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Submission cover
Ihe moin thrust of the Reporl is the developmenl of job descriptions ond specificotlons;
groding of jobs in occordonce with ihe job onolysis ond evoluotion results; review of the
orgonizotion siructure; determinolion of optimol sloffing levels; ond development of o new
solory slruclure in line with the newly-developed groding structure ond ihe solory ond
benefits survey. The ideos generoted in this Report ond the professionol points of views
expressed ore products of informolion methodologicolly onolyzed ond opinions
professionolly pul. The Job Evoluotion Reporl will help the Boord to overcome difficullies in
monoging identified chollenges in inlernol relolivilies ond in moinloining on equiioble ond
competitive poy structure.

The exercise hos oddressed groding issues logicolly ond systemoticolly ond hos produced o
fromework thot reduces subjectivily. The Report; incorporoting ihe views ond concerns of
lhe sloff logether with the onolysis, interpreiotions ond conclusions lherein should, given
CDFB's oriiculoted vision, mission ond corporote volues; constitule one of lhe criticol
linchpins in ironsforming CDFB into o leoding focilitotor of notionol developmenl to focilitote
otloinmenls of Kenyo Vision 2030.

We highly commend the openness. keenness, ond teomwork exhibiled by the
monogement ond sloff of CDF Boord during the exercise ond hope thol lhese quolities will

likewise be ot ploy during ihe criticol stoges of implemenling the recommendolions, like

odopting lo new job descriptions, grodes, orgonizotion slructure ond proposed solory
struclure.

Finolly, we wish the Boord every success in this mojor ond slrotegic chonge initiotive. we
pledge our ovoilobility ond should you need ony ossistonce during the process of
tm mentotion we will be willing 1o provide technicol supporl.
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MANAGING CONSUTTANT

ELrUD AND ASSOCIATES (E&A)
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EXECUTIVE SUMMARY

1.0 lnkoduclion

As port of the skotegies for responding to the chollenges it foces, the Consiituency
Developmenl Fund Boord (CDFB) commissioned ihe Job Evoluotion exercise. The
exercise wos specificolly oimed of enhoncing efficiency ond improving produclivity
by optimizing the ulilizotion of its humon resources.

t.t

1.2 The Boord engoged Eliud & Associoies(E&A) Monogement Consultonts to corry out
the ossignmenl. The exercise involved corrying out job onolysis; developing job
descriptions ond specificolions; review of job titles; conduciing job evoluotion ond
developing ronking therefrom; review of orgonizotion struclure; determinotion of
optimol sloffing levels; solory survey; ond developmenl of o new solory slructure. The
consullont held briefs with lhe monogement of CDFB in the iniliol sloges with o view
lo developing o common understonding on the objectives ond the processes it
would loke, ond the expecied outputs.

2.O Job onolysls, Descriptlons ond Specificolions

2.t The consultont developed o job onolysis instrumeni which wos used lo
sysiemoticolly collect doto on jobs in CDFB. A ponel of onolysts wos selected by
CDFB ond iroined by the consultont. Using the inslrumenl ond skills goined from the
lrolning, the onolysts collected doio on oll the jobs. From this ospecl of the exercise,
row doio on the jobs were pul logether ond mode ovoiloble for use in lhe olher
phoses.

2.2 Droft job descriptions ond specificotions were developed from lhe doto collected
ot the onolysis stoge. These were subsequenlly volidoled by the job evoluolion
ponel. The Job Descriptions ond specificotions were loter used os guiding
documenls in the evoluoiion process.

3.0 Job evoluolion

3.1 A stondord monuol intended for use by the job evoluolion ponel wos prepored by
the consullont. This wos odopted with some omendments. The monuol wos bosed
on lhe Point Roting melhod. This method wos odopted becouse il is onolyticol;
predictive; more ob.ieclive ond, therefore deemed to be foir, opplicoble to oll jobs
ond comporobly simple.

J.t ln developing ihe monuol, Six (6) compensoble foclors which ore commonly
opplicoble io oll jobs were idenlified ond defined. The foctors ogreed on were:

(o Responsibility;
Knowledge;
Meniol ond Emolionol Skills;
Interpersonol Skills;

Physicol Skills; ond

b
c
d
e



3.3

3_4

(f) WorkingConditions.

Eoch of these foctors wos ossigned o weight represenling their relolive importonce
1o the business of CDFB. For the purpose of determining lhe relotive worlh of the jobs.
eoch foctor wos sub-divided inlo subjoctors eoch of which wos further divided into
four levels; with level 1 being ihe lowest ond level 4 the highesl. Forty-Five (a5) jobs
were onolyzed ond evoluoted using ihe monuol.

Brood bonding melhod wos opplied in determining the groding struclure. A new
groding structure (See Toble 2) on poge l4 is recommended for odoption.

The orgonizotionol structure of lhe Boord wos exomined in line with ils mondote, core
business ond operotionol circumstonces. The cunenl structure {fig.1 ) wos olso
benchmorked wilh those of other Poroslotol orgonizotions to form the bosis of review
of lhe struclure.

5.0 Oplimol Sloffing levels

6.0 Review of Solory ond Benefils Slruclure

6.1 A survey wos conied oui to delermine the suitobiliiy of both the currenl remunerotion
proctices ond the levels of solories ond benefits offered by lhe Boord lo ils stoff ln
comporison with the prevoiling morkel rotes. This wos done 1o exomine the exlenl of
equity ond competiliveness of ihe current remunerotion proctices of the Boord.
Tweniy one (21 ) orgonizotions were opprooched to provide informotion ond 9
responded.

7.O ObservolionsondRecommendolions

7.1 Job Descriptions ond Specificolions

From the doto collected in the Job Anolysis process, Job Descriptions ond
Specificotions were developed. These were bosed on the unique experiences of lhe
CDF Boord os well os the generol proclices in the Kenyon Lobour Morket. The Job
Descriptions ond Specificotions contoined in Appendix ll (provided in o seporo'te
volume) ore recommended for odoption.

7.2 The groding structure:

The Job Evoluotion process resulted in on overoll comporolive worih of eoch job in
relotions lo other jobs in CDF Boord. The volue scored by eoch job delermined iis

\

4.0 OrgonlzotionolSlructure

ln the course of the Job Anolysis process, the esloblishmenl levels of the Boord wos
exomined. The currenl ond future needs of the orgonizotion were olso considered.
The onolysis which shows the opiimum sioffing level is given in Toble 3.



ronking. Using lhe brood-bonding opprooch, o groding siructure wos conslructed.
The Groding Structure in Tobles 2 is hereby recommended for odopiion. The
recommended Groding Siruclure hos 8 Grodes, where Grode I is for Executive;
Grode 2 is for Chief Monogers ond Heods of Deportmenis; Grode 3 - Senior
Monoger; Grode 4 - Middle Monogers/ Officers; Grode 5 - professionol/Technicol
Stoff; Grode 6-Supervisory/Skilled Sloff; Grode 7 - Semi-skilled stoff; ond Grode 8 -
Support Stoff.

7.3 OrgonizolionolSrrucfure

ll wos observed ihot lhe struclure of the CDF Boord hos been evolving over time. This

hos been o reflection of chonges lhoi lhe Boord hos been undergoing over the
period of its existence. The review lorgeted o structure thot would ochieve the "best
fit" for lhe Boord ond its operoling circumstonces. Ihe following ore recommended:

i. A new orgonizotion structure in Figure 2 os outlined in chopler 4 should be
odopted.

The role of lhe Fund Monoger, previously referred to os the Fund Accounl Monoger
hos been enriched to include project monogement ond co-ordinotion function
which is very inlegrol ol lhe constituency level. This is necessitoted by lhe need to
effectively oversee lhe implementoiion of oll CDF-sponsored projects in ihe
constituency, ond olso to continuously monitor. evoluote ond report on their
performonce. The Fund Monoger will perform oll odministrotive duties thot were
hilherto performed by the Fund Account Monoger, ond will be the AIE holder ol the
Constituency level, o funclion thoi is currenlly being performed by the Districl
Development Officer (DDO),on employee of the Plonning Ministry. He will olso be lhe
interfoce between lhe CDF Boord Secretorioi ond oll stokeholders ot lhe
Constiluency level, including Members of Porliomenl ond the locol communiiies.

lv.

There is need lo creote o supporl function thot will underloke oll clericol dulies ond
office supporl octivilies oi the Constiluency level. ll is proposed ihot lhis funciion be
performed by clericol officers in eoch constituency.

vlll

The roles ond Functions of the Chief Monoger, Progrommes hos been enriched to
incorporote 'Depuiizing for the Chief Executive Officer'.

The Fund Monoger will continue 1o perform oll dulies which ore occounting in

nolure,ol lhe Constiluency level. This role will be imperolive to give lhe CDFB

secretoriot ihe much-needed independence in finonciol operotions ot lhe
constiluency level. The Fund Monoger will iherefore not only be responsible for
preporotion of Budgets, finonciol reporls ond returns but will olso be o mondotory
signolory to oll Cheques issued ot the Constituency level, os opposed io the current
proctice where ihis role is performed by the District Accountont (DA), on employee
of the Ministry of Finonce.
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Upon thorough onolysis of the progromme function, it wos reolized thol the structure
of the Progrommes deportment needed streomlining. The Progrommes funclion hos
two key componenis i.e. Coordinotion; ond Monitoring &Evoluotion. Ihis needed to
be broughl out cleorly. Ihe job of Regionol Coordinolor is olso missing from the
currenl slructure yet it exisls on the ground. The proposed siructure hos
occommodoted lhese needs.

In the process of Job Anolysis. il wos observed thot the CDF Boord is in lhe process of
undertoking o compulerizotion progromme which will include nelworking of oll ils
esloblishments notionwide. This will require prooclive enhoncement of bolh tCT
infrostructure ond softwore. The current struclure is missing on speciolized jobs like
user support ond systems odminiskotion. The proposed structure hos therefore
provided for these by creoling the jobs of ICT Officer (User supporl) ond tCT Officer
(Syslems Adminislrolion).

In the finonce functlon, lhe current siructure provides for two senior Accounlonls -
one for consliluencies ond onother one whose roles were not cleorly spelt oul. In
slreomlining this, the proposed slructure hos reloined just one job of Senior
Accountonl.

The Procurement function is unique: In the current structure it is indicoled lhol
procuremeni reports to Chief Monoger Finonciol Services. This con present o
chollenge in terms of iniernol controls for it will meon thol the one who buys is ihe
one who poys. Consequenlly, in the proposed slructure, lhe Procurement function
hos been mode lo reporl to the Chief Executive Officer. This will moke it conform to
the stotutory requirements ln procurement.

Ihe struclure of Humon Resources monogement function wos olso considered. ln lhe
current struclure, lhe two sirolegic componenls of HR function i.e HR Welfore ond
Administrolion (including solory odministrotion) ond HR Development ore nol coming
oui cleorly. The proposed struclure hos delineoted these roles to enoble HR ploy its
integrol strolegic responsibililies in the orgonizolion.

There is need for o Quolity Assuronce ond Risk Monogemenl function within the
CDFB. We propose thot in this interim period, ihis funclion be performed by the
Inlernol Audit function, leoding lo the creotion of lhe posilion of Quolity Assuronce
Monoger. However, once lhe CDFB goins full control of oll the operoiions ot lhe
consliiuency level where mosl risks ond quolily monogement issues ore onticipoted,
then the funclion will need 1o be oulonomous to enhonce both its copocily ond
performonce.

