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KUMI DISTRICT SERVICE COMMISSION

 INTERNAL ADVERT No.01/2022.
Applications are invited from suitably qualified employees to fill the vacant Posts that exist in Kumi District Local Government.

Applications should be submitted in triplicate on PSF Form 3 (Revised 2008) and Education Service Commission form No.3(1998) revised to the Secretary, District Service Commission, P. O. Box 44, Kumi, not later than 5th April,  2022.  
Applications should bear the reference Number and title of the Post applied for.  Photocopies of academic certificates, transcripts, result slips, Registration Certificates, annual practicing licenses where applicable with three (3) recent passport size photographs must be attached.

Details of the Advert can be obtained from Kumi District Service Commission Offices, District website www.kumi.go.ug and Kumi Municipality Notice Board.

Applicants can also view the job descriptions and specifications from the Ministry of Public Service Website.

Department 

:
Administration 

Job Title

:
Senior Assistant Secretary

Salary Scale

:
U3

Vacancy

:
Six (06)

Key Duties and Responsibilities:

· Managing the implementation of all the district bye-laws and government policies, projects, programs and lawful directives.
· Carrying out government administration of the sub-county in conformity with government regulations and policies, district ordinances or bye-laws; and trust fund or secretarial by lower councils.
· Collecting and accounting for local government revenue in the sub-county.

· Executing orders and warrants issued by any Court if competent jurisdiction.

· Assisting in the prevention of crime and maintenance of law, order and security in the sub-county.

· Collecting data and keeping records of Council.

· Providing technical support to the Local Council III in planning, budgeting and implementation of government programmes, and 

· Supervising and monitoring the implementation of Socio-economic development projects.
Job and Persons Specifications:

Academic Qualifications:

· An Honours Bachelors Degree in Arts, Social Sciences, Development Studies, Social Work and Social Administration, Management Science, Law management), Business Administration(Management option), or a related field from a recognized awarding institution.

· Administrative Officers Law Course Certificate.

Experience:

· At least Three (3) years of working experience at Assistant Secretary level or equivalent level of experience in Administration gained in government or from a reputable organization.

Department 


:
Community Based Services

Job Title


:
Senior Community Development Officer 

Salary Scale


:
U3

Number of Vacancies
:
Four (04)

Key Functions

· Coordinating the effective delivery of gender, culture and community based services in the District/Urban Council.

· Supervising gender, culture and community centres and other community establishments.

· Maintaining and evaluating the effective implementation of National and Local Laws and policies on gender, culture and community social developments.

· Liaising with NGOs, Community based organizations and other stakeholders on matters regarding gender , culture and community development.

· Monitoring and evaluating gender, culture and community awareness and involvement in socio-economic development initiatives.

· Coordinating the collection, analysis and dissemination of gender, culture and community information.

· Supervising, registering and promoting gender, culture and community development groups.

Persons Specifications:

(i)    Qualifications:

An Honours Degree in Arts, Social Sciences, Development Studies, Rural Development Studies or SWASA or any related field from a recognized University or Institute.

(ii)  
Experience:

Should have a working experience of at least Three (3) years at the level of a Community Development Officer in government or Equivalent level of experience in a reputable organization in the field of Social Development or Community Based Services.
Department 

:
Community Based Services

Job Title

:
Community Development Officer

Salary Scale

:
U4

Vacancy

:
Six (06)

Key Duties and Responsibilities:

· Planning and budgeting for development programmes at the Sub-County level.

· Supervising staff that is involved in up lighting the Social and Economic welfare of Local Communities.

· Organizing local communities to effectively participate in development initiatives.

· Sensitizing communities on gender issues, social rights roles and obligations.

· Mentoring, evaluating and reporting on community development programs and projects.

· Promoting the equal participation of all communities, in development programmes.

· Promoting gender and growth of functional groups for the improved welfare of the population.

· Training communities in literacy programmes and Income Generating activities.

· Providing advise as the effective mobilization of the community for development.

· Legislation as gender and child rights.
Job and Persons Specifications:

Academic Qualifications:

An Honours Bachelors Degree in the Development Studies, Arts, Social Sciences, Social Work and Social Administration and Management Science from a recognized University/Institution.

Department 


:
Finance 

Job Title


:
Accountant/ Town Treasurer (Urban Council) 

Salary Scale


:
U4

Number of Vacancies
:
Four (04)
Key Functions

· Certifying all expenditure for the Urban Council.

· Preparing annual and monthly financial statements of accounts.

· Reconciling bank statements with cash books.

· Answering audit queries and inquiries.

· Supervising and guiding lower staff.

