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Regional Centre on Groundwater

Resources Education, Training & Research
OASIS OF GROUNDWATER KNOWLEDGE

JOB VACANCIES
Regional Centre on Groundwater Education Training and Research (RCGW) is a State
Corporation under the Ministry of Water, Sanitation and Irrigation established under Legal Notice
No. 252 of 2015. The Centre is mandated to conduct research and capacity building on groundwater
resources for management and development.

In line with the need to realize the above mandate the Centre is seeking to recruit suitable and
qualified persons to fill the following positions whose holder will be based at RCGW headquarters.

S/NO: VACANCY JOB JOB NO OF
SCALE REFERENCE POSTS

(a) DIRECTORATE OF RESEARCH MAPPING AND MANAGEMENT OF
GROUNDWATER RESOURCES

1 Assistant Director, Groundwater RCGW 3 RCGW/SR/2022/01 |1
Research and Mapping
2 Research Officers RCGW 6 RCGW/SR/2022/02 |3
(b) DIRECTORATE OF CAPACITY BUILDING AND KNOWLEDGE
MANAGEMENT
3 Assistant Director, Groundwater RCGW 3 RCGW/SR/2022/03 | 1
Training and Capacity Building
4 Senior Information Scientist RCGW 5 RCGW/SR/2022/04 |1
(c) DIRECTORATE OF CONSULTANCY AND PARTNERSHIP
DEVELOPMENT
5 Geologist RCGW 6 | RCGW/SR/2022/05 |5
(d) DIRECTORATE OF CORPORATE SERVICES
6 Principal Finance Officer RCGW 4 RCGW/SR/2022/06 |1
7 Principal Administration Officer RCGW 4 RCGW/SR/2022/07 |1
8 Senior Internal Audit Officer RCGW 5 RCGW/SR/2022/08 |1
9 Information Communication RCGW 6 RCGW/SR/2022/09 |1
Technology Officer
10 Supply Chain Management Officer | RCGW 6 RCGW/SR/2022/10 |1
11 Senior Assistant Office RCGW 7 RCGW/SR/2022/11 | 1
Administrator
12 Senior Driver RCGW 8 RCGW/SR/2022/12 |1
13 Customer Care Assistants RCGW 8 RCGW/SR/2022/13
14 Office Assistants RCGW 10 | RCGW/SR/2022/14 |1
Total 21




(a) DIRECTORATE OF RESEARCH MAPPING AND MANAGEMENT OF

1. ASSISTANT DIRECTOR, GROUNDWATER RESEARCH & MAPPING, RCGW

GROUNDWATER RESOURCES

GRADE 3- RCGW/SR/2022/01(1 POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

The Assistant Director Groundwater Research & Mapping will be responsible to the Deputy
Director in formulation and execution of research policies and objectives i.e. Undertaking
groundwater Research; Initiating and proposing policy formulation and review on Groundwater
Resources; Participating in and making presentations in conferences and technical committees on
research; Liaising with related professional bodies, agencies and departments in executing research
activities; Developing and managing of multidisciplinary research registry and data base on
research projects and programs; Serving and patenting completed research projects; Planning,
conducting and evaluating groundwater research activities; Presenting research findings in National

and international research conferences and symposia.

KEY RESPONSIBILITIES

(a) Job Specifications

An officer at this level will be the head of the respective department.

Duties and responsibilities will entail:

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

Coordinating the operations of the department;

Undertaking research in the area of specialization;

Coordinating various research assignments;

Developing research materials;

Developing research publications;

Facilitating dissemination of research findings;
Appraising/reviewing ongoing research work;

Mentoring and guiding junior Research Officers;

Resource mobilization;

Developing Groundwater Resources project concepts and Proposals
Providing consultancy services on groundwater; and

Supervising, guiding and developing staff working under him/her.

(b) Person Specifications

For appointment to this grade, a candidate must: -

(1)

(i)

Have served in a public institution or any other reputable organization for at
least twelve (12) years relevant work experience at least five (5) of which must
be in a management role

Have a Master’s degree in any of the following disciplines: Hydrogeology,
Hydrology, Geology, Geophysics, Geochemistry, Analytical Chemistry, or its
equivalent qualification from a recognized institution;



(ii1)  Have a Bachelor’s degree in any of the following disciplines: Hydrogeology,
Hydrology, Geology, Geophysics, Geochemistry, Analytical Chemistry, or its
equivalent qualification from a recognized institution;

(iv)  Have attended a senior management course lasting not less than four (4) weeks from
a recognized institution;

(%) Have a good understanding of the mandate of the Centre;

(vi)  Have demonstrated outstanding professional competence as reflected in
work performance and results.