The currenl struciure hos o provision for deputy CEO/Notionol Progromme Officer. ln
the process of Job onolysis. it wos reolized thot with the posilion of Chief Monoger
Progrommes, the deputy CEO/NPC will hove very liltle to do. There wos o heovy
overlop in lhe responsibililies of lhe two jobs. ll wos olso observed lhot mony
Porostolol orgonizolions do nol hove lhe position of the Deputy CEO. ln view of lhese
observotions, the job wos dropped from lhe proposed orgonizotionol struclure wilh
recommendolion lhoi il be removed oltogeiher.

l\



x t. It is proposed thot lhe Boord creoies the funclion of Corporote Plonning ond
Strotegy, to be heoded by o Corporote Plonning ond Sirotegy Monoger; ond
responsible for nol only Slrotegic Plonning bul olso developmeni of work plons;
performonce monogement; including performonce conlrocling; ond reseorch
services.

7 .4 Sloffing Leve/s

Stoffing Levels of the Boord keep on chonging due to the exponding needs occosioned
by its mondote ond diverse operotionol requirements. Considerotion hos been token of
the trends of lhe chonges in stoffing needs of the Boord ond the expecled chonges
which ore likely lo toke ploce in lhe immediote fuiure such os computerizolion of its

operolions. The suggestions in stoffing levels outlined in Toble 3 given in chopter 5 ore
oligned io ihe recommended orgonizolionol struclure ond lhe core business of CDFB.

ln view of ihe obove observotions. it is recommended thot lhe estoblishment levels
depicied in Toble 3 be opproved ond necessory strotegies be lnitioled to fill the gops
identified therein. Overoll, the key recommendotion in this oreo is the need to hove o
uniform structure ol lhe constituency level io ensure uniformily in sioffing proclices ot thol
level ond olso enhonce service delivery. lt is recommended thot the posl of Clericol
Officer be creoled for eoch constituency to execuie the supporl functions. Ten Regionol
Coordinotors hove olso been proposedi one for eoch Province; sove for Rifl Volley ond
Eosiern Provinces which will hove two regionol coordinotors due to size ond
geogrophicol dispersion. The post of Corporoie Plonning ond Strolegy Monoger hos

been creoted within the Corporote Plonning ond Strotegy function. Two positions for ICT

Officer (User support) ond ICT Officer (Systems Adminislroiion) hove olso been creoted in

onticipotion of the demonds of the ongoing computerizotion progromme. The mondote
of the lniernol Audit function hos been enhonced to include Quolity Assuronce ond Risk

Monogemenl, leoding io lhe subsequent creotion of the position of Quolity Assuronce
Monoger to oversee ihe development of operotionol policies, sysiems ond procedures
ond olso monoge corporole risk. The posl of Legol Assislont hos olso been creoted to
ougment the efforts of the Legol Officer. The Accounting funclion needs to hove more
stoff numbers io enoble the Boord effectively reolize its Mondote. The net-effect is thol
CDFB is operoting with stoff strength below lhe oplimum level; i.e. undercopocity of 296

stoff .

7.5 Solory ond Eenefils Slruclure

The solory ond benefits survey considered the cenlrolity of remunerotion proclices in

otlrocting, retention, moiivotion ond performonce of stoff. The morkel proctices
were olso exomined for benchmorking purposes.

On the bosis of whol hos emerged from the solory ond benefits survey ond lhe
newly-developed Groding Slruclure; the solory ond benefils structures contoined in

Tobles 5 ond 5 is recommended for odoption.

\



7.6 Hormonizotion of job titles

It wos identified thot some jobs hod two types of problems:
o) Jobs with ombiguous tilles; ond
b) Jobs whose titles do not directly correspond with ihe responsibilities ond tosks listed

in the job descriplions.

The job evoluotion ponel in consultolion with lhe consullonl recommended chonges
in those job titles os contoined in Toble /. Specificolly; the Senior Monoger Corporote
ond Legol Affoirs should be renomed Senior Monoger. Corporole Affoirs ond
Communicotions; the Senior Monoger, Progromme(R) should be renomed
Progromme monoger (M&E); the Senior Monoger (PC) should be renomed
Progromme Monoger (Coordinotion); lhe Accounls Assistonl should be renomed
Assistont Accountonl; the Regionol Audiior should be refened lo os lnternol Auditor;
copy Typisl should chonge to Secretory; Senior Copy Typisi should become Execulive
Secretory; Principol Humon Resources Officer should become Chief Monger, Humon
Resources ond Adminislroiion; Clericol Officer should become Office Assistont; ond
lhe Fund Accounts Officer should be refened lo os Fund Monoger.

\t



I.O INTRODUCTION

1., Bockground

The Constituency Development Fund Boord (CDFB) wos estoblished under section 5
(l ) of the Constituency Development Fund Act 2003. ll wos estoblished os the
notionol odminisirotive orgon of ihe Constituency Developmenl Fund (CDF) chorged
with lhe responsibility lo, inter olio:

(o) Ensure iimely ond efficienl disbursemenl of funds to every constituency;
(b) Ensure efficieni monogement of the fund;
(c) Receive ond discuss onnuol reports ond relurns from the constituencies;
(d) Receive ond oddress comploints ond dispules ond toke ony oppropriote oclion;

ond
(e) Consider project proposols submitled from vorious constiiuencies in occordonce

with lhe Acl, opprove for funding those projecl proposols thot ore consistenl wilh
the Act ond send funds to the respective constituency Fund Accounts of fhe
oppropriote projects.

ln ploying these roles. the Boord is the coordinoting ogency of olher stotulory orgons
of the Fund such os the Dislrict project Committees. Constiluency Developmenl Fund

Commitlees ond Pro.iecl Monogement Committees. ln oddition to the odministrolive
roles of coordinoling other ogencies. the Boord hos the responsibility of corrying oul
iechnicol work, moinly deoling with project opproisol ond evoluotion ond sound
finonciol monogemenl proclices; logelher with olher ottendonl oclivities thol
supporl lhese core roles.

CHAPTER ONE

To ploy these roles, the CDF Boord hos evolved into on instilution with segregoted
funclions. As needs ond chollenges keep on emerging, the Boord hos been in
consiont review of its syslems ond structures in order to be on effeclive orgonizotion
in responding to those needs ond chollenges. ln iis five yeor Strotegic Plon (20)0-

201 4), the Boord hos identified sloff remuneroiion os one of the issues posing
chollenges io its effectiveness. Also ideniified in lhe Plon is the issue of overlopping of
roles. ln recognition thot such chollenges con hove long-term implicolion on i1s

performonce ond impoct, the Boord mode o strotegic decision io undertoke the
Job Evoluotion exercise to oddress some of the institutionol chollenges ideniified
during ihe Slroiegic Plonning process.



t.2 Ihe Consullon cy Objeclives

The brood objectives of the Job Evoluolion exercise were:

o) To provide o methodicol ond relioble opprooch for deiermining lhe comporotive
worth of Jobs wiihin CDF Boord;

b) To clossify Jobs occording to their relotive weight ond degree of distinctiveness ond
on ihol bosis formulote o tronsporent Ronking Syslem;

c) To provide the bosis for o Systemotic ond Equiloble Job Groding Struclure for CDF
Boord; ond

d) To estoblish ond mointoin o Foir ond Equitoble Poy System occording to lhe Groding
of the positions.

,.3 lerms of Reference (LO.R)

The CDF Boord engoged Eliud ond Associoles (E&A) Monogement Consultonts to
focilitote the Job Evoluotion process. ln commissioning the exercise, lhe Boord
inlended to slreomline its humon resources monogement systems. especiolly
orgonizotionol design ond stoff remunerolion in order 1o creole o suitoble
environmenl for otlrocling ond retoining high quolity ond compelent humon
resources. The following therefore consiituted the TOR for lhe ossignmenl:

o) Formulote o communicolion strotegy for ensuring stoff underslond lhe purpose
ond scope of the Job Evoluotion Consultoncy exercise. lt should olso specify the
role of stoff in the exercise ond how the results of the exercise will be
communicoled;

b) Develop o comprehensive work-plon for lhe vorious phoses of lhe Job Evoluotion
Consultoncy exercise indicoting resources, timeliness ond deliverobles;

c) Estoblish o Projecl Steering Commillee/Job Evoluotion Ponel (JEP). for sleering the
whole exercise. The JEP is to ossist in determining the Roting inslruments ond the
ocluol Job Evoluotion process, including deciding lhe Benchmork Jobs, in
consuliolion with the Consultont;

d) Criticolly Anolyze lhe cunent orgonizotionol structure with o view to exomining
the cunent Groding, Spon of Control of key monogement posilions.
monogement to workers rotios, current Solory ond Benefits Structure, idenlify
oreos where over-monning exists, revise Job Descriptions-where necessory, ond
develop o suitoble Orgonogrom/Sloff Estoblishment Levels for lhe CDF BOARD;



e) Design oppropriote Job Anolysis queslionnoire ond determine the Job holders to
be interviewed, ond olso lo f ormulote the procedures f or odminislering lhe
questionnoires;

f) Conducl in-house lroining for idenlified Job Anolysts who will in lurn be involved in
scoring of the Jobs, under the guidonce of the Consultont;

g) Review ond updole/produce comprehensive
Specificotions in o sound ond precise formot f or
exercise;

Job
use in

Descriptions ond
the Job Evoluotion

h) Conducl o detoiled Job Anolysis of oll the Jobs, wilh o view 1o updoling the Job
Descriptions ond Specificolions;

i) Apply o suitoble Job Evoluoiion system ond evoluoie oll the Jobs wilhin lhe
cunenl CDF BOARD esloblishment;

j) lnsloll o quolily ossuronce syslem thot ensures the Evoluotion of oll Jobs is

conducled in o proper, consislent ond equitoble monner;

k) Review the current Groding systems to determine its relevonce to the Vision,
Mission ond Strolegic Objectives, ond come up with on oppropriote Groding
Struclure;

m) Recommend oppropriote Remunerotion levels (Solories, Bonuses ond
ollowonces) for the vorious colegories of Jobs in the CDF Boord to ensure inlernol
equitobility ond exlernol competitiveness;

n) Anolyze current Stoffing levels in order to determine the optimum esloblishmenl
levels/workforce numbers;

o) Ensure Skills lronsfer/Copociiy Building so thol there is odequole Copocity within
CDF Boord lo conduct similor ossignments in future;

p) Developing on implemenlolion strotegy thoi will be used to drive the Chonge
process towords the desired Slrotegic direclion;

q) Formulote oppropriote Recom mendolions;

s) Offer Follow- up service to ensure successful lmplemenlotion.

l) Conduct on oppropriote Solory ond Benefits Survey, ensuring ihot lhe
comporotors ore orgonizotions which ore suiloble for purposes of Benchmorking
with the CDF Boord;

r) Prepore on Action Plon for lhe implementolion of lhe identified
rec om m endo tions; ond



CHAPTER TWO

2,0 APPROACH AND METHODOTOGY

2.1 MonogemenlBriefings

It wos importont thot the Consultont ond Monogement of CDFB developed o
common underslonding of the objectives of lhe exercise ond clorify expeclotions
from eoch side. The Consultonts iherefore mode severol consuliotions with lhe lop
monogement of lhe Boord of the very beginning. The consultolions focused on:

o) Purposes of job onolysis ond evoluotion;
b) Deioils of the procedures to be followed; including lhe work plon ond the

limefrome;
c) Expected outpuls of the exercise;
d) The modolities of esloblishing o Job Evoluotion Ponel ond their role; ond
e) Clorificoiion of vorious roles ond lhe humon requirements of eoch job.

