and
(xi) Shown merit and ability as reflected in work performance and result.
SENIOR DRIVER, CSG 13

Job Description
An officer at this level may be deployed in any of the following three (3) areas: -
(i)  Ministry/Department Headquarters;
(ii)  Agencies
(iii) SAGAs
(iv) Region/Counties/Sub Counties/Division (National Government field offices)

Duties and responsibilities at this level entails:

(i) driving a motor vehicle as authorized;

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

(iii) detecting and reporting malfunctioning of vehicle systems;

(iv) maintenance of work tickets for vehicles assigned;

(v) ensuring security and safety for the vehicle on and off the road;

(vi) safety of the passengers and/or goods therein;

(vii) maintaining cleanliness of the vehicle; and

(viii) carry out basic motor vehicle maintenance services.

(ix) reporting accidents promptly and following up on police abstracts;

(x) inspecting vehicles and keeping up-to-date insurance documents;

(xi) maintaining an inventory of vehicles;

(xii) coaching and mentoring other drivers; and

(xiii) preparing driving and transport reports.

Job Specifications
For appointment to this grade an officer must have: -
(i) Served in the grade of Driver | for a minimum period of three (3) years or a

cumulative service period of eight (8) years in a comparable and relevant
position in the Public Service;
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V.

(a)

(i)

(ii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)

(x)

(xi)

Kenya Certificate of Secondary Education (KCSE) ‘D’(plain) mean grade or
its equivalent;

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

Attended a refresher course for Drivers lasting not less than one (1) week
within every three (3) years at Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

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

Defensive Driving Certificate from Automobile Association (AA) of Kenya or
its equivalent qualification from a recognized institution;

Passed Occupational Trade Test for Driver Grade ll;

Trade Test Certificate in Motor Vehicle Mechanic Grade llI;
A valid Clearance Certificate from the Kenya Police;
Certificate in Computer application skills; and

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

CHIEF DRIVER, CSG 12

Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i)

(ii)
(iii)
(iv)

Ministry/Department Headquarters;

Agencies

SAGAs

Region/Counties/Sub Counties/Division (National Government field offices)

Duties and responsibilities at this level will entail:

()

driving a motor vehicle as authorized;
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(b)

(i)

(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)

(xiii)

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

detecting and reporting malfunctioning of vehicle systems;
maintenance of work tickets for vehicles assigned;

ensuring security and safety for the vehicle on and off the road;
safety of the passengers and/or goods therein;

maintaining cleanliness of the vehicle; and

carry out basic motor vehicle maintenance services.

reporting accidents promptly and following up on police abstracts;
inspecting vehicles and keeping up-to-date insurance documents;
maintaining an inventory of vehicles;

coaching and mentoring other drivers; and

preparing driving and transport reports.

Job Specifications

For appointment to this grade an officer must have: -

()

(i)

(iii)

(iv)

(v)

(vi)

(vii)

Served in the grade of Senior Driver for a minimum period of three (3) years
or a cumulative service period of eleven (11) years in a comparable and
relevant position in the Public Service;

Kenya Certificate of Secondary Education (KCSE) ‘D’(plain) mean grade or
its equivalent;

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

Attended a refresher course for Drivers lasting not less than one (1) week
within every three (3) years at Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;
Attended a refresher course in First-Aid Certificate lasting not less than one
(1) week at St. John Ambulance or Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

A valid Clearance Certificate from the Kenya Police;

Certificate in Computer application skills; and
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V.

(a)

(b)

(viii) Demonstrated outstanding professional competence and integrity in
work performance and results.

PRINCIPAL DRIVER, CSG 11

Job Description
An officer at this level may be deployed in any of the following three (3) areas: -
(i)  Ministry/Department Headquarters;
(ii)  Agencies
(iii) SAGAs
(iv) Region/Counties/Sub Counties/Division (National Government field offices)

Duties and responsibilities at this level will entail:

(i) driving a motor vehicle as authorized;

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

(iii)  detecting and reporting malfunctioning of vehicle systems;

(iv)  maintenance of work tickets for vehicles assigned;

(v) ensuring security and safety for the vehicle on and off the road;

(vi)  safety of the passengers and/or goods therein;

(vii) maintaining cleanliness of the vehicle; and

(viii) carry out basic motor vehicle maintenance services.

(ix)  reporting accidents promptly and following up on police abstracts;

(x) inspecting vehicles and keeping up-to-date insurance documents;

(xi)  maintaining an inventory of vehicles;

(xii)  coaching and mentoring other drivers;

(xiii) inducting new Drivers and also supervise drivers under him/her; and

(xiv) preparing driving and transport reports.