(vil)  Proficiency in computer applications;

(viii) Meet the requirements of Chapter six of the constitution

(¢) Key Competencies and skills

(1) Report writing skills
(i1)) Communication Skills
(iii) Ability to work with minimal supervision

2. RESEARCH OFFICER, RCGW GRADE 6 - RCGW/SR/2022/02(3 POSITIONS)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

This is the entry and training grade for this cadre. An officer at this level will work under a more
senior officer.

KEY RESPONSIBILITIES
(a) Job Specification
Duties and responsibilities will entail assisting in:

(1) Research on groundwater resources;

(i1) Consolidating of literature materials;

(iii)  Collecting of data including collecting field data
(iv)  Analyzing data.

v) Drafting reports and research papers

(b) Person Specification

For appointment to this grade, a candidate must have:

(1) Bachelor’s degree in any of the following disciplines: Hydrogeology, Hydrology,
Geology, Geophysics, Geochemistry Analytical Chemistry, or an equivalent qualification
from a recognized institution; and

(11) Certificate in GIS application will be an added advantage

(ii1) Certificate in computer applications; and
(iv) Meet the requirements of Chapter six of the constitution



(b) DIRECTORATE OF CAPACITY BUILDING AND KNOWLEDGE MANAGEMENT

3. ASSISTANT DIRECTOR, GROUNDWATER TRAINING AND CAPACITY
BUILDING, RCGW GRADE 3- RCGW/SR/2022/03(1POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

An officer at this level will be responsible to the Deputy Director for overall coordination and
management of the training and civic education department. Coordinate training programmes in
groundwater resource management and development.

KEY RESPONSIBILITIES
(a) Job Specifications
An officer at this level will head the respective Department.

Duties and responsibilities at this level will entail:

(1) Coordinating the activities of the Department;

(i1) Developing Groundwater Training and Capacity Building short programmes/training
material;

(ii1))  Developing and coordinating Groundwater Resource Public awareness forums

(iv)  Coordinating specialized trainings in the field of specialization;

V) Developing and managing of multidisciplinary groundwater research registry and data
base on research programs;

(vi)  Planning, conducting and evaluating groundwater capacity building activities;
presenting research findings in National and International research conferences and
symposia

(vil)  Developing progress reports on groundwater assessment;

(viii) Carrying out research in the field and disseminating the information. Results
thereof; and

(ix)  Providing consultancy in groundwater management and capacity building staff.

As the head of a Capacity Building Department, the officer will also be responsible for:

(1) Developing links between development partners and stakeholders in Capacity Building
Programmes

(i1) Ensuring that Capacity Building materials and processes are updated

(ii1))  Reviewing and developing materials for capacity building;

(iv)  Reviewing and developing manuals for training and capacity building;

(v) Developing the Department’s performance target and annual work plans; and

(vi)  Monitoring and evaluation of departmental performance.

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

(1) Have served in a public institution or any other reputable organization for at least



(i)

(iii)

(iv)

)

(vi)
(vii)

twelve (12) years, five (5) of which should be in a management role

Have a Master’s degree in any of the following disciplines: Hydrogeology, Hydrology,
Geology, Geophysics, Geo chemistry or any other relevant and equivalent qualification
from a recognized institution;

Have a Bachelor’s degree in any of the following disciplines: Hydrogeology,
Hydrology, Geology or any other relevant and equivalent qualification from a
recognized institution;

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

Have demonstrated outstanding professional competence as reflected in

work performance and results, and

Proficiency in computer applications;

Meet the requirements of Chapter six of the constitution.

4. SENIOR INFORMATION SCIENTIST, RCGW GRADE 5- RCGW/SR/2022/04 (1
POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

The Senior Information Scientist is responsible for managing the database information resources at

the Centre

KEY RESPONSIBILITIES

a) Job Description

Duties and responsibilities

(1)
(i1)
(iii)

(iv)

Implementing Library work programmes;

Assessing and developing library collection.

Developing outreach programmes as part of the Knowledge Sharing strategy in

the Centre.