2.2

Following on initiol presentoiion mode by lhe consultont to lhe monogement ond
subsequeni consultotions, o Job Evoluotion Ponel comprising monogemenl sioff of
lhe Boord wos constiluled. This wos o cross-funclionol teom. lt wos necessory lhot
eoch functionol oreo of lhe Boord be represented in this leom. Eoch member wos
expected lo hove reosonoble understonding of the jobs from the functions he/she
represented in order to be oble to ossisl the rest of the Ponel in underslonding
ospects of eoch job in lhe process of evoluolion. Deloils of lhe Job Evoluolion Ponel
members ore otloched os APPENDIX lll.

Selecfion of Job Evotuolion Ponel

T

T

l

In order 1o ochieve lhe objec'lives sloled obove, the job evoluoiion process hod to
meet certoin slondord criterio: Firsl, the exercise hod to be os objective os possible.
This demonded thot the jobs be evoluoted "os is" nolwilhslonding the current
occuponts. This criterion olso demonds lhot the evoluolors be olerl oboul ond ovoid
os much os possible. ony extroneous issues. To meet these requirements, the
evoluoiion demonded thot tools such os the monuol ond the job descriptions hod to
be os explicil os possible. Second, the evoluolion hod to be porticipotory. This wos
imporlont to ensure ownership of the process ond ils result by lhe CDF Boord. Ihird,
the evoluolion exercise hod to be comprehensive. This wos ochieved through
intensive consultotions with oll ihose concerned os well os holding lengthy discussions
with the teom corrying oul the ossignmenl. Fourth, the evoluotion exercise hod to be
well understood, especiolly by those involved in the exercise. Finolly, job evoluotion
needed lo be sufficienlly onolylicol. Although it is nol o scientific process, job
evoluolion hos to be systemolic ond onolyticol, toking into considerotion the
circumstonces of every job in relolion lo olher jobs in lhe orgonizolion ond lhe nolure
of lhe business of the CDF Boord. In fulfillmenl of the obove criterio, lhe consulting
teom conied out the following tosks:



2.3 Troining of lhe Job Evoluolion Ponel

The Ponel ihereofter reviewed the job onolysis quesiionnoires ond the Job Evoluotion

lnstrumeni. This wos done for the purpose of tesling the suitobility of ihe inslruments

ond the Ponel's underslonding of the structure ond process. ln this process. bolh the
Job Anolysis Questionnoire ond ihe Job Evoluotion lnstrumenl were cuslomized lo
reflecl the needs ond reolity of the CDFB ond thus moke them relevont ond
o pplicoble.

2.4 Developmenl of Job Evoluotion Monuol

2.4.1 Prcpotolion of lhe Iools

A job evoluotion lool is necessory to set lhe porometers for objeclive roting of jobs os

well os guiding the Ponel in whoi lo consider while evoluoting jobs. The Consultont

developed o stondord monuol which took inio considerotion the operolionol
circumslonces of the CDF Boord. The droft.iob evoluotion monuol prepored by the
Consulioni wos presenled to the Job Evoluotion Ponel for review. volidotion ond
odopiion. After intensive discussion, the ponel suggested ond odopted some

omendmenls to ihe droft monuol. The consultont ihen reviewed the drofl monuol on

the bosis of suggestions mode by the teom. ln the course of this. the compensoble
foctors were selected ond deflned to reflect the reolity of CDFB. Eoch foctor wos

further broken down into subjoctors ond, subsequently, four levels. Six compensoble
foctors, nomely, Responsibility; Knowledge; Mentol skills; Interpersonol Skills; Physicol

Skills ond Working Condilion, were odopted. The foctors were furiher divided into thirty-

one sub-foctors ond eoch sub-foclor wos split into four levels eoch with o definiiion to
guide the scoring. The levels were bosed on noticeoble differences so thot ony
evoluotor could eosily understond the system. The Teom took into considerotion ihe
circumstonces ond needs of the Boord in selecling ond defining the foclors. The
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To enoble the Ponel develop undersionding of the evoluotion slruciure ond process

ond hove bosic skills for corrying oul the exercise, ihe Consullont conied out on

evoluotion iroining for the Job Evoluoiion Ponel. The lroining thol iook ploce ot the
Kenyo School of Low from lTth 1o l9th Morch. 2010 covered the following oreos:
(o) Purpose ond objeciives of job evoluolion;
(b) Key principles of job evoluolion;
(c) Developing job evoluotion instrument;
(d) How lo corry out scoring; ond
(e) The Job evoluotion process;



outpul of this process (The Job Evoluotion Monuol) is oltoched os APPENDIX lV.
Iogether with ihe monuol, o scoring tool lhol summorized the monuol wos prepored
ond used in scoring the jobs. This is oltoched to this report os APPENDIX V.

2.4.2 Seleclion of lhe Job Evoluotion Melhod

There ore mony schemes or methods of corrying out job evoluotion. In order lo suil
the speciol circumstonces of the CDFB. lhe method lo be used hod lo meel the
crilerio spell out below:

. Anolyticol: Ihe method selecled needed to hove on in-built copoci'ly for
sysiemolic ond objective quontificolion of ihe ossessment of the job in order
to orrive of ils comporoble volue;

. Predictlve: The most suiloble method wos one which hod o high probobility
thol differenl evoluoiors using lhe some inslrument would orrive ol lhe some
results ond drow similor conclusions;. Primo Focle Foirness: This crilerion demonded thol the melhod selected wos
seen to be objective in its opplicolion in order thot the evoluotion process wos
oble to ochieve internol equity;. Conslstency: The melhod selected hod to hove on in-built copocily for
consistency in opplying it by ihe evoluotors. ll ought not'to hove given room
for inconsistent roling of differenl jobs;

. Mullivorionl: The method chosen hod to be suiloble for oll job cotegories due
lo verticol (ronge of job foclors) ond horizontol (onking score for eoch job
focfor.) elosticity; ond

. Slmpliclty: The meihod selected hod to hove on inherenl simplicity in
computing evoluotion resulls (Scores).

The following methods ore usuolly opplied in conducling Job Evoluoiion in dlfferent
circumstonces:

{o) Job Ronking;
(b Poired Comporison;

Job Clossif icotion;
(d Foctor Comporison;
(e) The Hoy-MSL;
(f) Competency/Skillsgroding;ond
(g) Point Roting.

Toking inio considerotion the circumstonces of ihe CDFB, the consultont
recommended the Point Roting melhod os lhe most suiloble. This is becouse lhe
point roting method involves breoking o job inlo foctors ond levels, moking il possible
to onolyze vorious elements of o job thot mokes il equol lo. or different from. olher
jobs. This recommendolion wos odopled ond opplied in evoluoting the jobs in CDFB.

(c

()



2.4.3 Reosons for Selecfing lhe Point Roling Melhod

Bosed on the obove reosoning. the Point Roting Melhod wos selecled os being the
mosl suitoble for evoluolion of the jobs ot CDFB. This wos due lo three foctors,

nomely: -
(o) Technicol ond onolyticol soundness;
(b) Copobility in meosuring the depth ond breodth of job demonds; ond
(c) Populority in orgonizotions wiih o voriety of ocliviiies like CDFB.

The Poinl Roting method is octuolly lhe mosl opplied method for Job Evoluotion the
world over.

2.5 Deve,oping o Groding Slructure

The evoluotion process produced oggregole scores for eoch job. Focior weighls

were looded to the score lo give ultimote scores. The uliimole scores were sorted

using o spreodsheet to indicole the emerging volues of the jobs from the highest to
the lowest. Using o brood-bonding method. the groding struclure wos developed os

indicoled in Toble 2.

2.6 Review of lhe Orgonizolionol Slruclure

The current struclure of lhe orgonizolion wos subjected to scruiiny bosed on the

mondole of ihe CDF Boord; functionol onolysis; ond ihe Boord's prevoiling

operotionol reoliiies. The study included o benchmorking process which compored
lhe slructure of ihe Boord with lhose of other similor orgonizoiions. From this process,

o proposol to modify ihe structure hos been given in Flgure 2.

2.7 Determinolion of Optimum Sroffing leve,s

The current ond future operotionol needs of the Boord were exomined in order io
deiermine lhe opiimum stoffing levels. This wos done olso in lighi of the cunenl
estoblishment. Detoils ore provided in Chopter 5 with the onolysis provided in Toble 3.

2.8 Developing a Salary Structure

'7

The current remuneration practices of the Board were examined to determine the extent to

which they are internally equitable and externally competitrve. This was done in consideration

of the fact that remuneration practices are crucial in enabling attracting and retention of
qualified and competent staff. A salary and benefits survey was carried out to compare and

benchmark the Board's remuneration levels with those of similar organizations. Details of this
process are found in Chapter Six.
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3.0 THE JOB ANATYSIS AND EVATUATION

3. I Job Anolysis

Job onolysis is on essenliol preliminory stoge of on evoluotion exercise. This is o
process of systemoticolly collecling dolo on jobs. lnformotion so collecled is lhen
used in developing job descriptlons ond specificolions. During the job onolysis
exercise for CDFB, lhe following key steps were token:

o) Designing of o job onolysis quesiionnoire for doto colleclion;
b) Briefing of monogement on the slruclure, contents ond process of odministering

lhe .job onolysis lool;
c) Troining of onolysts in using the lool to collect dolo;
d) Volidotion of the doio by counlersigning ihe onolysis forms by the monogers or

supervrsors;
Using the doto to developjob descriplions ond job specificolions; ond
Volidotion of the job descriplions to moke them cleqr, detoiled ond focused

Oulpul of lhis losk

lnformotion on existing ond proposed jobs in CDFB wos coplured ond onolyzed
occordingly to bring out ihe key roles. responsibilities ond circumstonces of eoch job;
bosic requiremenls for successful performonce ond lhe level of interoctions between
the job ond inlernol os well os externol porlies. The Job onolysis questionnoire is

oiioched os APPENDIX l.

3.2 Developmenl of Job Descriplions ond Specificolions

Out of ihe informolion obloined from ihe Job Anolysis, Job Descriplions ond Job
Specificolions were developed. This is o document thoi gives o cleor view of the job
in lerms of:

o) Job title;
b) Job purpose;
c) Reporting relotionships;
d) Deportment/division/unit where lhe job is locoied;
e) Supervisory responsibility, if ony;
f) Key responsibilities or key result oreos thot spell out lhe contributions of the job lo

lhe core mondote of ihe Boord;
g) Inlernol ond externol contocts;
h) Job specificotions spelling out lhe bosic or minimum requirements lhot o job

holder needs io possess lo be oble lo perform successfully on the job. Ihis wos
defined in terms of knowledge, skills ond experience required by lhe job.

(e)
(f)

l{



Oulpul derived from lhis exercise:

All jobs in CDFB were defined ond job descriptions ond specificotions prepored. Ihis
output wos significont both for ihe job evoluotion exercise ond performonce
monogement in fulure. For the job evoluotion, job descriptions ond specificotions
provided informotion which formed the bosis of scoring different foctors in lhe .jobs.
The documenl will olso be useful in performonce monogement since it spells oul
different elements thot define the criterio for meosuring performonce. Job
descriptions ond specificotions developed will therefore be useful iools in corrying
out performonce review ond identificolion of troining needs. The Job Descriptions
ore ottoched os APPENDIX ll.

