MURANG’A PUBLIC SERVICE BOARD

/_\
MURANG’A COUNTy,
e

Growing together

ADVERTISEMENT OF VACANCIES

The Murang’a County Public Service Board wishes to recruit competent and qualified persons to

fill the

1.

following positions:

CHIEF OFFICER -FOURTEEN (14) POSTS

The fourteen (14) posts will be as listed below: (Applicants should specify the portfolio for
which they wish to be appointed:

XN R WD =

9.

10.
11.
12.
13.
14.
15.

Duties

Revenue and Supply Chain Management

Roads and Housing

Infrastructure & Community Projects

Youth Affairs, Sports.

Agriculture, Livestock, Veterinary Services and Fisheries
Water, Irrigation, Environment & Climatic Change
Medical Services

Trade, Industrialization & Cooperative Development
Governor’s Delivery Unit

ICT & E-Government

Public Service & Administration

Communication & Media affairs

Education & Technical Training

Culture, Gender and Social Services.

Lands Physical Planning and Urban Development.

and Responsibilities

The Chief Officer shall be the accounting and authorized officer in respect of exercise of
delegated power and shall be responsible to the respective County Executive Committee
Member. Duties and responsibilities will entail:

L

Administration of the County department;



ii.  Implementation of policies and programmes;
iii.  Development and implementation of strategic plans and sector development plans;
iv.  Providing strategic policy direction for effective service delivery;
v.  Planning and implementation effective programmes to attain vision 2030, sector goals
and SDGs;
vi.  Ensuring compliance with national values and principles of good governance as outlined
in Article 10 and 232 of the Constitution of Kenya;
vii.  Performing any other duties as may be assigned by the appointing authority.

Requirements for appointment
For appointment to the grade, an officer must:

1. Bea Kenyan citizen.
ii.  Be in possession of a Bachelor’s degree from a recognized University in Kenya,
iii.  Have a vast knowledge and experience in the related field,
iv.  Be conversant with the Constitution of Kenya and all the devolution laws;
v.  Demonstrate thorough understanding of County development objectives and vision 2030;
vi.  Be a strategic thinker and result oriented;
vii.  Have excellent communication, organizational and interpersonal skills;
viii.  Have capacity to work under pressure to meet strict deadlines;
ix.  Demonstrate understanding and commitment to the values and principles espoused in
Article 10 and 232 of the Constitution of Kenya;
x.  Have a working experience and knowledge of using computers; and
xi.  Satisfy the requirements of chapter six of the constitution of Kenya 2010.

Possession of a Master’s degree in a related field will be an added advantage

Terms of service: Contract

Salary: As Prescribed by Salaries and Remuneration Commission (SRC)

2. COUNTY ATTORNEY -JOB GROUP ‘T’ ONE (1) POST,

Terms of Service: Contract
Duties and Responsibilities.
Reporting to the County Secretary, the County Attorney will be responsible for:

1) Overall review formulation and implementation of legal policies in the mandate of the
county;

i1) Advising the County Executive on all legal and constitutional issues including contracts
and legislative matters;

ii1) Drafting bills and reviewing legal documents /instruments;

iv) Liaising with National Government and other Government Agencies on legal issues; and



v) Perform any other function conferred on the office by an Act of the County Assembly,
Senate or by the Governor or as may be necessary for the effective discharge of the duties
of and in exercise of the powers of the County Attorney.

Requirements for Appointment
For appointment to this grade, one must have:

i.  Served for at least ten (10) years, three (3) of which should be at a senior management
level in the public sector or corporate sector or a reputable law firm:
ii. A Bachelor of Laws degree LLB from a recognized university.
iii.  Post Graduate Diploma in Legal Services from the Council of Legal Education and be
admitted as an advocate of the High Court of Kenya;
iv.  Holder of a current practicing certificate;
v.  Demonstrated managerial administrative and professional competence;
vi.  Satisfy requirement of Chapter Six of the Constitution of Kenya
vii.  Certificate in computer application skills,
viii.  Clearance certificate from the Law Society of Kenya and Advocate Complaints
Commission.
ix.  Satisfy the requirements of chapter six of the constitution of Kenya on leadership and
integrity.