Job Specifications
For appointment to this grade an officer must have: -
(i) Served in the grade of Chief Driver for a minimum period of three (3) years

or a cumulative service period of fifteen (15) years in a comparable and
relevant position in the Public Service;
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VL.

(a)

(i)

(iii)

(iv)

(v)

(vi)

Kenya Certificate of Secondary Education (KCSE) ‘D’ (Plain) mean grade or its
equivalent;

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

Attended a refresher course for Drivers lasting not less than one (1) week
within every three (3) years at Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

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

A valid Clearance Certificate from the Kenya Police;

(vii) Proficiency in computer application; and

(viii) Demonstrated outstanding professional competence and integrity in work

performance and results.

PRINCIPAL DRIVER, CSG 10

Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i)

(ii)
(iii)
(iv)

Ministry/Department Headquarters;

Agencies

SAGAs

Region/Counties/Sub Counties (National Government field offices)

Duties and responsibilities at this level will entail:

(i) driving a motor vehicle as authorized;

(i)

(iii)
(iv)
(v)
(vi)

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

detecting and reporting malfunctioning of vehicle systems;

maintenance of work tickets for vehicles assigned;

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

safety of the passengers and/or goods therein;
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(vii) maintaining cleanliness of the vehicle; and

(viii) carry out basic motor vehicle maintenance services.

(ix) reporting accidents promptly and following up on police abstracts;
(x) inspecting vehicles and keeping up-to-date insurance documents;

(xi)  maintaining an inventory of vehicles;

(xii) coaching and mentoring other drivers;

(xiii) inducting new Drivers and also supervise drivers under him/her; and
(xiv) preparing driving and transport reports.

(b) Job Specifications
For appointment to this grade an officer must have: -
(i) Served in the grade of Chief Driver for a minimum period of three (3) years
or a cumulative service period of fifteen (15) years in a comparable and

relevant position in the Public Service;

(i)  Kenya Certificate of Secondary Education (KCSE) ‘D’ (Plain) mean grade or its
equivalent;

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

(iv) Attended a refresher course for Drivers lasting not less than one (1) week
within every three (3) years at Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

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

(vi) A valid Clearance Certificate from the Kenya Police;

(vii) Supervisory course lasting not less than two (2) weeks;

(viii) Proficiency in computer application; and
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VIL.

(a)

(b)

(ix)

Demonstrated outstanding professional competence and integrity in work
performance and results.

PRINCIPAL DRIVER, CSG 9

Job Description
An officer at this level may be deployed in any of the following three (3) areas: -

(i)

(if)
(iii)
(iv)

Ministry/Department Headquarters;

Agencies

SAGAs

Region/Counties/Sub Counties/Division (National Government field offices)

Duties and responsibilities at this level will entail:

(i)
(i)

(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)
(xiii)

(xiv)

driving a motor vehicle as authorized;

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

detecting and reporting malfunctioning of vehicle systems;
maintenance of work tickets for vehicles assigned;

ensuring security and safety for the vehicle on and off the road;
safety of the passengers and/or goods therein;

maintaining cleanliness of the vehicle; and

carry out basic motor vehicle maintenance services.

reporting accidents promptly and following up on police abstracts;
inspecting vehicles and keeping up-to-date insurance documents;
maintaining an inventory of vehicles;

coaching and mentoring other drivers;

inducting new Drivers and also supervise drivers under him/her; and
preparing driving and transport reports.

Job Specifications

For appointment to this grade an officer must have: -

(i)

Served in the grade of Chief Driver for a minimum period of three (3) years
or a cumulative service period of fifteen (15) years in a comparable and
relevant position in the Public Service;
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(i)

(iii)

(iv)

(v)

(vi)
(vii)
(viii)

(ix)

Kenya Certificate of Secondary Education (KCSE) ‘D’ (Plain) mean grade or its
equivalent;

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

Attended a refresher course for Drivers lasting not less than one (1) week
within every three (3) years at Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

Attended a refresher course in First-Aid Certificate lasting not less than one (1)

week at St. John Ambulance or Kenya Institute of Highway and Building
Technology (KIHBT) or any other recognized Institution;

Supervisory course lasting not less than two (2) weeks;
A valid Clearance Certificate from the Kenya Police;
Proficiency in computer application; and

Demonstrated outstanding professional competence and integrity in work
performance and results.
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2.7CAREER GUIDELINE FOR OFFICE ASSISTANTS

1.

1.