3.3 Seleclion of lhe Job Evoluolion Melhod

The Point Roiing method focuses on foctors. Foctors ore thus the moin chorocteristics
which ore common to the ronge of evoluoted jobs but ore preseni ot differenl degrees
in lhe jobs; which in this cose wos between 1-4 with I being ihe lowesl ond 4 the
highest.

ln the Point Roting Method, specific job demond foctors were chosen such os
responsibility; knowledge; mentol ond emotionol skills; etc. Eoch specific foctor wos
then onolyzed inio subJoctors ond ihe sub{octors into levels. Eoch level hod o volue
used for scoring the jobs. By onolyzing eoch foctor. il wos possible io identify lo every
fine limit the contribution of eilher the fociors or elemenls. Once lhe focior levels were
developed, eoch level wos given o poinl depending on iis importonce in the job. Eoch
of the foctors were weighed by ossigning o number of poinls lo it reflecting its

importonce in the job performonce. Once ihe job demond foctors ond elemenis were
defined ond poinl ossigned, lhe job hod then been evoluoted. The foctors were used
for ossessing relotive volue of jobs. A summory definition of the foctors is given here
below:

3.3.1 Responsibility

The exlent to which the job holder hos responsibilily for ossets, records, informoiion,
finonciol resources ond for direcling ond conlrolling stoff .

This foctor consisted of the following subJoctors:
. Accounlobility;
. Decision moking;
. Effects of error;
. lndependence of work;
. Judgmenl;
. Responsibility for Finonciol Resources;
. Responsibility for physicol resources;

9



. Responsibilily for informolion, records ond reporis;

. Responsibility for sloff sofety;

. Responsibility for supervision of others;

. Supervision received; ond

. Work pressure.

3.3.2 Knowledge

The omount of knowledge ond experience required by the job holder, without which lhe
work connol be corried out.

Thls foctor wos divided into the following sub-foclors:
. Educotion;
. Relevont work experience;
. Creotivity;
. Complexity of work;
r Know-how; ond
. Plonning ond coordinoiion.

3.3.3 Mentol ond Emotionol Skills

The requirement 1o comprehend. evoluote ond moke judgments. lo obsorb informotion,
ond to corry out onolysis.

This foclor wos further divided inlo lhe following sub-foclors:
. Accurocy;
. Anolyiicol skills;
. Initiotive;
. Mentol ond emotionol effort; ond
. Problem-solving.

3.3.4 lnlerpersonol Skills

The exient 1o which lhe job requires the compelency to monoge relotionships in the
work environment ond use of cleor orol ond writlen communicolion in lhe interprelotion
ond expression of informotion or opinion lo others. This foctor olso ossesses the exlent lo
which the job holder hos the skills to monoge ihe unspoken issues of other employees.
This foclor wos furlher divided inlo the following sub-foctors:
. Sociol skills;
. lnternol coniocis; ond
o Externol contocts;

3.3.5 Physlcol Skllls

The level of precision ond control required in the co-ordinote use of the limbs with one or
more of lhe senses, involving physicol slrength ond slomino.

This foctor wos furiher divided into the following sub-foctors:

l0



. Ronge of skills;
o Dexierity; ond
. Physicol efforl.

3.3.6 WorkingCondilions

3.4 Determinotion ol Foclor Weighting

For lhe purpose of owording ullimote volue to every job, eoch of the foclors wos
ossigned o welghl ihot reflects lhe level of its importonce to the business of the
Boord. Eoch foctor wos oworded o percentoge os its weight.

TABLE I: WEIGHTS AWARDED TO THE FACTORS

FACTOR % AGE

I Responsibi/ily 30

2 Knowledge t5

3 Mentol ond Emolionol Ski/ls 20

4 lnter, ersono/ Ski//s 20

Physicol Ski/ls t0

Working Conditions

TOTAT 100

3.5 Focilitollon of Job Evoluotion Process

The primory objeclive of this stoge wos to undertoke on objective ond
comprehensive evoluotion of jobs ond delermine lhe relolive worth of eoch job in
the CDF Boord for groding purpose. The evoluolion process wos conducled by
exomining the job descripiions ond specificolions ogoinst the Job Evoluoiion monuol

The extent to which the job demonds working in fumes, dust, dirt. vibroiion, ond noise
or physicolly restricting conditions. lt olso ossesses the extent io which the job requires
the job holder io work inegulor or obnormol hours. This focior olso exomines the
extent lo which the jobholder is exposed to physicol, mentol ond emotionol hozords
inhereni in the job environment.

It is o bosic ossumption in Job Evoluotion thoi oll jobs to be evoluoted require oll the
foctors. Knowledge; for exomple, exists both in lhe job of o Clerk ond lhol of the
Chief Executive Officer. The difference between the jobs is determined by the
degree to which one foclor exists in o job compored 1o other jobs. To bring out these
differentiols, eoch focior wos sub-divided into sub-foclors ond, subsequently, inio
levels, representing the degree lo which o job possesses lhot foctor. Eoch level wos
given explicit definition lo be used in determining lhe degree lo which o job would fit
into o focior. Toble I below shows the distribution of weights lo lhe six (6) foclors.

5
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for scoring purposes. A score for eoch foclor wos orrived of by o process of
consensus, considering the elements of the job thot relote to thot foctor.

To onive ot lhe finol score, the score oworded to o job on eoch foctor wos mulliplied
by the weight ossigned io thot foctor. The resull wos ihen oggregoled in respect of
oll foctors. The oggregote of eoch job wos then compored with lhose of olher jobs in
order lo delermine the relotive worth of the job os compored 1o the other jobs. All
lhe rotings were recorded in o Microsoft Excel spreodsheel document ond
subsequenfly sorted lo give o run-down from the highest to the lowest score. This wos
done to give o quick comporison between the jobs. This olso fociliioted o "helicopler
view" ihoi involved onolyzing the justificolion of ihe position of eoch score. A loiol of
48 jobs were evoluoled by the ponel (See lisl in Appendix Vll).

3.6 Groding Slruclure

3.6.1 The Bosis of conslrucling o Groding Shucture

On lhe evoluotion scole, the highest score wos 2,155 ond ihe lowest 700. To develop o
groding slruclure. o number of levels deemed reosonoble for suiloble distribulion of the
jobs ore determined by o rule of the lhumb, toking inio occounl whol would be most
suiloble number of grodes in lhe structure. Considering the circumslonces ond set-up of
CDFB, os well os the generol proclice odopted by mosl of orgonizolions operoling ot
the some level of the Boord, lhe Consullont hos developed o groding slruclure wllh
eighl (8) bonds for considerolion. The lrend in lhe world todoy for orgonizollons lhol
seek lo otloin efficiency ond excellence is 1o hove shorter ond f lol orgonizolion
structures. This wos considered in delermining the ideol number of grodes. The number 8
wos used lo divide ihe difference belween the highest score (2,155) ond the lowesl
score (700) to evenly spreod il omong lhe suggesled grodes io produce o constonl
figure thol conslitutes o bond. Thot constonl figure wos then used to colculote the
minimum ond the moximum score in eoch bond. The principle ond procedure
exploined obove is elucidoled by lhe formulo given below:

3.6.2 Bondlng Formulo For 8 grodes

The following formulo hos been opplied lo determine lhe difference in scores
used to demorcole bonds (grodes).

Moximum eorned Score = 2,155
Minimum eorned Score = 700
Proposed number of grodes = 8

Moximum eorned score (2 ,155 urn e rn d score 001
Proposed number of grodes (8)

= 181.87 (Rounded uplo 182)

The ultimote resull of this is the groding slruclure found in Tobles 2 below. The detoils
of how.lobs scored ore contolned in Appendix Vl.

ll

This figure 182 is then opplied uniformly to develop bonds lhol constilule grodes.



3.6.3 Effecls of evoluotion

The evoluotion is ironsloted in the groding depicled in Toble 2 below. The Toble olso provides some detoils in terms
of definition of grodes ond the generol responsibility levels.

Toble 2: Col es of Grodes
GRADE CATEGORY

GRADE DEFINITIONS
EVATUATION
POINTS SPAN

NUMBER
OI JOBS

IN
GRADE

I

Executive Skoiegic leodership of the
orgonizotion;
Effective implemenlolion of the
shotegies of the orgonizolion in
occordonce with lhe provision of
the CDF Acl;
Oversighl of lhe implementotion of
the policy decisions formuloied by
the CDF Boord; ond
Coordinolion of performonce of
key deportments of the CDF Boord.

1971-2155

I

2

Chief Monogers/ Heods
of Deportment

Performonce or conirol of work of
significont complexity or
imporionce requiring regulor non
routine decisions, using iniliotive
ond judgmenl. ond ossislonce in
the developmenl of policy
chonges;
lmplementolion of policy decisions;
ond
Coordinotion of deporlmentol
performonce.

1798-1970

5

3 Senior Monogers Professionol or speciolized 1615-1797 4

IJ

NEW
GRADE



knowledge beyond the
inlermediote level exominotion of
on oppropriote professionol
inslitute;
Performonce or control of work of
wide complexity lncluding non-
routine decisions ond regulor use of
judgment ond initiotive within
determined policy;
Monogement of sufficieni number
of stoff; ond
Coordinotion of sectionol
performonce.

Middle
Monogers/Officers

Quolified professionols wilh o
lhorough Knowledge of o lechnicol
or speclolized oreo;
Responsible for coordinotion of
progrommes or speciolized
octivities; ond
lmplementolion of monogement
decisions mode oi higher levels.

1432-1 614

7

5

Prof essionol/Technicol
sloff

Bosic level monoger within o
speciolized or lechnicol
quolificoiion from on oppropriole
monogement or lechnicol inslitute;
Technicol or professionol operotions
o1 intermediote level;
Performonce or control of complex
work. involving judgmenl ond
iniliotive; ond
Supervision requiring leodership,
guidonce on work procedures,
iroining of others ond motivolion.

1259- 1431

16

ll

I

I

I

4

I

I

I

I

I

I

I

I-]



6

Supervisory/Skilled Stoff
Technicol or speciolist knowledge
ot o bosic level opplied where ihe
occosionol use of discretion ond
iniliolive is necessory; ond
Work supervision normolly of up to
lower grode sioff .

1066-1248

5

7

Semi-Skilled Stoff Duties generolly stondordized with
regulor control, with lillle scope for
initioiive to be developed; ond
Routines moy vory but ore closely
conirolled by supervisors or by self
checking procedures.

883- l 065

6

a

Supporl stoff Jobs thol require little or no
previous work experience, ond ore
simple enough to require very
limiled koining; ond
Duties consisl of stondord routines
following well- defined rules ond
less closely controlled.

700-882

3

t5



4.0

4.1

4.2

CHAPTER FOUR

REVIEW OF THE ORGANIZATIONAT STRUCTURE

Need for on Effeclive Slruclure

The CDFB hos been evolving os on instilution. lt siorted with o bosic structure ond
then in 2009, the Boord obtoined opprovol for o revised orgonizolionol slruclure
(Flgure 1). lt wos felt thot the lotter needed to be re-fined further through the job
Evoluotion exercise. ln ihe process of consultotion with ihe officers of the Boord. there
wos o feeling thot in view of ils mondole, the Boord requires cleor levels of
responsibilities, enhonced level of teomwork ond fosler informolion flow to be oble lo
deliver quolity service io the solisfoction of its diverse slokeholders. ll wos observed
ihol on orgonizotion slructure is o key delerminont of leom environment for it depicts
levels of outhority ond interoclions ond the form of relolionship lhot exists in lhe
orgonizotion. Agoinst this bockground, the consultont corried oul o study of the
opproved struclures in light of its curreni reolities ond fulure needs ond chollenges.