A Master’s Degree and or other relevant post graduate qualifications will be an added
advantage

3. MEDICAL OFFICER, J.G ‘M’ - THREE (3) POSTS
Requirement for appointment
For appointment to this grade, one must have:

i. A Bachelor of Medicine and Bachelor of Surgery from an institution recognized by the
Medical Practitioners and Dentist Board;
ii.  Successfully completed one (1) year internship from a recognized institution;
iii.  Registration license from the Medical Practitioners and Dentists Board;
iv.  Certificate in Computer Application skills from a recognized institution.

Duties and Responsibilities
An officer at this level, will be responsible for:

1. Diagnosing, caring and treating diseases;
ii.  Performing medical and surgical procedures;
iii.  Preparing and responding to emergencies and disasters;
iv.  Participating in management of medicine, medical instruments and equipment;
v.  Providing health education;
vi.  Maintaining health records, health information and data;



vii.  Counselling patients and their relatives on diagnoses and bereavements;
viii.  Teaching and coaching medical students, nursing students and clinical officer intern;
ix.  Preparing requisite documents for registration.
Terms of service: P&P

4. PHARMACIST, J.G ‘M’ -ONE (1) POST
Requirements for appointment

i.  Bachelor of Pharmacy Degree from an institution recognized by the Pharmacy and
Poisons board;
ii.  Successfully completed one (1) year internship from a recognized institution;
iii.  Registration certificate by the Pharmacy and Poisons Board;
iv.  Certificate in compute Application skills from a recognized institution.

Duties and Responsibilities

1. Screening prescriptions for legal validity, drug contraindications, drug interaction,
appropriateness of dose, frequency and duration of dosing and patience
convenience;

ii.  Preparing and dispensing medicines according to good dispensing practices and
counselling patients on use of medicine;

iii.  Making extemporaneous preparations;

iv.  Participating in ward rounds;

v.  Identify medicinal gaps and challenges;

vi.  Maintaining a daily activity log book for recording all activities undertaken;
vii.  Recommending Over The Counter (OTC) medicines to patients/clients with
simple medical conditions and making necessary referrals;
viii.  Making entries into the relevant inventory management records and registers.
Terms of service: P&P

5. SUB-COUNTY ADMINISTRATOR, JOB GROUP ‘Q’ -2 POSTS
Requirements for appointment
For appointment to this grade, one must:
i.  Beaholder of at least a first degree from a university recognized in Kenya;
ii.  Have qualifications and knowledge in administration or management;
iii.  Satisfy the requirements of chapter six of the constitution of Kenya on leadership and
integrity.
Duties and Responsibilities
An officer at this level, will be responsible for:
1. Coordinating the management and supervision of the general administrative functions
in the Sub-County unit;

ii.  Developing policies and plans;
iii.  Ensuring effective service delivery;



iv.  Facilitating and coordinating citizen participation in the development of policies,
plans and delivery of services;
v.  Providing and maintaining infrastructure and facilities of public service;
vi.  Coordinating developmental activities to empower the community;
vii.  Maintaining the Sub County public service.
viii.  Performing any functions under powers delegated by the County Public Service
Board as provided under section 86 of the CGA.

Terms of service: P&P
6. CLERICAL OFFICER 11, JOB GROUP ‘F’ —4 POSTS
a) Duties and Responsibilities

This is the entry and training grade for the Clerical Cadre. Work at this level will be
carried out under close supervision and guidance of a more senior officer and will be
subject to regular checks and verification. Officers at this level will be deployed in the
HRM Unit, general registry, supplies, accounts office or general office services. Specific
duties will include compiling statistical records; sorting, filing and dispatching letters
maintaining an efficient filing system; processing appointments, promotions, discipline,
transfers and other related duties in human resource management; computation of
financial or statistical records based on routine or special sources of information;
preparing payment vouchers; compiling data and drafting simple letters.

b) Requirements for Appointment

For appointment to this grade, a candidate must be in possession of:
1) Kenya Certificate of Secondary Education (K.C.S.E) mean grade C (plain) or its
approved equivalent; and
ii) Proficiency in computer applications
Terms of service: P&P
7. DIRECTOR PROCUREMENT AND SUPPLY CHAIN MANAGEMENT -JOB GROUP
‘R’ ONE (1) POST

Duties and Responsibilities
The duties and responsibilities at this level will entail:

I.  The management and coordination of the supply chain services in the county;
II.  Developing the County Annual Procurement Plan and ensuring adherence to it;
1. Providing administrative guidelines on interpretation and implementation of Public
Procurement and Disposal Act 2015 and the supporting regulations;
IV.  Analyzing supply chain management policies, rules, regulations, structures and systems;
V.  In liaison with other departments, provide guidelines on matters of procurement, contract
design and implementation;
VI.  Preparing tender documents in accordance with the Public Procurement Act 2015 and
coordinating the tendering process;
VII.  Determining and proposing methods and strategies of handling the supply chain
management function;



VIII.  Initiating and developing supply chain management policies and performance
improvement strategies that are adaptive to the changing environment and technology;
IX.  Ensuring high professional supply chain management standards;
X.  Being the Secretary to the County Tender Committee; and
XI.  Any other duty assigned by the Chief Officer, Revenue and Supply Chain.
Qualifications

For appointment to this grade, one must:

ii.

iil.

1v.

V1.

Vii.

Viii.

Be a Kenyan Citizen

Have served for at least ten (10) years in Supply Chain Management three (3) of which
must be in senior Management or in a comparable and relevant position in the public
sector;

A Bachelor’s Degree in Procurement and Supply Chain Management or comparable
qualifications from a university recognized in Kenya;

Have attended Senior Management course from Kenya School of Government or any
other institution recognized in Kenya;

Have understanding and knowledge of E- procurement;

Be a member of professional body (KISM) and possess current practicing license.
Demonstrate understanding of the Public Procurement and Disposal Act 2015 and its
regulations; and

Satisfy the requirements of Chapter six (6) of the Constitution on

Leadership and integrity;

Possession of a relevant Master’s degree will be an added advantage

Terms of service: P&P

8. PRINCIPAL LEGAL OFFICER JOB GROUP N- ONE POST (1)

Duties and Responsibilities

The duties and responsibilities at this level will entail:

L

ii.
iii.

Undertaking research on assigned legal issues, analyzing research data and compiling
reports;

Preparing preliminary legal documents / instruments and preparing legal opinions;
Undertaking law review and ensuring compliance with regional and international
instruments; Ensuring compliance with principles and values of good governance, human
rights, transparency, accountability, ethics and integrity; and organizing stakeholder
consultations.

b) Requirements for appointment

For appointment to this grade, an officer must have;



L. Served as a Legal officer or an advocate in the public or private sector for at least

three (3) years;
IL. Bachelor of Law (LLB) degree from a recognized university;
I11. Postgraduate Diploma in Legal Studies from the Council of Legal Education;
IV. Proficiency in computer applications; and
V. Shown merit and ability as reflected in work performance and results

9. SUPERINTENDING ENGINEER, JOB GROUP ‘L’- ONE (1) POST
a) Duties and responsibilities

An Officer at this level will work under a senior officer.
1) designing,
i1 ) preparation of drawings and
iil ) supervision of construction of civil,
iv ) marine and structural works

(b) Requirements for Appointment

For appointment to this grade, an officer must have:
1) Served in the grade of Assistant Engineer II (Structural) or comparable and relevant
position in the Public in the Public Service for at least three (3) years;

iii)) A Bachelor’s degree in Civil Engineering or its equivalent and relevant qualification

form

a recognized Institution;

ii1) Been registered by the Engineers Registration Board of Kenya (ERB) as a
Graduate

Engineer; and

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

Terms of service: P&P

10. ASSISTANT DIRECTOR ACCOUNTING SERVICES JG ‘P’ ONE (1) POST
a) Duties and Responsibilities

1) Monitoring implementation of Accounting standards and systems for compliance; including
Integrated Financial Management Information System (IFMIS) operations;

i) Follow up on Audit matters including compilation of County Treasury memorandum in
respect of County allocated to the officer;

ii1) Follow up implementation of Public Accounts Committee recommendations for the
ministries/districts allocated to officer;

iv) Preparation of Bi-annual Accounts;



v) Consolidation of cash flow projections submitted by Departments; and maintaining a check-
list of returns and reports received from Departments to ensure compliance with law and
Treasury circulars.

vi) Assisting in administration of the Accounting Unit;

vii) Assisting the head of the Accounting unit to provide advisory services to the Accounting
Officer and other stake holders on all financial and accounting matters in the Department;

viii) Preparation of management and statutory reports including final accounts;

ix) Assisting in the development of supplementary financial regulations and procedures to
enhance internal controls established through normal Treasury regulations and procedures;

x) Setting targets for the accounts staff and evaluating achievements;

xi) Overseeing the processing of funding arrangements to County in the Department and
ensuring compliance with Treasury regulations and procedures;

xii) Authorization of payments and signing of cheques subject to set limits;