Job Purpose

This cadre is responsible for providing basic administrative, logistical and general

office support services to ensure clean, orderly and efficient working environment
that facilitates effective service delivery.

Function

The Office Assistant function is to:

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)

provide general messengerial duties;

maintain general office cleanliness and work environment;

sort, record and deliver mail, correspondence, documents and files;
prepare and serve refreshments.in the office and during meetings;
provide support in preparation and arrangement of meeting venues;
provide general office operational support services;

provide support in requisition of supplies;

(viii) maintain safe custody of working tools and equipment;

(ix)
(x)
(xi)

(xii)

observe safety practices in opening and closing of office premises

identify, report and prevent operational risks in office premises;

apply best practices and emerging technologies in the provision of office
support services; and

provide support in office layout, arrangement, accommodation and routine
administrative duties

Grading Structure and Scope

The Career Guideline establishes six (6) grades of Clerical Officers who will be

designated and graded as follows: -

Civil Service Grade
Designation (CSG)
Office Assistant IV 17
Office Assistant llI 16
Office Assistant Il 15
Office Assistant | 14
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Senior Office Assistant Il 13

Senior Office Assistant | 12

2. Conversion to the New Grading Structure

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

Current Designation CSG | New Designation CsG

Office Assistant 1V 17 Office Assistant IV

Office Assistant 1l 16 Office Assistant 1ll 15

Office Assistant Il 15 Office Assistant 1l

Office Assistant | 14 Office Assistant | 14

Senior Office Assistant Il 13 Senior Office Assistant Il 13

Senior Office Assistant | 12 Senior Office Assistant | 12

- - Chief Office Assistant 11
Note:

(i) The grades of Office Assistant Il/I, Senior Il/1 CSG 15/14/13/12 will form a
common establishment for the purpose of this Career Guideline.

(ii) On implementation of the Career Guidelines serving officers in the grade of
CSG 16/17 will advance to the position of Office Assistant 1l, CSG 15.

1. Entry into the Career Guideline

Direct appointment will be made in the grade of Office Assistant Il, CSG 15

2. Recognized Qualifications

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

(i) Kenya Certificate of Secondary Education (KSCE) mean grade D (Plain)
or its equivalent qualifications from a recognized institution.
(ii) Certificate of not less than one (1) month in any of the following

disciplines: Communication Skills; Office Etiquette; Housekeeping; Basic
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Computer Applications; Customer Care; Public Relations; First Aid or
equivalent qualification from a recognized institution;

(iii) A professional certificate lasting not less than six (6) months; and

(iv) A professional certificate lasting not less than one (1) year.

3. JOB AND APPOINTMENT SPECIFICATIONS

. OFFICE ASSISTANT Il, CSG 15
(a) Job Description

This is the entry and training grade for this cadre. An officer at this level will work
under the guidance of a senior officer.

An officer may be deployed in any of the following areas:

(i)  Ministries/ State Departments;

(ii) Regional/ County/Sub County (National Government Offices);
(iii) Human Capital Management;

(iv) Accounts;

Duties and responsibilities at this grade will entail: -

(i) undertaking general messengerial duties;

(i)  maintaining office cleanliness;

(iii)  distributing incoming and outgoing mails;

(iv)  recording file movements and documents;

(v)  arranging meeting venues professionally and timely;
(vi) photocopying documents;

(vii)  preparing and serving refreshments; and

(viii) undertaking any other related duties

(@) Job Specifications
For appointment to this grade, an officer must have: -

(i) Kenya Certificate of Secondary Education (KSCE) mean grade D or its
equivalent qualification from a recognized institution;
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(ii)  Proficiency in computer applications.
Il.  OFFICE ASSISTANT I, CSG 14
(a) Job Description
Duties and responsibilities at this level will entail: -

(i) maintaining office cleanliness;

(i)  distributing incoming and outgoing mails;

(iii)  recording file movements and documents;

(iv) photocopying documents;

(v)  receiving and recording messages;

(vi)  undertaking general customer care;

(vii)  preparing and serving refreshments;

(viii) Arranging meeting venues professionally and timely; and
(ix) Keeping inventory of kitchen equipment.

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

(i) Served for cumulative period of three (3) years at the level of Office Assistant
1.

(i) Kenya Certificate of Secondary Education (KSCE) mean grade D (Plain) or its
equivalent qualifications from a recognized institution;

(iii)  Certificate of not less than one (1) month in any of the following disciplines:
-Communication Skills; Office Etiquette; Housekeeping; Basic Computer
Applications; Customer Care; Public Relations; First Aid; and any other

equivalent and relevant qualification from a recognized institution; and

(iv)  Shown merit and ability as reflected in work performance.
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1.