The review of lhe orgonizolionol structure wos done on the bosis of the foct thol the
quolily of ony orgonizotion's slructure will hove o significoni impocl on ochievemenl
of ils objeclives. ln coses where the struclure is poor, lhe following problems ore
usuolly monifested:

o) Poor quolity of decision-moking choroclerized by inordinole deloys,
segmentotion of efforts ond overlooding of some lndividuols or personnel due lo
insufficienl delegotion;

b) Lock of coordinotion leoding to personnel ociing ot cross-purposes;
c) Inobility to respond effectively to chonging circumslonces. The institution lends

thereby lo be more re-octive rother thon pro-octive; ond
d) Depressed stoff motivotion ond morole. Employees tend lo be demorolized in

such circumstonces os they get subjected to competing pressures from different
ports of the institution ond feel overlooded with work due lo inodequote support
syslems.

Cunent ond proposed Orgonizolionol Structures

The existing orgonizotionol struclure odopted in 2009 oppeors to be lop-heovy.
However, considering ihe noture of the operotions of the CDF Boord, the need for
rouline jobs of lower codres is minimol. The orgonizotion lends to be flotler in nolure
with professionol ond lechnicol jobs constiluting the mosl needs. The review olso took
into considerotion the focl thot the Boord is in the process of o compuierizotion
progromme which will involve nelworking oll its bronches. Ihis will tend to reduce
significontly lhe need for lower level routine jobs ond o greoler emphosis will be
ploced on the need for prof essionol/technicol jobs. The primory purpose of reviewing
the existing structure is to olign it to the resull of lhe Job Evoluotion. tn the process of
lhis, the following observolions were mode:

t6



4.2.1

4.2.2

4.2.3

Although the structure is flot ln noture, lhe number of grodes (l-13) mokes it oppeor
very toll. Al lhe lower levels the grodes ore jusl cluslered (6/7/8 ond 9-13) without
drowing o cleor distinction between jobs folling in ihose grodes. Ihe Job Evoluotion
process look into occount lhe professionol noture of the operotions of CDF Boord
ond reorgonized ihe grodes occording to the result of the process.

The roles ond responsibilities of the Chief Monoger, Progrommes hos been enriched
to incorporote 'Deputizing for the Chief Executive Officer'.

The role of the Fund Monoger, previously referred to os the Fund Accounl Monoger
hos been enriched to include project monogement ond co-ordinotion function
which is very integrol ot the conslituency level. This is necessitoled by lhe need to
effectively oversee lhe implementotion of oll CDF-sponsored projects in the
conslituency, ond olso to continuously monitor, evoluote ond report on their
performonce. The Fund Monoger will perform oll odministrotive duties ihol were
hitherto performed by the Fund Accounl Monoger, ond will be the AIE holder ot the
Consliiuency level, o f unclion thol is cunently being performed by ihe Disirici
Developmeni Officer (DDO),on employee of the Plonnlng Ministry. He will olso be the
inierfoce between the CDF Boord Secretoriol ond oll stokeholders ol lhe
Constituency level, including Members of Porliomenl ond the locol communiiies.

4.2.5 lherc is need 1o creoie o support function thol will undertoke oll clericol dulies ond
office support ociivities ot the Constiluency level. lt is proposed ihot this funclion be
performed by clericol officers in eoch constituency.

4.2.6 Upon lhorough onolysis of the progromme function, it wos reolized ihot the structure
of the Progrommes deportment needed slreomlining. The Progrommes funclion hos

two key components i.e. Coordinoiion; ond Monitoring &Evoluolion. This needed to
be brought out cleorly. The job of Regionol Coordinotor is olso missing from the
cunenl structure yet it exists on the ground. The proposed structure hos

occommodoted lhese needs.

4.2.7 ln the process of Job Anolysis, ii wos observed thot the CDF Boord is in the process of
undertoking o compuierizotion progromme which will include networking of oll ils

esloblishments nolionwide. This will require prooclive enhoncemenl of both ICT

infrosiructure ond softwore. The current structure is missing on speciolized jobs like

user support ond syslems odminislrotion. The proposed structure hos lherefore

t1

4.2.4 the Fund Account Monoger will continue to perform oll duties which ore occounting
in noture ot the Constiiuency level. This role will be imperotive io give the CDFB

secreloriol the much-needed independence in finonciol operotions of the
conslituency level. The Fund Monoger will therefore noi only be responsible for
preporoiion of Budgets, finonciol reports ond relurns but will olso be o mondotory
signotory to oll Cheques issued of the Consliluency level, os opposed to lhe current
proclice where this role is performed by the District Accountont (DA), on employee
of lhe Ministry of Finonce.



provided for these by creoting jobs of ICT Officer (User support) ond ICT Officer
(Sysiems Administrotion).

4.2.8 ln the finonce function, lhe curreni structure provides for two senior Accounlonts -
one for consiituencies ond onother one whose roles were not cleorly spelt out. ln
streomlining this. the proposed slructure hos retoined just one job of Senior
Accounlo nl.

4.2.9 The Procurement function is unique: ln ihe current structure il is indicoted thot
procuremenl reports to Chief Monoger Finonciol Services. This con presenl o
chollenge in terms of internol conlrols for il will meon thot the one who buys is olso
lhe one who poys. Consequently, in the proposed shuclure, the Procuremenl
funclion hos been mode to report to lhe Chief Execuiive Officer. Ihis will moke il
conform to the siotutory requiremenis in procuremenl.

4.2.10 The structure of Humon Resources monogement funclion wos olso considered. ln the
currenl struclure, the two strolegic components of HR function i.e HR Welfore ond
Adminislrotion (includlng solory odminislrotion) ond HR Development ore not coming
out cleorly. The proposed structure hos delineoted lhese roles to enoble HR ploy its
inlegrol sirotegic responsibililies in the orgonizotion.

4.9.1 I There is need for o Quolity Assuronce ond Risk Monogemenl function wilhin lhe
CDFB. We propose lhot in this inlerim period. lhis function be performed by lhe
lnternol Audit function, leoding to the creolion of lhe position of Quolity Assuronce
Monoger. However, once lhe CDFB goins full control of oll the operotions ot the
constituency level where mosl risks ond quolity monogement issues ore onlicipoled,
then ihe function will need to be outonomous to enhonce both its copocity ond
perf ormonce.

4.9.12 Ihe current structure hos o provision for deputy CEO/Nolionol Progromme Officer. ln
lhe process of Job onolysis. it wos reolized thot wllh the posilion of Chief Monoger
Progrommes, ihe depuly CEO/NPC will hove very liltle to do. There wos o heovy
overlop in the responsibilities of the two jobs. ll wos olso observed lhot mony
Poroslotol orgonizotions do nol hove lhe posilion of the Depuiy CEO. ln view of these
observolions, the job wos dropped from lhe proposed orgonizotionol slructure with
recommendoiion thot it be removed ollogether.

4.9.1 3 ll is proposed thol lhe Boord creotes lhe function of Corporoie Plonning ond
Slrotegy, to be heoded by o Corporole Plonning ond Strotegy Monoger; ond
responsible for not only Strotegic Plonning bul olso development of work plons;
performonce monogemenl; including performonce controcling; ond reseorch
services.

T
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Figure l: Currenl Approved Orgonizolionol Skuclure
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CHAPTER FIVE

5.0 DETERMINATION OF OPTIMUM STAFIING LEVELS

One of the chollenges of stoffing in ony orgonizotion todoy is to hove o bolonce
between the numbers ond quolity. The numbers employed musi be motched by
quolily which is ironsloted into effective service delivery. Where the numbers ore
bigger thon required, the situotion couses constroint in resource ulilizotion. Where lhe
numbers ore loo limited, the conslroint is experienced in ihe service delivery. li is

ogoinst this bockground thol the Consuliont corried oui o study on the estoblishment
of lhe Boord. Considerotion wos given to the cunent ond the immediole fulure
needs of the Boord; qnd bosed on o comprehensive functionol onolysis.

Bosed on the orgonizotionol struclure proposed in figure 2 obove, lhe consullont
reviewed the desiroble stoffing sirength of ihe Boord ond orrived ol desiroble sloffing
levels os shown in the first column of Toble 3 below. This wos compored with the
current sirengih. lt wos found necessory lo hove o uniform slruclure ol the
constituency level for purposes of ensuring uniformity in stoffing proctices ot 'the

grossrool level ond strengthening service delivery by focilitoting direct employment
ond control of stoff ol the constiluency offices by lhe CDFB Secretorlot. There is olso
need for independence in finonciol operoiions ot the constituency level. Ihis hos
therefore necessiioted the creotion of lhe post of Clericol Officer f or eoch
conslituency, ond Regionol Co-ordinolor lo oversee the CDFB operolions in oll
Counties wilhin the Provinces. The posts of Corporote Plonning ond Skotegy
Monoger ond Plonning Officer ore proposed within the Corporote Plonning ond
Slrotegy function. The mondote of lhe lnternol Audit function hos been enhonced lo
include Quoliiy Assuronce ond Risk Monogement, leoding to the subsequent
creotion of the posilion of Quolity Assuronce Monoger to hondle the development
ond odherence to operotionol policies. systems ond procedures, os well os risk

monogemenl. The post of Legol Assisioni hos olso been creoled to ougmeni the
efforts of the Legol Officer. The Accounling function needs to hove more stoff
numbers to enoble lhe Boord effectively reolize its Mondote. The net-result is lhol
CDF Boord Secreloriol is cunently operoling with stoff strengih below the opiimum
level; i.e. undercopociiy of 296 stoff.

TABTE 3: OPTIMAT STAFI TEVETS

Designolion Proposed
Esloblishment

Curenl
Stdtl

slrenglh

Vorionce
Over (+)

under esl (-)

Chief Executive Officer I I 0
Chief Monoger Progrommes I 0 I

Leqol Officer I I 0

Leqol Assisfonl I 0 l

Senior Monoger, Corporole Afloirs &
Communicolions

I 0 I

Personol Assislon't to CEO l 0 I

Executive Secretory I 0

2I



Designolion Proposed
Esloblishmenl

Currenl
Stdfl

slrenglh

Vorlonce
OveI (+)

under esl (-)

Chief lnlernol Auditor I I 0
Senior Internol Audilor 0 2
lnlernol Audilor 24 12

Progromme Monoger (M & E) I 0 I

Progromme Monoger (Coordino'tion) I 0 I

Corporote Plonning ond Strotegy
Monoger

I 0 I

Regionol Coordinolor t0 9

Fund Monoger 2t0 204 6

Chief Monoger Finonciol Services I 0
Senior Accounlonl, l 0
Accountont 2 I I

Assistonl Accountonl 4 I 3
Senior Monoqer, Procuremen' I I 0
Plonnino Officer 0 I

Quoli'ty Assuronce Monoqer 0 I

Procuremenl Officer I I

Procuremenl Assistonl 0 I I

Senior Monoger , ICT 0 I

ICT Of f icer-Systems Administrotion 0 I

ICT Officer-User Supporl 0 l

Chief Monoger, Humon Resource &
Adminislro'tion

0 i

Senior Monoqer Adminislrotion 0 I

Humon Resource Monoqemenl Officer 2 I I

Administrotion Of ficer 2 0 2
Reqistry Assislont 2 I I

Driver tl -12
Clericol Officer 214 3 -211

Secretory 2 0 2

Office Assistont 14 0 l4
Receplionisl I 0 I

Support Stoff 3 0

Totol 537 24'l -29 6

I
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6.0

6.I

CHAPTER SIX

DEVETOPING A SALARY STRUCTURE

The Solory ond Benefils Survey Process

CDFB cunently hos o syslem for remuneroting stoff which is subslontiolly derived from
lhe Civil Service. This is due to the foct thql most of lhe employees ot senior positions

hove been drown from the Government. The Boord is in C closs of Porostolols. Whot
is emerging over time is ihot disporilies seem to be developing in lhe remunerotion
prociices. An employee who is recruited direcl from the lobour morkel moy wont to
negolioie his/her pockoge, while ihose drown direcl f rom the Government ore
tronsfened with their terms remoining the some. This tends to distort solory scoles ond
mokes solory odminisirotion complicoted. Moreover, il diminishes internol equily in

solory odminisirotion ond undermines ihe principles of "equol poy for equol work." lt

olso mqkes the remunerotion proctices less competitive, especiolly when sourcing for
prof essionol stoff .