Supervision, training, development and deployment of accounts staff in the accounting unit;
xiii) Handling disciplinary matters for the head of accounting unit;

xiv) Providing advisory services to the County departmental heads and other stakeholders on all
financial and accounting matters;

xv) Participating and advising in Tender

xvi) Committees, County Executive Committees, County Development Committees etc.;

xvii) Interpretation and implementation of financial regulations and procedures, Treasury
circulars, letters and instructions;

xviii) Ensuring expenditures are within the allocations; and developing supplementary financial
regulations and procedures to enhance internal controls established through normal

xix) Treasury regulations and procedures.

xx) Provision of quality and timely accounting services in the County including maintenance of
appropriate and up to

date accounting records;

xx1) Preparation of management financial reports which include monthly expenditure returns,
monthly bank reconciliations, revenue/AlA returns, cash flow statements, analysis of deposits
etc.;

xxii) Any other relevant duties assigned by the head of accounting unit.

b) Requirement for Appointment
For appointment to this grade, the officer must have: —

i.  Degree in Commerce, Accounts, Business Administration, or any other field in finance

ii.  Passed Part III of Certified Public Accountants (CPA) Examination or its recognized
equivalent

iii.  Registered with the Institute of Certified Public Accountants of Kenya (ICPAK) and
Registration of Accountants Board (RAB)..

iv.  Satisfy the requirement of Chapter six (6) of the Constitution of Kenya 2010 leadership
and Integrity.

v.  Minimum of 5 years’ experience

Master’s degree in any of the following: Commerce, Accounting, Business
Administration, Finance, or their equivalent qualification from a recognized institution

will be an added advantage.

Terms of service: P&P



11. SUPPLY CHAIN MANAGEMENT OFFICER Job Group ‘K’ 1(One) Post
Requirement for Appointment

For appointment to this grade a candidate must have a Bachelor’s Degree in any of the
following fields: Procurement and Supply Chain Management, Purchasing and Supplies
Management, Procurement and Logistics, Procurement and Contract Management,
Commerce (Supplies Option) Business Administration (Supplies Management Option),

or any other relevant field from a university recognized in Kenya.

Duties and Responsibilities

An officer at this level will perform a variety of Supply Chain Management duties under the
guidance of a more senior and

experienced officer.

duties and responsibilities will include:

(1) warehousing;

(1) undertaking distribution and fleet management;

(ii1) disposal of stores and equipment;

(iv) procurement;

(v) undertaking market surveys and research; and

(vi) inventory and stock control in accordance with the laid down regulations and procedures.

Terms of service: P&P

12. DEPUTY DIRECTOR PHYSICAL PLANNING JOB GROUP ‘Q’ — ONE POST (1)
Duties and Responsibilities.

Duties and responsibilities at this level include: —

i.  overseeing the formulation of physical planning manuals, standards and guidelines;

ii.  coordinating research on matters relating to strategic national projects and programmes,
human settlement patterns, urbanization patterns, urban sprawl and emerging
methodologies, issues and trends;

iii.  coordinating preparation of county, metropolitan, regional, urban and rural physical
development plans;

iv.  formulating strategies for public education, participation and engagement;

v.  overseeing the preparation of annual state of Physical Planning reports;

vi.  monitoring and evaluation of physical planning projects/programmes at the county and
national levels;

vii.  preparing and implementing strategic plans and annual work plans; and
viii.  facilitating continuous professional development of staff.

For appointment to this grade, an officer must:
1. have Bachelor’s degree in any of the following disciplines: — Urban and Regional

Planning, Urban Planning or Town Planning or equivalent from a university recognized
in Kenya;



ii.  Have six (6) years’ experience in the field of Physical Planning

iii.  membership to a relevant professional body;

iv.  Be a corporate member of Kenya Institute of Planners or architectural Association of
Kenya (Town Planning Chapter)

v.  demonstrated managerial and professional competence in work performance and
exhibited a thorough understanding of national policies, goals, objectives and ability to
relate them to the Physical Planning function.

vi.  Have a certificate in computer application skills from a recognized institution;
vii.  Masters’ degree is an added advantage

Terms of service: P&P

13. ASSISTANT SOCIAL DEVELOPMENT OFFICER 11, JOB GROUP 'H' - 1

(One) POST.

