
COUNTYGOVERNMENTOFVIHIGA

COUNTYPUBLICSERVICEBOARD

POBOX880-50300

MARAGOLI

DECLARATIONOFVACANCIESINTHE

VIHIGACOUNTYPUBLICSERVICE

VihigaCountyPublicServiceBoardisaBodycorporateestablishedundersection57of

theCountyGovernmentAct2012pursuanttoArticle235oftheConstitutionofKenya

2010.Section59oftheCountyGovernmentAct2012outlinesthefunctionsofthe

Board.PursuanttoConstitutionandLegalprovisionsVihigaCountyPublicService

Boardinvitesapplicationsfrom qualifiedpersonsforthefollowingpositions.

1. DEPARTMENTOFFINANCEANDECONOMICPLANNING

a)DEPUTYDIRECTORSUPPLYCHAINMANAGEMENTSERVICES–JOBGROUP‘Q’–

THREE(3)YEARSCONTRACT(1POST)

TheAssistantDirectorSupplyChainManagementServiceswillreporttotheCounty

DirectorSupplyChainManagementServices. Anofficeratthislevelwillbebasedatthe

CountyHeadquartersandwillberesponsibleformanagementofactivitiesinthe

SupplyChainSection.

 

DutiesandResponsibilities

i. InitiatingandformulatingofSupplyChainManagementpolicies.

ii. AssisttheDirectorinpreparationofthesection’smedium-term expenditure

prioritiesandstrategicplans.

iii. Planning,organizing,administrationandcontrolofthesupplychain

managementunit.



iv. Assessingtheimpactofthesupplychainmanagementpoliciesandregulations

totheorganization.

v. EnhancingcorrectinterpretationandmanagementofthePublicProcurement

andAssetDisposalAct2015andotherstatutes,policies,rulesandregulations

thatmayimpactontheSupplyChainManagementpracticesoftheorganization.

Minimum Requirements

i. BeaKenyancitizen;

ii. MusthaveservedinthegradeofPrincipalSupplyChainManagementOfficeror

inacomparableandrelevantpositioninthepublicserviceorprivatesectorfora

minimum ofthree(3)years;

iii. Diploma in SupplyChain Managementoritsapproved equivalentfrom a

recognizedinstitution;

iv. BeaholderofBachelor’sdegreeinanyofthefollowingfields;Commerce,

BusinessAdministration,Economics,ProcurementandSuppliesManagement,

MarketingLawortheirequivalentfrom arecognizedinstitution.

v. AholderofaMaster’sdegreeinanyofthefollowingdisciplines:Procurement

and SupplyChain Management,Logistics and SupplyChain Management,

Business Administration,Commerce,orany otherrelevant field from a

recognizedinstitution.

vi. Attendedamanagementcourselastingnotlessthanfourweeks.

vii. AmemberoftheinstituteofSuppliesManagementofKenyaingoodstanding.

viii. Shownmeritandabilityasreflectedinworkperformanceandresults.

PersonalQualities

i. Abilitytoarticulateandimplementthedirectorate’smandate

ii. Organizational,analytical,managerialanddecision-makingskills.

iii. Creativityanddecision-makingskills.

iv. Creativityandinnovation

v. Technicalproblem solving



vi. Interpersonalandcommunicationskills.

vii. Integrityandcommitmenttoproducingresults.

viii. Leadership,advocacy,relationshipbuildingintheworkenvironment.

ix. Passionforcontinuousprofessionaldevelopment

x. Initiativetoachieveexpectedresults.

CoreCompetencies

i. Peoplemanagement

ii. Financialmanagement

iii. PolicyImplementation

iv. Planning

v. Coordinating

vi. Strategyimplementation

vii. Abilityto work with an ERP system – IFMIS E-Procurementan added

advantage.

b)PRINCIPALSUPPLYCHAINMANAGEMENTOFFICER–JOBGROUP‘N’P&P(1Post

)

ThePrincipalSupplyChainManagementOfficerwillreporttotheAssistantDirector

SupplyChainManagement. AnofficeratthislevelwillbebasedattheCounty

Headquartersandwillbeinchargeofascheduleofdutiesconsistingofanumberof

countydepartments.