As port of the Job Evoluotion process. o solory survey wos conducled with the
objective of obtoining comporoble doto prevoiling in the morkel. The survey olso
involved onolyzing such doio in order to enoble ihe Boord moke informed decisions
regording its remunerotion policy. This is oimed ol ensuring thot solory ond other
benefit struclures ore iniernolly equitoble ond exlernolly compelitive. This will help'fo
overcome difficullies in monoging internol relotivilies ond mointoin on equiloble ond
compelilive solory slructure. moking it possible to ovoid subjectivity.

The oim wos 1o use the solory ond benefils survey os on investigolion tool for the
current CDFB position with regords to the porostoiol sector in the country. To ochieve
ihis, the invesligotion covered: job conlenl ond groding of lhe job cotegory in the
orgonizotions; the ociuol solory ond solory ronge for similor posilions in comporoble
orgonizotions; ond the ocluol ond types of benefils poyoble in comporison wilh
those offered in similor orgonizotions in the sector. ln the survey, 2l orgonizolions
were opprooched for informotion out of which 9 responded ond provided the
informotion. Doto obloined from the soid nine orgonizotions is presenled os
Appendlx Vlll (o). The corresponding survey covered other benefiis such os housing
ollowonces, tronsport ollowonces ond club membership. The result of this ond ihe
ottendont recommendotions ore given in Appendlx Vlll (b). We olso exomined o
notionwide survey which wos conducted recenlly by PriceWoierhouseCoopers for
purposes of benchmorking. The 50% response from comporolors is considered
reosonoble for on exercise like this.

I
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6.2 Comporolors

The comporolors from which solory dolo wos collected is given in Toble 4 below

TABLE 4: LISI OF COMPARAIORS

ORGANIZATIONS FROM WHICH SATARY DATA
WAS SOUGHT

ORGANIZAIIONS FROM WHICH REPONSE

WAS RECEIVED

l. Kenyo Wildlife Services
2. Kenyotto Notionol Hospiiol
3. Notionol lrrigolion Boord
4. woler Services Regulolory Boord
5. Agriculturol Finonce Corporotion
6. Higher Educolion Loons Boord
/. Kenyo Accounlonls ond Secrelories
Notionol Exominotion Boord
8. Kenyo Induslriol Eslotes

9. Notionol Aids Control Council

I . Notionol lnigolion Boord
2. Kenyo Literoture Bureou
3. Agriculturol Finonce Corporolion
4. Kenyo Posl Office Sovings Bonk
5. Kenyo Roods Boord
6. Kenyo Pipeline Co. Lld.
7. Kenyo lndustriol Eslotes Ltd.
8. Kenyo Electricily Generoting Co.

Ltd.
9. Woter Services Regulolory Boord
10. Kenyo Accounionts & Secretories

Notionol Exominoiions Boord.
I I . Higher Educotion Loons Boord
1 2. Kenyo Tourist Boord
13. Loke Victorio Norlh Woter Services

Boord
14. Locol Aulhorities Provident Fund

15. Kenyotlo Notionol Hospitol
16. Kenyo Wildlife Service
I Z. Woler Services Trust Fund
18. Notionol Aids Control Council
19. Woler Resources Monogemenl

Aulhority
20. Kenyo Notionol Librory Services
21. Kenyo Notionol Exominoiion

Council

T
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6.3 Recommended Solory Struclure

Bosed on ihe newly-developed groding slructure ond the solory survey, the solory structure
given in Toble 5 below is recommended for odoption.

Toble 5: Recommended Solory Slruclure

JOB TITI"E PROPOSED SATARY

SCATE

PAYPOINT

I 625,794.40 39
500.635.52 38
400 508.42 37
320,406.73 36
256,325.39 35

2 Chief Monoger, Progroms
Chie, Monoger, Finonciol Services
Chief Monoger, HR ond Administrotion
Chief lnternol Auditor

170.883.59 34
I55.348.72
141 ,226.11 32
128.387.37 3l

3 Monoger Progroms {Coordinotion}
Snr, Monoger, ICT
Snr. Monoger, Procuremenl
Senior Monoger, Corporole Affoirs ond
Communicotions

106.105.27 30
102,024.29 29

98, r q0.28

94,327.19 27

89.835.42 26

4 Legol Officer
Monoger Progrom (M&E)
Monoger, Corporote Af f oirs ond
Communicotions
Regionol Coordinotor
Snr- Accounlont
Snr. lnlernol Audilor
Snr. Monoger Humon Resources
Snr. Monoqer, Administrotion

78,1 t7 .7 6 25
75,113.23 24
72,224.26 23
69.446.40 22
66,77 5.39

5 Fund Monoger
Quolity Assuronce Monoger
Executive Secretory
Procuremenl Officer
Syslem Adminislrolor
Communicolions Officer
Accountonl
ICT Technicion
lnlernol Auditor
Humon Resources Officer
Leool Assislonl

64.207.10 20
60.006.64 t9
56.080.9 7 r8
52,412.12
48,983.29 l6

6 Driver
Office Assislont
Humon Resources Assistont (BMW Office
Assislonl)
Copy Typist - BMW Office Assislonl

27 ,990.45 r5
26.657.57 i5
25,388. r 7 t3
24.17?.21 12

23,027 .81 ]l

25

GRADE

Chief Execulive Officer

33

2l
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Receptionisl - BMW Office Assistonl
Procurement Assistont - BMW Oflice Assistonl

7 Regislry Assistont
Assislonl Accounlonl
Secretory
Adminislrolion Of ficer
Telephone Operolor

t 9, 189.85 l0
18, z2 t .80 I
18.265.1 7 8
t7.81?.68 7

17.385.05 6

8

Office Assislont
Supporl Stoff

16,557 .t9
r 6,153.36 4

r 5,759.38 3

t5,375.00 2

t 5.000.00 i

(o)

6.4 Bosls for Revlew of Solory Slruclure

The proposed solory structure is bosed on the newly-developed groding struclure
ond the solory survey.

(b) The provision of benefits (both perquisite ond fringe) should be corefully exomined
wilh o view to hoving o groduol introduction over o ronge of job sizes so os lo
improve lhe consistency of CDF guoronteed pockoge proclice.

(c) lndividuols with Bose Poy compore-rotio below 50% should hove on immediote
review of their solories.

(d) lndividuols with Bose Poy compore-rolio between 50 ond 80 % should be broughl
into lhe +-2O% bond over o period of three to five yeors.

(e) lndividuols with compore+olio in excess of l2O%, who ore not ossessed os high
performers, should mointoin stotus quo for the nexl few yeors uniil lhey ore in line with
the resl of lheir colleogues of the some level.

(f) High performers with compore+otio in excess of 120% should experience promotions
ond "self correct" over time to foll inlo line ond usuolly require no remediol oclion.

{s) lncreoses should be oworded on lhe bosis of relolive performonce ond compor
rofio, o methodology exploined in the body of lhe report, in order to ensure thol the
inlernol equiiy of lhe relolive remunerotion levels is enhonced ond mointoined.

{h) The inceniive scheme should be guided by the resulls of 'the performonce
monogemenl system to delermine the level, of individuol incentive f or oll
monogemenl positions. For lower levels it would be reosonoble lo oword bonuses (os
o foctor of bosic solory) on on equivolent bosis ocross lhe boord.

l6



6.5 Benefits Slructure

Bosed on ihe newly-developed groding slructure ond the Benefits survey, the ideol Benefits slruclure would be os given in
Toble 6 below. However. we hove noted lhot the CDFB is cunently poying ollowonces for the codre of heods of
deportments ond below ond benefits which ore obove the prevoiling morket rotes. Becouse ony oltempts to lower lhe
some will resuli in stoff demotivolion ond couse disequilibrium in the orgonizotion, we therefore propose thot the
orgonizolion continues 1o poy the current levels of ollowonces ond benefits for the levels of heods of deportmenls ond
bellow ond let lhis situolion normolize groduolly with the prevoiling morkel roies over lhe nexi 5 yeors.

Toble 6: Benefils Skucture
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7
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CHAPTER SEVEN

7,0 OBSERVATIONSAND RECOMMENDATIONS

7.1 The groding slruclvre:

7.1.1 Observolion

The CDF Boord os on instiluiion inheriied the groding slructure which mosi of its

employees corried with them from the Civil service. This is hoppening despite the foct
thot in its currenl form, CDF Boord is o Porosiotol with iis unique operotionol needs.
The Boord hos olso recruited from the open lobour morket. As o result, ihere exisl
historicol inequities in the groding ond remunerotion syslem. This is the primory reoson
for which ihe Job Evoluotion exercise wos commissioned.

7.1.2 Recommendolion

It is recommended lhot lhe Boord odopts the groding slructure shown in Toble 2 os
given in chopter 3. This will moke il eosier 1o compore oll jobs objectively using lhe
some crilerio to ochieve iniernol equity.

7.2 OrgonizotionolSlruclure

7.2.1 Observolion

From whol is emerging in CDFB. the orgonizotion is noi slotic. Chonges ore constonlly
toking ploce in the orgonizolion itself, in its operotions ond in the people in the
orgonizoiion. Wholever structure thot evolves os o resull of ihese will olwoys be
contingent on the environmentol circumslonces. The processes onolyzed ond ihe
opinion formed by ihe consultonl in this respect is oimed ot ochieving ihe "best fit"
for the Boord ond its operoling circumstonces.