Persons Specifications:

(i)    Qualifications:

EITHER:   -  An Honours Bachelors Degree in Either Commerce (Accounting option) or Business Administration (Accounting Option) or Business Studies (Accounting Option) or Finance and Accounting from a recognized Institution.

OR:   -   Full professional qualifications in Accountancy like ACCA, CPA, ACIS and CPE obtained from a recognized awarding Institution /body accredited by ICPAU from a recognized Institution.

Department 


:
Finance

Job Title


:
Finance Officer 

Salary Scale


:
U4

Number of Vacancies
:
One (01)

Duties and Responsibilities:

· Preparing and consolidating budgets and workplans.

· Participating in preparing guidelines and plans for revenue collections.

· Executing plans for monitoring revenue collection in the District.

· Preparing supplementary estimates.

· Preparing and recircling periodical financial statements and reports.

· Identifying alternative sources of funds in the District.

· Updating general ledger accounts for monthly revenue.

Persons Specifications:

Qualifications:

(a)   
An Honours Bachelors Degree in Finance and Accounting, Economics, Business 

Administration, Commerce with a bias in Finance.

Department 


:
Education
 Job Title


:
Senior Education Assistant 

Salary Scale


:
U6

Number of Vacancies
:
Thirty Five (35)

Duties and Responsibilities:

· To prepare the schemes of work and lesson plans in line with the approved curriculum as a termly and weekly basis respectively.

· To conduct lessons and remedial work according to the set timetable.

· To participate in setting, administering and marking internal and external examinations.

· To carryout Child Studies and keep a profile for each pupil in the class.

· To guide and counsel pupils.

· To participate in class and departmental meetings.

· To serve as teacher on duty.

· To participate in co-curricular activities and link the school to the community.

· To participate in the self-assessment and appraisal of the Education Assistants.
Persons Specifications:

Qualifications:

· Minimum of a Grade III Teaching Certificate or equivalent from a recognized Institution.

· Registered with the Ministry of Education and Sports.

· Minimum of Six years teaching experience in the Primary Sector.

· Must have attended atleast one certified workshop or seminar and two short courses relevant to the profession.
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KUMI DISTRICT SERVICE COMMISSION

EXTERNAL ADVERT No.01/2022.

Applications are invited from suitably qualified Ugandans to fill the following vacant Posts which exist in Kumi District Local Government.

Application forms PSF Form 3(2008), and ESC From 3 (1998) revised to be completed in triplicate (Original in your own handwriting) are obtained from Public Service Commission or Secretaries District Service Commission Offices country wide.

Serving Officers must route their applications through their Heads of Department who should observe the closing date.  Certified photocopies of academic documents, Curriculum Vitae, and other relevant documents as well as recent passport size photographs and daytime telephone contacts should be attached to each form.

Applications should be addressed and submitted to:

The Secretary, District Service Commission, Kumi, P. O. Box 44, Kumi.  not later than 5th April, 2022.  Late applications will not be considered.

Details of this advert can be viewed from Kumi District Service Commission Offices and District Website./www kumi. go.ug. While Job description and person specifications 2011 can be viewed on the Ministry of Public Service Website; www.publicservice,go,ug.
Department 


:
Health 

Job Title


:
District Health Officer 

Salary Scale


:
U1

Number of Vacancies
:
One (01)

Duties and Responsibilities:

· Planning and budgeting for health service delivery in the district.

· Mobilizing resources for health service delivery in the district.

· Carrying out monitoring and evaluation of the delivery of health services in the district.

· Carrying out disease surveillance and prepare responses to outbreaks.

· Procuring medical supplies and equipment.

· Providing technical guidance and support supervision to Health Centres.

· Managing and accounting for financial, medical supplies and other resources allocated to the district.

· Supervising the maintenance of Health equipment and facilities.

· Interpreting National Health Policy and integrating it into District Health Plans.

· Coordinating the implementation of the Uganda National Minimum Health Care package (UNMHCP).

· Tendering advice on Health related issues to the District Council and other stakeholders.

· Coordinating sensitization programmes about PHC in the communities.

· Carrying out Human Resource activities.

· Carrying out Health Research.

· Supporting maintenance of the Health Management Information System in the District.

· Enforcing adherence to the Code and Ethics.

· Compiling and submitting periodic reports.

Persons Specifications:

(i) 
Qualifications:

· Must have a MBCHB or equivalent from a recognized University/Institution.

· Must have a Master’s degree in Public Health or its equivalent.  Or Master of   

· Medicine/Dentistry degree and a Post Graduate Diploma or degree in Administration or management from a recognized Institution.

· Must be registered and licensed with Uganda Medical and Dental practitioners Council.

· Must have a valid annual practicing license.

(ii) 
Work Experience:

Atleast Nine (9) years working experience as a health worker in Clinical practice.  Three of which must be at Principal level or equivalent.