Providing professional and technical information on targeted areas of staff based on
wide readership experience.

b) Person Specification

For appointment to this grade, an officer must have;

(1) A minimum of four (4) years relevant work experience in a position in Public Service
or Private Sector;

(i1) Bachelor’s degree in any of the following disciplines: - Library Studies, Information
Science or Information Technology other relevant and equivalent qualification from a

recognized Institution;
(ii1) A certificate in supervisory course from a recognized institution will be an added advantage

(iv)Proficiency in computer applications;
(v) Shown merit and ability as reflected in work performance and results; and
(vi)Meet the requirements of Chapter six of the constitution



(¢) DIRECTORATE OF CONSULTANCY AND PARTNERSHIP DEVELOPMENT

5. GEOLOGIST, RCGW GRADE 6- RCGW/SR/2022/05 (5 POSITIONS)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

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

KEY RESPONSIBILITIES

(a) Job Specifications
Duties and responsibilities will entail:

(1) Conducting groundwater assessment

(i1))  Compiling and maintaining a database on groundwater research.

(iii)  Participating in the organizations of forums for effective collaboration with the
public and private sectors in development of groundwater resources

(iv)  Monitoring development partners’ policies, practices and standards; and

v) Maintaining and updating records of the development partners’ support.

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

(1) Bachelor’s degree in any of the following disciplines: Hydrogeology, Hydrology,
Geology, Geophysics, Geochemistry or its equivalent qualification from a recognized;
and

(i)  Certificate in computer application

(111))  Meet the requirements of Chapter six of the constitution

(d) DIRECTORATE OF CORPORATE SERVICES

6. PRINCIPAL FINANCE OFFICER RCGW GRADE 4 -RCGWI/SR/2022/06
(1 POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

The Principal Finance Officer will be responsible for ensuring prudent and optimum utilization of
Centre funds and preparing financial reports, managing the financial resources of the Centre
through preparation and submission of financing proposal to the government and other financing
agencies

KEY RESPONSIBILITIES

(b) Job Specifications



Duties and responsibilities at this level will entail: -

i) Review and ensure timely and accurate preparation of management accounting reports on monthly,
quarterly and annual basis

1) Ensuring timely and accurate preparation of annual budgets and revised budgets based on approved
work plans.

i) Provide technical support to technical and other departments during the budget making process

1v) Reviewing expenditure returns from departments, prepare variance analysis and recommend

corrective action

V) Interpreting of financial policies for sound financial principles, practices procedures for effective
internal control

vi) Assist other departmental and sectional managers in the management of their budgets through
regular provision of reliable up to date financial information;

vii) Carry out financial planning and consolidate departmental work plans

viil)  Participate in Resource Mobilization initiatives of the Centre

1X) Verification of payroll, payment cheques, EFTs and bank transfers

X) Approval of Purchase orders, Sales & Purchase invoices and staff imprests.

xi) Review the coding of ledger and store items in the system to ensure that is accurate and sufficient;

xil)  Review all purchase requisition to ensure the estimate given by users are reasonable and within
budget;

(b) Person Specifications

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

(1) Minimum of eight (8) years relevant work experience with at least three (3) years
in Supervisory role in the Public Service or Private Sector;

(i1) Master’s Degree in any of the following disciplines: - Business Administration
preferably (Finance or Accounts option) Accounting, Finance or equivalent
qualifications from a recognized University or institution;

(ii1))  Bachelor’s Degree in Commerce, Business Administration (Accounting or Finance
option) Accounting, Finance or other relevant and equivalent qualifications from a
recognized institution;

(iv)  Minimum KCSE C+ (plus) or its equivalent

v) Certified Public Accountant (CPA) or Associate of Certified Chartered Accountant (ACCA);

(vi)  Membership in good standing of the Institute of Certified Public Accountants of
Kenya (ICPAK) or any other recognized professional body;

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

(viii) Demonstrated results in work performance

(ix)  Proficiency in computer applications;

(x) Meet the requirements of Chapter six of the constitution



7. PRINCIPAL ADMINISTRATION OFFICER, RCGW 4- RCGW/SR/2022/07(1
POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

An office at this level will be responsible for the provision of daily administrative duties to
the Centre. The officer will head a division while reporting daily to the Head of the

Department on the administrative functions of the Centre.

KEY RESPONSIBILITIES

(a) Job Specifications

This is the highest grade for this cadre.