DutiesandResponsibilities

i. Assistincompiling,collationandanalysisofSupplyChainManagement

information,dataandissuesfrom departments.

ii. Monitoringtheimplementationofthesupplychainmanagementpolicies,



guidelinesandproceduresissuedbythedirectoratefrom timetotimeand

recommendingappropriateactionwherenecessary.

iii. Develop,teachandreinforcesafetyguidelinesandprotocols

iv. Createsupplychainmanagementstrategiesthatincreaseefficiencyandspeed

v. Provideoperationalsupportandguidancetoensuremaximum productivity

vi. TrainandmentorSupplyChainManagementofficersunderhim/her.

vii. Collaboratewithotherdepartmentstoidentifyvulnerabilitiesandclose

operationalgaps

viii. Focusonsafety,costmanagementandbusinessgrowthinallinteractionsand

directives

ix. Prepareandsubmitweekly,monthlyandquarterlyreportstothePublic

ProcurementOversightAuthority,NationaltreasuryandthedepartmentalChief

Officer.

x. Assistdepartmentalaccountingofficersinpreparationoftheirrespective

annualprocurementplans.

xi. Handlecommunicationsandnegotiationswithexternalsuppliers

Minimum Requirements

i. BeaKenyancitizen;

ii. MusthaveservedinthegradeofChiefSupplyChainManagementOfficerorina

comparableandrelevantpositioninthepublicserviceorprivatesectorfora

minimum ofthree(3)years;

iii. DiplomainSupplyChainManagementoritsapprovedequivalentfrom a

recognizedinstitution;

iv. BeaholderofBachelor’sdegreeinanyofthefollowingfields;Commerce,

BusinessAdministration,Economics,ProcurementandSuppliesManagement,

MarketingLawortheirequivalentfrom arecognizedinstitution.

v. Attendedamanagementcourselastingnotlessthanthreeweeks.

vi. AmemberoftheinstituteofSuppliesManagementofKenyaingoodstanding-

anaddedadvantage.



vii. Demonstratedgeneraladministrativeabilityrequiredfordirection,controland

implementationofPublicProcurementandAssetDisposalAct2015.

PersonalAttributes

i. Organizational,managerialandadministrativeskills

ii. Positiveworkingattitudeandabilitytogiveandtakeinstructions

iii. Creativityandinnovativeness

iv. Professionalism andintegrity

v. Interpersonalskillsincludingbeingateam player

vi. Goodcommunicationskills.

Corecompetencies

i. Supervisorymanagement

ii. Policyimplementation

iii. Oral/WrittenCommunicationskills

iv. Targetsetting

v. Administrationskills

vi. Team leadership

vii. Problem solving

viii. AbilitytoworkwithanERPsystem –IFMISE-Procurementanaddedadvantage.

c)ADMINISTRATIVEOFFICER–COUNTYTREASURYJOBGROUP‘J’(1POST)P&P

Theadministrativeofficer–CountyTreasuryshallreporttotheChiefOfficer–Finance

andEconomicPlanningandshallberesponsibleforalladministrativeactivitiesofthe

CountyTreasury.

DutiesandResponsibilities

i. Inchargeofsafecustodyandfilingofalltreasurydocumentsandpayment

vouchers.



ii. Planandcoordinateallcountytreasurysectoralcommitteemeetings.

iii. Providesecretarialservicestoallcountytreasurysectorialcommittees.

iv. AssisttheCECMandChiefOfficer–FinanceandEconomicPlanninginpreparation

ofvariouscountytreasuryadministrativereportsasandwhenrequiredto.

v. Supervisethecountytreasurysecretarialstaff.

vi. Perform anyotherdutiesasassignedbytheCECMandChiefOfficer–Financeand

Economicplanning

Corecompetencies

i. Haveexcellentreportwritingskills

ii. Haveexcellentcommunicationandinterpersonalskills;

iii. Haveapracticalknowledgeofcomputersystems,includinginternetnavigation,

andvariousMicrosoftofficeapplications

iv. Beateam playerandstrategicthinker

v. Havesoundleadershipandmanagementskills

vi. Beself-drivenandabletoworkwithintightdeadlines

Minimum Requirements

i. BeaKenyanCitizen

ii. ADiplomainBusinessAdministrationorManagement

iii. A CertificateinAccountingorHumanResourceManagementshallbean

addedadvantage.

iv. Minimum of4years’experienceinasimilarorganizationandmusthave

servedasanAdministrativeOfficerforatleasttwo(2)years.

v. MeettheprovisionsofchaptersixoftheconstitutionofKenya2010.

2. COUNTYPUBLICSERVICEBOARD

a) PRINCIPALLEGALOFFICER-JOBGROUP“N”-1POST

(ThreeyearsrenewableContract)



OtherAllowancesareasissuedbySRCfrom timetotime.