Duties and Responsibilities

L

ii.

iii.

1v.

Vi.

Vil.

Vii.

Working with communities and self-help groups to identify their social economic
need.

Guiding communities to identify and mobilise local resources for the
implementation of development projects.

Mainstreaming disability in programmes and projects;

Training communities and groups on livelihood projects

Registering persons with disabilities, poor and vulnerable individuals for social
development programmes

Collecting data on accessibilities on opportunities for men and women

Liaising with local communities and other development agencies in implementing
community development programmes;

Mobilizing communities for the implementation of their developments programmes
and projects;

Requirements for Appointment

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

1.

ii.

Diploma in any of the following disciplines: Community Development, Project
Development/Management, Social Work, Sociology, Social Development, Psychology
Gender and Development, Counselling, Tourism, Health and Community Development,
Entrepreneurship, Business Administration/ Management/ or equivalent qualification
from a recognized institution,

Certificate in Computer Applications Skills from a recognized institution.

Terms of service: P&P

14. ADMINISTRATION OFFICER 11, JOB GROUP "J" - 3 POSTS

Requirements for appointment



1. Bachelor degree in any of the following disciplines: - Public Administration; Business
Administration/Management, Community Development or any other social science from
a recognized institution;

ii.  Certificate in computer applications from a recognized institution.

Duties and Responsibilities
An officer at this level, will be responsible for:

1. Planning of office accommodation and layout;
ii.  Facilitating transport and travelling services;
iii.  Maintaining and updating furniture and office equipment inventory;
iv.  Ensuring payment of bills;
v.  Facilitating movement of assets;
vi.  Carrying out general maintenance of buildings and furniture;
vii.  Collecting and collating data on developmental activities;
viii.  Providing input in the monitoring and evaluating community projects;
ix.  Providing input in organizing public participation awareness at the local level;
x.  Disseminating information to the public.

Terms of service: P&P

15. INTERNSHIP OPPORTUNITIES

e Job type: Full Time
e Qualification Degree
e Experience -nil

e Location: Murang’a
e Job Field:

i.  Physical Planners — Two (2) posts

ii.  Civil Engineers — Two (2) posts

iii.  Quantity Surveyors — Two (2) posts

iv.  Procurement — Three (3) posts

v.  Architect - One (1) post

vi.  Surveyor — One (1) post
vii.  ICT / Computer Science / Software Engineering — Four (4) posts
viii.  Call Centre workers who must be graduates in — Marketing, Education, Mass

Communication, and Hospitality — Seven (7) posts
e Remuneration: -20,000 Shillings P.M

The objective of the Murang’a County Government Internship Program 2022 is to provide young
adults with the opportunity to gain skills that can be applied to future jobs, obtain real workplace
experience, and build a professional network among others.



Eligibility Criteria

To qualify, an applicant must

L
ii.

iii.

1v.

Be a Kenyan citizen not over the age of 35 years

Be an unemployed graduate from a recognized training institution who has completed
a degree course in the last 5 years or less, in the relevant field.

Not have benefited from a similar internship program or been exposed to work
experience related to their area of study since graduating.

Not have exited from formal employment.

ALL Applications for internship should be supported by the applicant’s university/college or
related institution’s records/certificates/transcripts.

TERMS OF SERVICE

ii.

ii.
1v.

The County Government will not offer employment after the completion of the
Internship Program.

Successful candidates will be required to complete twelve (12) months’ Internship
Program to fully benefit from the objectives of the program.

INCOMPLETE applications will not be considered; and

Only short-listed candidates will be contacted.

NOTE

1. Except for interns, the Salaries and remuneration for all other posts will be as

Prescribed by Salaries and Remuneration Commission (SRC)

How to apply
How to apply

Details of all the vacancies can be accessed on our website www.murang’a.go.ke Applicants should apply
online using the link http://apply.muranga.go.ke/ on or before close of business on 11-January

Applicants from other Counties are encouraged to apply.

Any Form of Canvassing Shall Lead to Automatic Disqualification.

Women, Minorities and Persons Living with Disabilities are Encouraged to Apply.
Shortlisted Candidates Will Be Required to Produce Their Original Identity Cards,
Academic and Professional Certificates, Testimonials, Clearance And Other Relevant
Documents In Support Of Their Applications.