From the review process, lhe struciure in Flgure 2 os oullined in chopter 4 is

recommended. The following ospects of the recommended siruciure need to be
noted ond odopled:

o) The roles ond responsibilities of the Chief Monoger, Progrommes hos been enriched
to incorporote 'Depuiizing for the Chief Execulive Officer'.

b) The role of the Fund Monoger, previously referred io os the Fund Account Monoger.
hos been enriched to include projecl monogement ond co-ordinotion function
which is very inlegrol ot the conslituency level. This is necessitoted by the need to
effectively oversee ihe implementotion of oll CDF-sponsored projects in the
constiluency. ond olso to continuously monilor. evoluote ond report on their

l9

7.2.2 Recommendotions



performonce. The Fund Monoger will perform oll odministrotive duties thot were
hitherto performed by the Fund Accounl Monoger, ond will be the AIE holder ot the
Constiluency level, o f unclion thoi is cunently being performed by the Districl
Development Officer (DDO),on employee of the Plonning Ministry. He will olso be the
inlerfoce between lhe CDF Boord Secretoriot ond oll stokeholders ot the
Constituency level. including Members of Porliomenl ond lhe locol communities,

c) The Fund Monoger will conlinue to perform oll duties which ore occounting in noture
ot ihe Consiituency level. This role will be imperolive io give the CDFB secretoriot ihe
much-needed independence in finonciol operotions ot the conslituency level. The
Fund Monoger will therefore not only be responsible for preporotion of Budgels.
finonciol reporls ond returns bui will olso be o mondotory signotory lo oll Cheques
issued ol ihe Consliluency level, os opposed lo the current proctice where lhis role is

performed by the Districl Accouniont (DA), on employee of the Minislry of Finonce.

d) There is need to creote o support function thoi will undertoke oll clericol dulies ond
office support ocliviiies ot the Constiluency level. lt is proposed thoi lhis funclion be
performed by clericol officers in eoch constituency.

e) Upon thorough onolysis of the progromme function, it wos reolized thoi the structure
of lhe Progrommes deportment needed slreomlining. The Progrommes function hos
two key componenls i.e. Coordinotlon; ond Moniloring &Evoluolion. This needed to
be brought oul cleorly. The job of Regionol Coordinotor is olso missing from lhe
current structure yel il exists on ihe ground. The proposed struclure hos
occommodoted ihese needs.

f) ln the process of Job Anolysis, il wos observed thoi the CDF Boord is in the process of
undertoking o computerizotion progromme which will include networking of oll its

estoblishmenls notionwide. This will require prooctive enhoncement of both ICT
infrostruclure ond softwore. The current slructure is missing on speciolized .lobs like
user support ond systems odministrotion. The proposed slructure hos therefore
provided for these by creoiing jobs of ICT Officer (User support) ond ICT Officer
(Systems Adminiskotion).

g) ln 'the finonce funclion, lhe curreni structure provides for two senior Accounlonts -
one for constituencies ond onother one whose roles were not cleorly spell out. In

streomlining this, lhe proposed struclure hos retoined jusl one job of Senior
Accountonl.

h) Ihe Procuremenl function is unique: ln the cunent structure it is indicoted lhol
procuremenl reporls to Chief Monoger Finonciol Services. This con present o
chollenge in terms of inlernol controls for it will meon lhoi the one who buys is the
one who poys. Consequently, in the proposed structure, the Procurement function
hos been mode lo repori to lhe Chief Execulive Officer. This will moke it conform 1o
the stolutory requiremenls in procuremenl.

i) The structure of Humon Resources monogemenl funclion wos olso considered. In the
currenl structure, the two slrotegic components of HR function i.e HR Welfore ond

!
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Administrolion (including solory odministrolion) ond HR Development ore not coming
out cleorly. The proposed siructure hos delineoied these roles to enoble HR ploy its
iniegrol slrolegic responsibiliiies in the orgonizolion.

j) There is need for o Quoliiy Assuronce ond Risk Monogemenl function within the
CDFB. We propose thoi in this inlerim period, this funclion be performed by lhe
lnternol Audii funclion, leoding io lhe creotion of lhe position of Quolity Assuronce
Monoger. However, once the CDFB goins full control of oll the operolions o1 lhe
consiituency level where mosl risks ond quolity monogemeni issues ore onlicipoled,
then ihe funclion will need to be outonomous to enhonce both its copocity ond
performonce.

k) The currenl siructure hos o provision for deputy CEO/Notionol Progromme Officer. ln
the process of .Job onolysis, ii wos reolized thot with the position of Chief Monoger
Progrommes, ihe depuiy CEO/NPC will hove very litlle to do. There wos o heovy
overlop In the responsibililies of the lwo jobs. lt wos olso observed thot mony
Porostotol orgonizotions do nol hove the position of the Deputy CEO. ln view of these
observolions. lhe job wos dropped from lhe proposed orgonizolionol struciure wilh
recommendotion thot it be removed oltogeiher.

l) lt is proposed thol the Boord creotes the f unction of Corporote Plonning ond
Sirolegy, io be heoded by o Corporote Plonning ond Slrotegy Monoger; ond
responsible for not only Strotegic Plonning but olso development of work plons;
perf ormonce monogemenl; including perf ormonce controcling; ond reseorch
services.

7.3 Sloffing levels

7.3.1 GenerclObseryolion

7.3.2 Recommendofions

In view of the obove observotions, it is recommended ihoi lhe esioblishmenl levels
depicled in Toble 3 be opproved ond necessory slrolegies be initioted to fill the gops
idenlified iherein. Overoll, the key recommendoiion in this oreo is the need to hove o
uniform struclure ol the consliiuency level lo ensure uniformity in stoffing proctices ot
thot level ond olso enhonce service delivery. ll is recommended thot the posl of Clericol
Officer be creoled for eoch conslituency lo execute the support function. Ten Regionol

il
tl

Stoffing Levels of lhe Boord keep on chonging due to the exponding needs occosioned
by its mondote ond diverse operotionol requiremenls. Consideroiion hos been loken of
lhe lrends of the chonges in stoffing needs of the Boord ond lhe expected chonges
which ore likely to ioke ploce in the immedioie future such os compulerizotion of its

operotions. The suggeslions outllned in Toble 3 given in chopler 5 ore oligned lo the
recommended orgonizoiionol slructure.



Coordinolors hove olso been proposed; one for eoch Province; sove for Rifl Volley ond
Eoslern Provinces which will hove two regionol coordinolors due lo size ond
geogrophicol dispersion. The posl of Corporole Plonning ond Strolegy Monoger hos
been creoted within the Corporole Plonning ond Strolegy funclion. Two posilions for ICT
Offlcer (User support) ond ICT Officer {Systems Adminisirotion) hove olso been creoled in
onticipotion of the demonds of lhe ongoing compulerizolion progromme. The mondote
of the Inlernol Audil function hos been enhonced lo include Quolity Assuronce ond Risk
Monogemenl, leoding to lhe subsequent creolion of lhe posilion of Quolity Assuronce
Monoger lo oversee the development of operotionol policies. systems ond procedures
ond olso monoge corporole risk. The Accounting funciion needs io hove more stoff
numbers to enoble ihe Boord effeclively reolize ils Mondole. The net-effecl is lhot CDFB is

operoting wilh stoff slrenglh below lhe optimum level; i.e. undercopocity of 296 stoff.

In view of the obove observotions ond detoils provided in Chopler Five. it is

recommended thot the proposed esloblishmenl levels be opproved ond necessory
strotegies be iniiioted to fill the gops identified therein.

The opporenl lock of oulhority ond occountobillty possed on from the Heod of
Deportment ronk lo the nexl level of monogers, requires o developmenl plon to
rectify lhe succession weokness lhol exisl. A leodership development progromme
would be the mosl oppropriote vehicle to oddress lhe issue.

7.4 Solory and Benefils Slruclure

7.4.1 GenerctObservolion

For strolegic reosons, o lot of core needs lo be loken while moking decisions on sloff
remunerotion. This is becouse compensotion is one of the moin influences on the
degree to which people volue their employment. The other reoson for due core in
compensotion decisions is thot lhere ore both legol ond ethicol implicotlons
involved. The decisions on remunerotion ore cenlrol becouse they offect molivotion,
skills, coreer ond performonce - oll of which ore vitol lo individuol coreer ond
orgonizolionol success. When orgonizotions moke remunerotion decisions, lhey ore
generolly guided by the following considerotions:

(i) Service - This is where employment relotionships is bosed on conlinuily of
employment. incrementol poy scoles ond onnuol reviews.

(ii) Skllls - This is where remunerotion decisions loke into considerotion the volue
of skills possessed by employees to the success of the orgonizoiion. These ore
instonces where orgonizotions oword higher poy rote to ottrocl ond reloin
rore skills.

(iii) Performonce - 41 times, remunerotion decisions emphosize ochievemenl of
resulls defined in terms of torgets or odopting to o desired chonge.
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ln proctice, ihese foctors ore opplied together in remunerolion decisions. ln most
coses, orgonizotions poy people for jobs ihey ore employed to do, bu1 determine
poy rises or incentives occording to personol contributions (i.e. performonce ond/or
compelence).
Orgonizoiions ore olso guided in their remunerotion decisions by the bosic phllosophy
ihey hold. Some of the philosophies on remunerolion ore:

Preslige - to be recognized in the sociely os o 'good ployer'

Compellllveness - poying roles thol ore sufficiently competitive to sustoin lhe
employment of the righl numbers of opproprioiely quolified employees.

Cosl conhol - to design o remunerotion scheme (e.9. piece work) ihol will
focilitote conlrol of operotion ond sove money.

Mollvolion ond Performonce
em ployees.

use of remunerotion roles lo motivote

Attrocl ond reloin quolily employees - bosed on lhe belief lhol humon
resources ore the most voluoble ossets on orgonizolion hos. Remunerolion
decisions ore therefore used to ottroci ond retoin high quolity sioff in order to
moximize volue odded by humon resources.

Equlty - lhe sensilivily to the foct ihot employees' soiisfoction ol work is

offected by lhe extent to which ihey judge solory levels ond solory increoses
io be distributed foirly. This sensitivity is driven by the desire of the orgonizotion
to be perceived os equitoble in its remunerotion scheme.

We hove loken into considerotion the foct thot most of these foctors ore opplicoble
io CDF Boord. More importonlly, lhe Boord should be guided by lhe need to ottroct
ond retoin compelenl sioff mojorily of whom work in the difficult environments of
implementing progrommes.

7.4.2 Recommendotions

C

o

b
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On the bosis of whot hos emerged from the process, the solory structure contoined in
Toble 5 os given in chopter 6 ond the specific recommendotions given in ilem 6.4 is

occordingly recommended. Equolly ihe Benefits levels contoined in Toble 6 is

recommended for odoplion.

It is recommended thoi CDF thot hos on eight level groding struclure to
communicote results of the evoluotion exercise io stoff. (Executive. Chief Monogers/
Heods of Deportment. Senior Monogers, Middle Monogers/Technicol stoff.
Supervisory/Skilled Stoff , Semi-Skilled Operotions ond Adminislrolion Stoff , Support
Stoff). lt is recommended thot lhe noming of positions be chonged lo reflect the
roles, os depicted in the groding struclure.



7.5 Hormonizolion of job lilles

7.5.1 Observolions

The consullont ond the ponel observed some jobs with two types of problems:
c) Jobs wilh ombiguous iitles; ond
d) Jobs whose lilles do not directly correspond wiih the responsibilities ond losks listed

in the job descriptions.

7.5.2 Recommendotion

Ihe job evoluotion ponel recommended o chonge in those job iitles. Toble 7 shows
the recommended chonges.

l.l



Toble 7: Recommended chonges in job titles

Cunenl Job Tille Recommended Job Title

Senior Monoger Corporote ond Legol
Affoirs

Senior Monoger, Corporote Aftoirs ond
Communicolions

2. Senior Monoger Progromme {R) Proqromme Monoger (M&E)

3. Senior Monooer (PC) Pro romme Mono er Coordinotion

Assislont Accountonl

lnlernol Audilor

Secrelo

Execulive Secrelo

Chief Monoger Humon Resources &
Administrolion

4. Accounts Assistoni

5. Reoionol Audilor

6" Copy Typisl

7. Senior Copy Typist

8. Principol Humon Resources Officer

9. Clericol OFficer Office Assis'tont

10. Fund Accounls Officer Fund Mono er

T
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APPENDIX l: JOB ANALYSIS QUESTIONNAIRE

CONSTITUENCY DEVELOPMENT FUND BOARD (CDFB)

X
llrrdrrrna
Bora nI

hakl Yako

I

JOB ANATYSIS QUESTIONNAIRE

ob Title Job Scole
Dole of lnlervlew

Dole ReYlewed wlfh
Supervisor

Section lnlervlewer

Locotlon/Ploce
,f Work
)eporlmenl

Give o summory ol your lob

.l Describe in generol ferms whot you do.:. Exploln how your job contribules lo lhe core
business of lhis orgonizotion

* Give o breok down of dulies performed in
order of priority

.! Atloch copies ony relevqnl documents if
ovoiloble

whol 13 your reporllng relollonshlp wlth olher
Jobs?

.! How mony people do you directly
supervise?