Duties and responsibilities

(1)
(i1)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

(ix)

x)
(xi)
(xii)
(xiii)
(xiv)

(xv)

(xvi)

Complying with administrative service policies and procedure

Ensuring general institution cleanliness is undertaken

Identifying office accommodation and spaces for staff

Maintaining and updating furniture and office equipment inventory

Generating administrative reports on repairs and maintenance

Facilitating official events, meetings, conferences and other special events
Monitoring, evaluation and auditing of administrative activities and programmes
Allocation and ensuring utilization of office space

Facilitation prompt payment regulations of electricity, water bills and other
procedures on vehicles usage

Devising and implementing security procedures and policies

Investigating all security incidents and liaising with the police and other security
services

Undertaking prompt settlement of accident vehicle cases

Coordinating rental management

Ensuring safe custody of the Centre’s assets

Liaising with relevant legal entities to acquire legal documents such as motor
vehicle and assets insurance and license,

Ensuring implementation and promotion of best administration standards and practices

(b) Person Specifications

For appointment to this grade, an officer must have:

(1)
(i)

Served in the grade of Senior Administration Officer for a minimum period of four (4)
years; or

Served for at least six (6) years in a Public Organization or in any other

reputable organization, three (3) of which must have been at the level of Senior

Office Administrator



(iii)

(iv)

™)
(vi)

Master’s degree in any of the following disciplines: - Public Administration, Human
Resource Management. Business Administration; Office Management,Social Sciences
or equivalent qualification from a recognized institution.

Bachelor’s degree in any of the following disciplines: - Public Administration, Human
Resource Management. Business Administration; Office Management,Social Sciences
or equivalent qualification from a recognized institution.

Certificate in computer proficiency from a recognized institution; and

Meet the requirements of Chapter six of the constitution

8. SENIOR INTERNAL AUDITOR, RCGW GRADE 5- RCGW/SR/2022/08(1

POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

The Principal Internal Auditor will be responsible for providing independent and objective
assurance and auditing services to the Board and Management on the effectiveness of the Centre’s
internal controls, governance processes, and risk management with an objective of improving the

efficiency and effectiveness of the Centre’s operations

KEY RESPONSIBILITIES

(a) Job Specifications

Duties and responsibilities at this level will entail: -

i)
ii)
iii)
1v)
v)

Vi)
vii)

Vviii)
1X)

Carrying out regular audit on systems, processes, and procedures;

Carrying out investigation on suspected fraudulent and corrupt activities within the Centre;
Auditing financial statements to ensure compliance with international standards;
Reviewing budgetary and internal control systems;

Establishing the level of compliance with statutes, regulations and Government guidelines;
Identifying areas of risk in the Centre’s management structures, processes and systems and
recommending appropriate interventions

Preparing detailed audit observations and recommendations; updating and maintaining
audit records

Analyzing the impact of internal audit policies and regulations; and

Preparing audit plans.

(b) Person Specifications

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

(1)
(i1)
(iii)

(iv)
™)

Served in the grade of an Internal Auditor for a minimum period of two (2) years; or
Served in a public organization or any other reputable organization for at least three (3) years;

Bachelor of Commerce degree (Accounting or Finance option), Auditing, Accounting, Finance,
Business Administration (Accounting or Finance Option) or an equivalent qualification from a
recognized institution plus Certified Public Accountant (CPA) II or an equivalent qualification
from a recognized institution;

Certified Public Accountant (CPA) K or an equivalent qualification from a recognized institution;

Membership to Institute of Certified Public Accountants of Kenya (ICPAK) or a relevant
professional body;



(vi)
(vii)

(viii)
(ix)
(x)
(x1)
(xii)

(xiii)

Proficiency in computer application; and

Shown merit and ability as reflected in work performance and results.
Meet the requirements of Chapter six of the constitution (Finance or Accounting

Option) or an equivalent qualification from a recognized institution;

Certified Public Accountant (CPA) K or an equivalent qualification from a recognized
institution;

Membership to the Institute of Certified Public Accountants of Kenya (ICPAK) or a
relevant professional body;

Demonstrated professional competence as reflected in work performance and results.
Certificate in computer applications; and

Meet the requirements of Chapter six of the constitution

9. INFORMATION COMMUNICATION TECHNOLOGY OFFICER, RCGW GRADE
6- RCGW/SR/2022/09(1 POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

This will be the entry and training grade for the Information Communication Technology Officers
Cadre. An officer at this level will work under the supervision and guidance of a senior officer.

KEY RESPONSIBILITIES

(a) Job Specification

Duties and responsibilities will entail: -

(1)

(i1)
(iii)
(iv)

™)

Analyzing, designing, coding, testing and implementing computer programs;
Providing user support;

Maintaining support systems and training of users;

Repairing and maintaining Information Communication Technology equipment and
associated peripherals; and

Receiving, configuring, installing and certifying Information

Communication Technology equipment;

(b) Person Specifications

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

(@)

(1)
(iii)

Bachelor’s degree in any of the following disciplines, Computer Science, Information
Science, Business Information Technology, Information Communication Technology or
an equivalent qualification from a recognized institution.