(a)

(b)

SENIOR OFFICE ASSISTANT 1l, CSG 13

Job Description

Duties and responsibilities at this level will entail: -

(i)

(ii)
(iii)

(iv)
(v)
(Vi)
(vii)
(viii)
(i)
(x)

facilitating the formulation, implementation and review of Office Assistants
policies, strategies, procedures, guidelines and standards;

overseeing the overall cleanliness of offices;

overseeing the preparation of documents and the distribution of incoming
and outgoing mails;

coordinating the recording of file movements and documents;

assigning of responsibility for different tasks for office assistants;

overseeing the provision of customer care services;

coordinating the receipt and recording of information for the office;
overseeing the arrangements of meeting venues professionally and timely;
overseeing record keeping and maintenance of kitchen equipment; and
overseeing the requisition of supplies and preparation of refreshments for
staff.

Job Specifications

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

(i)

(iD)

(iii)

(iv)

Served for cumulative period of six (6) years, three (3) of which should
have been at the level of Office Assistant 1I.

Kenya Certificate of Secondary Education (KSCE) mean grade D (Plain) or its
equivalent qualification from a recognized institution;

Certificate of not less than one (1) month in any of the following disciplines:
-Communication Skills; Office Etiquette; Housekeeping; Basic Computer
Applications; Customer Care; Public Relations; First Aid or equivalent

qualification from a recognized institution; and

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

(a)

(b)

SENIOR OFFICE ASSISTANT [, CSG 12

Job Description

Duties and responsibilities at this level will entail: -

(i)

(ii)
(iii)

(iv)
v)

(Vi)
(vii)
(viii)
(i)
(x)

facilitating the formulation, implementation and review of office assistants’
policies, strategies, procedures, guidelines and standards;

Overseeing the overall cleanliness of offices;

overseeing the preparation of documents and the distribution of incoming
and outgoing mails;

coordinating the recording of file movements and documents;

coordination the assigning of responsibility for different tasks for office
assistants;

overseeing the provision of customer care services;

coordinating the receipt and recording of information for the office;
overseeing the arrangements of meeting venues professionally and timely;
overseeing record keeping and maintenance of kitchen equipment; and
overseeing the requisition of supplies and preparation of refreshments for
staff.

Job Specifications

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

(i)

(i)

(iD)

(iii)
(iv)

Served for cumulative period of nine (9) years’, three (3) of which should
have been at the level of Senior Office Assistant Il.

Kenya Certificate of Secondary Education (KSCE) mean grade D (Plain) or its
equivalent qualification from a recognized institution;

Attended courses of not less than or in aggregate of one (1) month in any of
the following disciplines: Communication Skills; Office Etiquette; House
Keeping; Basic Computer Applications; Customer Care; Public Relations;
Skills Improvement; First Aid or any other relevant qualification from a
recognized institution;

A professional certificate lasting not less than six (6) months; and

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

(a)

(b)

CHIEF OFFICE ASSISTANT, CSG 11

Job Description

Duties and responsibilities at this level will entail: -

(i)

(ii)
(iii)

(iv)
v)

(vi)
(vii)
(viii)
(i)
(x)

facilitating the formulation, implementation and review of office assistants’
policies, strategies, procedures, guidelines and standards;

Overseeing the overall cleanliness of offices;

overseeing the preparation of documents and the distribution of incoming
and outgoing mails;

coordinating the recording of file movements and documents;

coordination the assigning of responsibility for different tasks for office
assistants;

overseeing the provision of customer care services;

coordinating the receipt and recording of information for the office;
overseeing the arrangements of meeting venues professionally and timely;
overseeing record keeping and maintenance of kitchen equipment; and
overseeing the requisition of supplies and preparation of refreshments for
staff.

Job Specifications

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

()
(i)

(iii)

(iv)

(v)

Served for cumulative period of twelve (12) years’, three (3) of which
should have been at the level of Senior Office Assistant I.

Kenya Certificate of Secondary Education (KSCE) mean grade D (Plain) or
its equivalent qualification from a recognized institution;

Attended courses of not less than or in aggregate of one (1) month in any
of the following disciplines: Communication Skills; Office Etiquette; House
Keeping; Basic Computer Applications; Customer Care; Public Relations;
Skills Improvement; First Aid or any other relevant qualification from a
recognized institution;

A professional certificate lasting not less than one (1) year; and

Shown merit and ability as reflected in work performance.
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