RequirementsforAppointment

i. BeaKenyancitizen;

ii. Bachelor’sDegreeinLawfrom arecognizeduniversity.

iii. Minimum ofthree(3)yearspracticeexperience(postadmission).

iv. MustbearegisteredAdvocateoftheHighCourtwithavalidpracticinglicense.

v. Experienceinpreparingpolicyrelatedbriefingsandpresentingpolicyproposals.

vi. Excellentcommunicationandinterpersonalskills.

vii. Creative,innovativeandcomputerliterate.

viii. MustbeamemberofLawSocietyofKenya.

ix. SatisfytherequirementofChapterSixoftheConstitutionofKenya2010;

JobResponsibilities

i. Conductlegaldutiesontheapplicabledomesticandinternationallaw.

ii. Review andanalysedifferentissuespertainingtoCriminal,Civil,Investments

andtradelaw.

iii. Adjudication of causes related to the privatization process,commercial

transactionsbetweenparties.Ownershipclaims,negotiationbetweenparties

andliquidationprocedures.

iv. Draftlegaldocuments,letterstoparties,orders,decisions,judgmentsandtheir

correspondingcourtdocuments.

v. AnyotherdutyasassignedbyCountyAttorney

b)ASSISTANT DIRECTOR HUMAN RESOURCE MANAGEMENT &



DEVELOPMENT-JOBGROUP“P”1POST

TermsofService:Three(3)YearContract

OtherAllowancesareasissuedbySRCfrom timetotime

JobDescription

i. ThePrincipalHuman ResourceManagementOfficerwillberesponsiblefor

effectiveadministrationandmanagementoftheSecretariat.

ii. To supportthe planning,development,coordination and administration of

HumanResourcepoliciesandprogrammes,rulesandregulationsinthecounty

departmentsforeffectiveperformanceandproductivity.

Job Responsibilities

Managerial/SupervisoryResponsibilities

i. Provideguidanceonandoversightoftheimplementationofhumanresource

managementpolicies,rulesandregulationsforcounty departmentsandcounty

publicservicecommittees;

ii. Supervisestaffintheunitforeffectiveworkperformance;

iii. Coordinate human resource services in areas of recruitment,induction,

promotion,jobplacement,leavescheduling,welfareandbenefitsmanagement;

iv. Anyotherdutiesasassignedbythesuperior

OperationalResponsibilities/Tasks

i. Implement human resource services in areas of recruitment,induction,

promotion,jobplacement,leavescheduling,welfareandbenefitsmanagement;

ii. Maintaintheworkstructurebyensuringjobrequirementsandjobdescriptions



forallpositionsareupdatedtomeetevolvingCountyPublicServiceBoard

humancapitalneeds;

iii. Conductrequired analysis into remuneration,salaries,bonuses and other

benefits;

iv. Coordinatetrainingandstaffdevelopmentinitiativesforthecountyhuman

capital;

v. Assistinensuringmaintenanceofgoodindustrialrelationsamongemployees,

theorganizationsandvarioustradeunions;

vi. Facilitate in-house training to ensure employeesunderstand the rationale

underpinningpolicychangeandmonitoritssuccessfulimplementation.

vii. PrepareaccurateandtimelyrecommendationsforconsiderationbytheCounty

PublicServiceBoardrelevantcommittees;

viii. SupportformulationofpolicyandoversightofOccupationalSafetyandHealth

(OSH)fortheCountyPublicServiceBoard;

ix. Actasalinkand supportthemanagementoftheIntegrated Payrolland

PersonnelDatabase(IPPD)system inthecounty.

JobsRequirements 

i. BeaKenyancitizen

ii. Bachelor’sdegreeinHumanResourceManagementORBachelor’sdegreein

socialscienceandapostgraduatediplomainHumanresourcemanagement

anddevelopmentfrom arecognizedinstitution;

iii. Membership of Institute of Human Resource Management (IHRM) and

practicingcertificate;

iv. Practisinglicence(CHRP)willbeanaddedadvantage

v. Evidenceincomputerliteracy;

vi. KnowledgeinComputerHumanResourceIntegratedSystem;

vii. Knowledgeofrelevantlegislation;

viii. Six(6)yearsrelevantexperience in HR orrelated field from a reputable



organization.

Interestedservingofficersareeligibletoapply.

Requirementsforallapplicants

1.NationalIdentitycard

2.Academiccertificates.

3.Professionalcertificates

4.Anyotherrelevanttestimonials

5.ComplywithChapterSixoftheConstitutionbyprovidingthefollowing

currentclearances:

(a)PoliceClearanceCertificatefrom CID

(b)TaxcomplianceCertificatefrom KenyaRevenueAuthority

(c)EthicsandAnti-CorruptionCommissionForm

(d)ClearanceCertificatefrom HELB(whereapplicable)

(e)Clearancefrom anyCreditReferenceBureau

HandDeliveredapplicationsshouldbesubmittedinasealedenvelopetotheofficeof

theSecretaryCountyPublicServiceBoard,onorbefore7THFebruary,2019,by5:00p.m

GovernorsBuilding,GroundFloorRoom 03.

Thepositionappliedforshouldbeclearlyindicatedontopoftheenvelop

THESECRETARY/CEO

COUNTYPUBLICSERVICEBOARD,

P.O.BOX880-50300

MARAGOLI

CountyGovernmentofVihigaisanequalopportunityemployer

Womenandpersonslivingwithdisabilitiesareencouragedtoapply

Canvassingwillleadtoautomaticdisqualification

OnlyshortlistedCandidateswillbenotified.