Proficiency in computer applications

Meet the requirements of Chapter six of the constitution



10. SUPPLY CHAIN MANAGEMENT OFFICER, RCGW 6 -RCGW/SR/2022/10 (1
POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

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

KEY RESPONSIBILITIES

(a) Job Specifications

Duties and responsibilities will entail:

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

Analyzing supply chain management data;

Implementing and enforcing regulations and policies on Supply Chain Management
Preparing procurement estimates of expenditure and controlling vote;

Verifying and disposing stores;

Coordinating the material receipt from suppliers and issues to contractors;
Providing support in stock taking exercise; preparing stocks reconciliations; and
Providing input in the preparation of procurement plans.

(b) Person Specifications

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

(@)

(ii)
(iii)

A Bachelor’s degree in any of the following disciplines: - Supply Chain
Management and Logistics, Commerce/Business Administration (Supplies
Management option/Supply Chain Management and Logistics) or equivalent
qualification from a recognized institution;

Certificate in computer applications from a recognized institution

Meet the requirements of Chapter six of the constitution

11. SENIOR ASSISTANT OFFICE ADMINISTRATOR, RCGW 7 RCGW/SR/ 2022 / 11
(1 POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

An officer at this level is responsible to the Chief Executive Officer on daily office management
and administrative services.

KEY RESPONSIBILITIES

(a) Job Specifications

Duties and responsibilities

(1)
(i)

(iii)

Ensuring security of office equipment, documents and records;

Recording dictation in shorthand and transcribing in typewritten form; processing data
and managing e-office;

Planning and organizing meetings, workshop/conferences and seminars; operating office



equipment;

(iv)  Responding to correspondences; attending to visitors/clients; handling telephone
calls, enquiries and appointments;

v) Handling protocols and confirming travel itineraries; and managing office petty cash.

(vi)  Guiding and supervising lower secretarial personnel

b) Person Specifications

For appointment to this grade, an officer must have:

(1) At least four (4) years relevant work experience in public service or private sector.
(ii)  Diploma in Business Administration or any other equivalent from a recognized
institution

(ii1))  Minimum KCSE C- (plus) or its equivalent;
(iv)  Passed the following examinations from the Kenya National Examinations Agency
(KNEC);
(a) Typewriting III (Minimum 50 w.p.m.)/Computerized document processing III;
(b) Shorthand III (120 w.p.m
(c) Business English III/Communications I;
(d) Office Management I1I/Office Administration and Management I11;
(e) Secretarial Duties II;
(f) Commerce II;
(g) Supervisory Course lasting not less than two (2) weeks from a recognized
institution;
v) Demonstrated results in management of office and administrative services.
(vi)  Good communication skills,
(vil)  Proficiency in computer applications;
(viii)) Meet the requirements of Chapter six of the constitution

12. SENIOR DRIVER, JOB GRADE RCGW 8-RCGW/SR/2022/12(1 POSITION)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

An officer at this level will be responsible to the administration officer on a daily basis on the
provision of efficient and effective transport services of staff

KEY RESPONSIBILITIES

(a) Job Specifications

(1) Detecting and reporting vehicle defects on time;
(i1) Ensuring vehicle cleanliness;
(ii1)  Driving the vehicle as authorized;
(iv)  Ensuring security and safety of the vehicle on and off the road, passengers and
goods therein;
v) Maintaining daily work ticket;
(vi)  Carrying out routine checks on vehicle’s cooling, oil, electrical and brake systems and



tyre pressure;
(vii)  Ensuring routine service and maintenance of the vehicle;
(viii) Timely reporting of accidents and follow up of police abstract; and
(ix)  Vehicle inspection and maintaining up-to-date insurance documents.

(b) Person Specifications

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

(1) Served in the grade of Driver Il for a minimum period of two (2) years; OR served for at
least three (3) years in a public organization or any other reputable organization

(i1) Kenya Certificate of Secondary Education (KCSE) minimum mean grade ‘D’ plain or its
equivalent from a recognized institution;

(ii1))  Valid Class BCE Driving License free from any endorsement

(iv)  Defensive Driving Certificate from a recognized institution;

v) Occupational Trade Test Grade II for drivers;

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

(vii)  Certificate of Good Conduct from the Kenya Police Service;

(viii) Proficiency in computer applications from a recognized institution;

(ix)  Attended a Refresher Course for Drivers lasting not less than one (1) week every three
(3) years at Kenya Institute of Highway and Building Technology (KIHBT) or any other
recognized institution; and

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

(xi)  Meet the requirements of Chapter six of the constitution

13. CUSTOMER CARE ASSISTANT, RCGW GRADE 8-RCGW/SR/2022/13(2
POSITIONS)
TERMS OF SERVICE: PERMANENT AND PENSIONABLE

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

KEY RESPONSIBILITIES
(a) Job Specifications
The duties and responsibilities of the officer will entail: -

(i)  Answering all incoming calls and handling caller’s inquiries.