Department 


:
Administration

Job Title


:
Town Clerk/Principal Township Officer 

Salary Scale


:
U2

Number of Vacancies
:
Four (04)

Key Functions

· Managing and coordinating the implementation of National Policies, regulations, programmes, projects and Council decisions in the Town Council.
· Providing technical advice to Council on administration and legal matters pertaining to the management of the Town Council.
· Developing and coordinating plans and budgets for council activities.
· Providing safe custody and accountability for resources, records and other facilities of the Council.
· Enhancing collaborations linkages with other local councils and organizations both within and outside the Town Council on matters pertaining to development.
· Assessing taxes and awarding licences for operating business int eh Town Council.
· Mobilizing Urban Community for development purposes.
· Supporting physical planning for the Town Council and approving structural plans.
· Developing and maintaining infrastructure in the Town Council including roads and buildings.
Persons Specifications:

Qualifications:

· An Honours Bachelor’s Degree in Social Sciences, Development Studies, 

· Social Works and Social Administration of Law or Commence (Management option) or Business Administration (Management Option) or Business Studies (Management option) or Management Science or Urban Planning and Management from a recognized University.

· Certificate in Administrative Law from a recognized Institution.

· Post Graduate Diploma in Public Administration and Management or Urban Planning and Management or Development Studies or Finance and Accounting from a recognized University/Institution.

Experience

At least Six(06) years of experience three of which should have been at the level of Senior Township Officer or Senior Assistant Town Clerk in Council or equivalent level of experience from a reputable organization.

Department 


:
Administration

Job Title


:
Senior Human Resource Officer 

Salary Scale


:
U3

Number of Vacancies
:
One (01)

Duties and Responsibilities:

· To manage performance and development of staff.

· To prepare draft submissions to District Service Commissions for appointments, confirmations, discipline and study leave for staff.

· To verify payroll before payment of salaries.

· To organize and conduct trainings in Human Resource functions.

· To implement decisions of the District Service Commission.

· To advise staff on matters relating to their terms and conditions of service.

· To maintain up-to-date personnel data in the form of staff list and other personnel tools like leave roster, probations’ register and schedule of staff on training.

· To manage the payroll of the entity and ensure that it is in harmony with the staff list and wage bill.

· Supervise and appraise direct reports.

Persons Specifications:

Qualifications:

(a)   
An Honours Bachelor’s Degree in Human Resource Management or;

(ii)   
Social Sciences or Arts in Human Resource field like Human Resource Development or Human Resource Management or Organizational Development Studies plus;

(b)
A Certificate in Human Resource Management from a recognized Institution.

(c)
A Post graduate qualification in Human Resource Management or Public Administration from a recognized Institution is an added advantage.

(d)
Work experience of atleast three years in Human Resource Management or related field and must have been confirmed in appointment.

Department 


:
Education 

Job Title


:
Headteacher 
Salary Scale


:
U4

Number of Vacancies
:
Twenty (20)

Duties and Responsibilities:

· To prepare the Schemes of work/lesson plans and teach students according to the set timetable.

· To be In charge of overall administration and management of the school.

· To plan for the physical development of the school and professional development of the staff.

· To plan, organize, direct and coordinate the teaching programs and activities of staff and students.

· To ensure proper planning, budgeting and accountability of the school activities and resources in consultation with the Management Committee.

· To coordinate the functions of the management committee and account to them and the ministry of Education and Sports.

· To initiate development projects for the school and mobilize resources for their implementation.

· To supervise and appraise all the staff and employees of the Institution and assess their performance.

· To prepare progress and summary reports for presentation and submission to the Management Committee and Ministry of Education and Sports.

· To direct activities concerning student admissions, provision of supplies and welfare services.

· To participate in the implementation of the Education Sector reforms related to Primary Education.

· To plan and Chair meetings in the school.

Persons Specifications:

Qualifications:

· Minimum of a Degree in Primary Education or the equivalent of this, from a recognized Institution.

· Must have attended atleast four workshops/seminars and four short courses relevant to the profession.

· Registered with the Ministry of Education and Sports.

· Minimum of twelve years working experience three of which should have been Deputy Headteacher or Principal Education Assistant level with administrative responsibilities.

Department 


:
Commerce

Job Title


:
Tourism Officer 

Salary Scale


:
U4

Number of Vacancies
:
One (01)

Key Functions

· Supervising staff.

· Preparing tourist or visitor information.

· Producing, promotional material and display, 

· Managing budget.

· Verifying reports, business plans and press releases,

· Maintaining statistical and financial records,

· Undertaking day-to-day centre management and administration.

· Liaising with Local businesses and the Media and 

· Carrying out market research.