(i1)  Redirecting calls as appropriate and taking adequate messages when required.

(ii1)Assisting and/or directing clients and the general walk-in visitors to the appropriate staff
for assistance if need be.

(iv)  Opening and date stamping all general correspondence.

(b) Person Specifications



For appointment to this grade, a candidate must: -

(@)

(1)
(iii)

Have certificate in customer care, business administration or an equivalent qualification
from a recognized institution
Have KCSE D+ or equivalent qualification from a recognized institution;

Meet the requirements of Chapter six of the constitution

(¢) Key Competencies and skills

(@)
(i)
(111)
(iv)
™)
(vi)

Organizational skills

Public Relations/Customer Care skills

Computer skills

Communication skills in both English and Kiswahili
Interpersonal skills

Integrity

14. OFFICE ASSISTANT, RCGW GRADE 10-RCGW/SR/2022/14(1 POSITION)

TERMS OF SERVICE: PERMANENT AND PENSIONABLE

This is the entry and training grade for this cadre.an officer at this level will be responsible to a more
senior person on day-to-day Centre activities

KEY RESPONSIBILITIES

(a) Job Specification

Duties and responsibilities at this level will entail: -

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

(vi)

Cleaning offices, machines, equipment and apparatus;

Maintenance of general cleanliness around the office

Ensuring proper sanitation;

Preparing office tea;

Moving or carrying office equipment, furniture and arranging them in an orderly
manner as required;

Dispatching letters and mails

(b) Qualifications

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

(@)

(i1)
(iii)

Kenya Certificate of Secondary Education (KCSE) mean grade ‘D’ or an
equivalent qualification from recognized institution; and
Certificate in computer application skills.

Meet the requirements of Chapter six of the constitution



Chief Executive Officer
Regional Centre on Groundwater Education Training and Research

NSSF Building, 16™ Floor Western Wing, Bishop Road,
P.O Box 41156-00100

irobi

END



Interested Candidates can obtain specific job requirements from the RCGW Website

(www.rcgw.go.ke) or the Ministry of Water, Sanitation and Irrigation website (www.water.go.ke)

If you possess the attributes for the above positions, please submit your soft copy application through the
email, hr@rcgw.go.ke ensuring you enclose a detailed CV, copies of academic, professional certificates
and any other relevant testimonials, indicating day telephone numbers.

NOTE:

Applicants are notified of the following:

(a) The Centre is committed in implementing the provisions of the Constitution — Article 232 (1) on
fair competition and merit, representation of Kenyans diverse communities and affording equal
employment opportunities to men and women, members of all ethnic groups and persons with
disabilities. THEREFORE, PEOPLE WITH DISABILITIES, MARGINALIZED AND
MINORITIES COMMUNITIES ARE HIGHLY ENCOURAGED TO APPLY.

(b) Canvassing in any form will lead to automatic disqualification

(c) Only shortlisted and successful candidates will be contacted.

(d) Shortlisted candidates shall be required to produce originals of their National Identity Card,
academic and professional certificates and transcripts during interviews. It is a criminal offense to
present fake certificates/documents.

(e) While applying, candidates should quote the Job Reference Number as the subject of the
email.

(f) For any information or further clarification about the positions advertised contact the Centre
through the official contacts only.

(g) Applications should reach the Centre on or before 8" July, 2022 latest 5.00 pm (East African
Time)

Applications for grade 3 should be addressed to:

The Board Chairperson
Regional Centre on Groundwater Resource Education, Training &
Research

NSSF Building, 16™ Floor Western Wing, Bishop Road,
P.O Box 41156-00100

Nairobi

WHILE applications for grade 4 -10 should be addressed to:

The Chief Executive Officer
Regional Centre on Groundwater Education Training and Research

NSSF Building, 16™ Floor Western Wing, Bishop Road,
P.O Box 41156-00100

Nairobi


http://www.rcgw.go.ke/
mailto:info@rcgw.go.ke