Persons Specifications:

(i)    Qualifications:

Should have An Honours Degree in Either Languages, Tourism and Travel, Leisure and     

Hospitality, Business Studies or Marketing from a recognized Educational training Institution.

Department 


:
Education 

Job Title


:
Deputy Headteacher 

Salary Scale


:
U5

Number of Vacancies
:
Twenty Eight (28)

Duties and Responsibilities:

· To prepare the Schemes of work/lesson plans and teach students according to the set timetable.

· To assist the Headteachter in the overall administration and management of the school.

· To supervise the non-teaching and support staff.

· To ensure effective and efficient maintenance of records, material resources, facilities and information services for efficient accountability.

· To enforce discipline in the school.

· To organize and assist in the management and implementation of the curriculum.

· To oversee and coordinate the general environmental maintenance and renovation at the school.

· To act as the minute secretary of the Management Committee.

· To coordinate periodic reviews of the school curriculum.

· To ensure integrity of Internal and External exams administration and supervision.

· To prepare the academic plans, programs and schedules (time table) of the school.

· To participate in the implementation of the Education Sector reforms related to Primary Education.

Persons Specifications:

Qualifications:
· Minimum of a Diploma in Primary Education or the equivalent of this from a recognized Institution.

· Registered with the Ministry of Education and Sports.

· Must have attended at least three workshops/seminars and three and three short courses relevant to the profession.

· Minimum of Twelve years teaching experience as a qualified primary teacher, three of which should have been at Senior Education Assistant level or two at Principal Education Assistant or Five years at Senior level with Administration responsibilities such as Head of Department or Co-Curricular activities. 

Department 


:
Finance

Job Title


:
Senior Assistant Accountant 

Salary Scale


:
U5

Number of Vacancies
:
Six (06)

Duties and Responsibilities:

· Providing custody for accounting records and documents.

· Processing deferred for payments and returns and keeping records therefore,

· Posting financial transactions, cashbooks and subsidiary ledgers to General Ledgers and updating books of accounts,

· Preparing pay change report forms and reconciling payroll transaction reports.

· Entering transactions into the commitment control register.

· Providing custody of cash and imprest and effecting payment.

· Preparing draft monthly reconciliation reports.

Persons Specifications:

(i) 
Qualifications:

A minimum of a Diploma in Accounting or Financial Management or Business Studies/Administration from a recognized Institution.

OR    A pre-professional Accounting Qualification (ATC or CA) awarded from a recognized 
Institution and accredited by the Institute of Public Accountants of Uganda (ICPAU).
(ii) 
Experience:

At least 3 years of working experience as an Assistant Accountant in Public or reputable organization.

Department 

:
Finance

Job Title

:
Assistant Accountant

Salary Scale

:
U7

Vacancy

:
Two (02)

Key Functions
· Preparing vouchers.

· Assigning Invoice numbers to transactions for further processing.

· Recording data and capturing in the system.

· Providing information as Electronic Fund Transfer and executive payment to beneficiaries.

· Preparing payment advance form and compiling returns.

· Posting vote books and subsidiary ledgers.

Job and Persons Specifications:

Academic Qualifications:

A minimum of a Diploma with a bias EITHER in Accounting or Financial Management or Business Studies/Administration with Accounting and/or Financial Management as a subject obtained from a recognized awarding Institution.

OR

A Professional Qualification in Accounting Qualification (ATC or CAT) award from a recognized Institution.

Department 

:
Administration
Job Title

:
Office Typist

Salary Scale

:
U7

Vacancy

:
Ten (10)

Key Functions

· Typing correspondences and office work.

· Receiving and dispatching mails.

· Receiving telephone calls.

· Receiving and guiding clients.

· Maintaining cleanliness and orderliness of the office.

· Keeping and managing records, office stationery and equipment.

Persons Specifications:

Qualifications:

· Ordinary Level Certificate with at least 2 Credits including English Language and Three Passes.

· UNEB Certificate or Diploma in Secretarial Studies or equivalent qualifications from a recognized awarding Institution with the following subjects:-

· Business Communication Stage I

· Typewriting Stage II (40 WPM).

· Office Practice Stage I

· Computer Skills using Word Processing.

Department 


:
Administration

Job Title


:
Office Attendant 

Salary Scale


:
U8

Number of Vacancies
:
Three (03)

Key Functions

· Cleaning office premises and ensuring that the offices are properly locked.
· Collecting and delivering office items, documents, mails and parcels as instructed.
· Preparing and serving tea.
· Undertaking any official errands outside the office as instructed by the supervisor.
Persons Specifications:

Qualifications:

(i) Uganda Certificate of Education (UCE) with a pass in English Language.[image: image3.png]
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