.:. Whot grodes/codres/levels or funclions
ore ?

Whol ore lhe requlremenls lor lhls Job?

Ir
Educolion
Troining - Professionol,/Iechnicol/Vocotionol
Relevont Experience
Olher requiremenls/Personol Altributes

a
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4. Whol conlocls do you normolly moke in lhe
course ol your work?

.:. lnternol
* Externol
':. Nolure of contocl (foce to foce

lelephone; wrilien)
.1. Frequency

5. Accounloblllly for:

(o) Records

* Whol records do you keep?.l How oflen ore lhe records updoled?
'i Who uses them?

.:. Whot reports do you prepore/produce?

.:. How ore the reports produced?
* How often?
* Who do lhey go to?.:. Who ore the users of lhe reporis?

6 ln lhe course o, your dulles, ore you required lo
meel deodllnes?

* How often?
.:. Whot hoppens if you do nol meet them?

7. Whol declsions ore mode by you?

(o) Monogerioldecision:

.a. Detoils of decisions.:. How do you orrive ot lhose decisions?.!. Do you need lo hove the opprovol of your
supervisor?.! Whot hoppens if those decisions go wrong?.i. Who else mokes these decisions other thon
you?

(b) Rouline or operolionol Decision:

* Deloils of decisions
* How do you orrive ot those decisions?
.4. Do you need to hove the opprovol of your

supervisor?
n Whot hoppens if lhose decisions go wrong?
* Who else mokes these decisions other thon

you?

T

T

I

T

T

T

l7

I

I

I

| 
,o, Rerorts



8. ln whol clrcumslonces ond wllh whom do you
consull ln lhe course ol your work?

* ln whot circumslonces?.:. lf so, who do you contoct in o given
deportmenl?

9. Are vermcofion, onolysls ond ludgmenl lnvolved
ln your lob?
+ How oflen do you exercise it?.i Whot sori of chollenges/hindronces do you

personolly hove to solve?

I0. How doe3 your dulles demond occurocy?

* ln whoi losks?
.i Whot impocl or effecl con lock of

occurocy creote if il occurs?

I I . Whol mochlnery/equlpmenl do you operole ln
lhe course of your work?

n Whoi lypes of equipment?
* How often used?.:. For whot purpose do you use the

equipmenl?

12. Does your work lnvolye ony physlcol erforl?
* Lifling/corrying?.! Slonding/wolking/troveling/lolking?
* Dexlerity {e.9. typing}
* How much time is spent in these?

13. Whol skllls ore requlred ln your Job?.:. Technicol
n Clericol.:. PublicRelolions/CusiomerCore
* Computer skills
+ Finonciol/Accounting
* Monogemenl.:. Administrolive

14. Where ore you normolly requlred lo work?
.:. ln on office?
* ln o switch boord?
.:. Server Room?
.:. Outside?
.l Combinolion of lhe obove
* Anywhere else [e.9., customer premises)

15. Are lhere ony rlsks lnvolved ln lhe work lhol you
do?

* Whot noture of risk?
+ Whot is the likelihood of the risk?
1'. How oflen ore you exposed lo ,his risk?

38



16. Whol ore yout officiol/normol worklng hours?

.:. Required fo ottend duly within normol
working hours only

* Requirements to ollend duly out of
normol hours

I 7. Addlllonol commenls whlch moy ossisl wilh lhe
preporollon ol lhe Job descrlpllons

.:. Detoils of ony ospect of lhe job which hos
noi been odequolely covered ond which
moy be relevont

* Whot do you feel obout your currenljob?

Job Holder

Slgnolure

Supervlsor

Slgnolure

Dqle: Dole
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APPENDIX ll: JOB DESCRIPTIONS

NOTE: these ore provided in o seporote volume
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APPENDIX lll: JOB EVATUATION PANEL MEMBERS

NAME DESIGNAIION

BREN DA ONYINO AG. COMMUNICATION OFFICER

KIOKO KAKYEMA PROCUREMENT OFFICER2

3 ODHOCH JACK ICT-OFFICER

FUND ACCOUNT MANAGER

EC RETA R Y

PROGRAMME COORDINAIOR

4 GEOFFREY KOECH

5 S.W,KIMANI

6 L-M. MAKARA

7 BUYEMA WILFRED G, NPC

I SETTY AMULOYOTO INIERNAL AUDITOR

9 RAMADHANI NUNGALE AG. REGIONAL COORDINATOR

l0 HOMAS ONTWEKA AG. REGIONAL COORDINATOR (WESTERN)

ll LORIA MWASI FUN D ACCOUNT MANAGER

l2 V.K, GACHARA SNR ACCOUNTANT

t3 ODHIAMEO KEMUNTO PAR

)4 ABDI HA.]I GEDI FAFI
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APPENDIX lV: JOB EVATUATION MANUAI

INTRODUCTION

Ihe bosls of lhe poinls roting scherne is to divide lhe jobs inlo key, meosuroble unifs. ln lhrs scheme,
these unirs ore.'-

RESPONSIEILITY- The extenl lo which ihe job holder hos responsibility for ossets. records,
informolion, finonciol resources ond for directing ond controlling stofl.
KNOWTEDGE- The omounl of knowledge ond experience required by fhe job holder, withoul
which the work connot be corried oul.
MENIAT AND EMOTIONAt SKItLS -The requiremenl to comprehend, evoluote ond moke
judgments, lo obsorb inf ormolion, ond to cony oul onolysis
INTERPERSONAT SKIILS - The exlent 1o which the job requires lhe competency lo monoge
relotionships in the work environment ond use of cleor orol ond wrifien communicotion in the
inlerprelolion ond expression of informolion or opinion fo olhers. This foctor olso ossesses the
exlenl to which the job holder hos lhe skills to monoge lhe unspoken issues of olher
employees
PHYSICAL SKlLts - Ihe level of precision ond conlrol required in the co-ordinole use of 'lhe

limbs wilh one or more of lhe senses, involving physicol strength ond stomino.
WORKING CONDITIONS - The exlent to which the .iob demonds working in fumes, dust diri,
vibrotion, ond noise or physicolly restricting condilions. The exlenl to which lhe job requires
lhe job holder lo work irregulor or obnormol hours. Ihis foctor olso ossesses the exfent to which
lhe jobholder is exposed to physicol, mentol ond emotionol hozords inherent in the job
environmenl

Wilhin eoch of the obove colegories, with o tolol of 30 units, points ore oworded on the following
bosis of five levels:-

. NONE-0points

. BASIC- I polnl

. i ODERAIE-2 poinls

. HIGH- 3 polnt3

. VERY HIGH - 4 polnls

The Guide lines, by which eoch of the units ore groded, in relotlon ,o poinrs rcling polometers ore os
forrowsr-

RESPONSIBITITY

I .I Accounlobility

il

il

Score Level
None ( 0 poinls) The jobholder is not onsweroble for ony oction, or

consequences of lhol oclion
Bosic ( I Point) The jobholder is onsweroble for his/her octions to o

smoll extent , in thot there is o minlmol eflecf on
end results

12
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Moderole ( 2 points) The jobholder is def initely occounloble for his/her
octions in thot ihey ore direc'tly occountoble for
some of lhe oclions of the job

High ( 3 poinls) The jobholder is definitely responsible for mosl of lhe
oc'tions in lhe iob.

VeryHigh(4points) The jobholder is ullimolely responsible for oll of
his/her own oclions ond those of lhe workinq qroup

1.2 Oeclslon Moking

L3 Etlecls ot Errors

1.4 lndependence ol work

Score Ievel
None ( 0 poinls) The jobholder is not responslble for ony of the

decisions relolinq lo lhe iob
The jobholder hos some responsibility for decisions
token in lhe job, bul only on very mlnor lssues.

Moderote ( 2 poinls) The jobholder hos some responsibility for decisions
token in relotion to the job, on issues, which con
offect resources, produclivity ond stoff.

High ( 3 points) The job holder hos definile responsibility for
decisions, which do hove on ef f ecl in some woy on
resources , productivity ond s'lof f
The jobholder hos ulllmole responslbility for
decisions token, which hove o definile impoct on
resources, produclivity ond stoff .

Score Level
None ( 0 points) There is no elfecl ot oll in lerms of errors mode by

lhe iob holder.
Bosic ( I Poinl) Errors mode by jobholder will hove o minor lmpocl

upon runninq the Mission.
Moderole ( 2 points) Errors mode by the job holder would hove some

impocl upon cuslomer service, ossels ond stoff
High ( 3 points) Errors mode by lhe jobholder will hove o definile

impoct upon ossels, stoff ond customer service
VeryHigh(4polnts) Errors mode by the jobholder will hove o moJor

impocl upon ossels, stoff ond cuslomer

I

T

I
I

t
I

Score Ievel
The job holder hos no personol control whotsoever,
in thot the job is complelely run on the bosis of
procedures.

Bosic ( I Point) The job is lorgely controlled by procedures, bul
there ore one or two oreos where personol,
independent octions ore necessory

Moderole ( 2 poinls) The job hos procedures, which govern lhe work, but
the jobholder is oble lo exercise some omounl of
personol discretion in how the work is corried out

43
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Bosic ( I Point)

I

] Very High ( 4 poinls)
I

None ( 0 poinls)
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High ( 3 points) The job holder only relies on procedures lo o limi'ted
exlenl, with the bulk of work being conlrolled by
personol declsions

VeryHigh(4polnts)

L6 Re3ponsibllity lor Finonciol Resources

1.7 Responsibility lor Physicol Resources

tl

Level
None ( 0 poinls) No degree ol dlscrellon in lhe job, ond no

involvemenl ot oll in policy formulolion.
Boslc ( I Point) Cerloln mlnor issues in which the jobholder hos io

exercise discrelion.
Moderole ( 2 points) Some discrellon in issues reloting to lhe work ond

some policy inpul mode throuoh the supervisor
High ( 3 points) A detinlte degree of discrelion in high level or

finonciolly sensiiive motters. A morked requirement
for input lo policy formulolion is necessory

VeryHigh(4poinls) Totolly responslble tor mollers of policy formulolion
with on need for f he exercise of personol discretion

Score Lev el
None ( 0 poinls) No cosh hondling or responsibility in ony woy
Bosic ( I Point) Some cosh hondling of smoll qmounts bul no

responsibility for expenditure
Moderole ( 2 polnts) Some cosh hondling responsibilities, ond/or some

input vio the supervisor for budgetory motlers. direcl
purchose or expendilure

High ( 3 poinls) Regulor cosh hondling of lorge omounts of money
ond/or direct budgetory responsibility ond personol
oulhorizolion of direct purchose or expendilure

VeryHigh(4points) Lorge scole cosh deolings ond/or overoll budgetory
responsibility in term of plonning, opprovol ond
control

Score Ievel
None ( 0 poinls) No responslblllty ol oll for physicol resources such os

buildinqs, mochinery or equipment
Bosic ( I Poinl) Mlnor responsibilily for physicol resources -moinly

involving reporting responsibilities for the
sofeguordinq of buildings mochinery or equipmenl

Moderote ( 2 poinls) Definite responsibility for physicol resources such os
sofeguording buildings, mochinery ond equipment,
but no responsiblllty for oulhorlzlng ocqulsltion of
such ossels

.1.1

The job holder is totolly lndependent of procedurol
control

'1.5 Judgmenl

Score



High ( 3 poinls) Definite responsibility for physicol resources including
sofeguording mochinery, buildings ond equipmenl
ond con recommend ocqulsltlon of odditionol
items, up lo on oqreed level.

VeryHigh(4points) Overoll responslblllty f or physicol ossets, including
sofeguording mochinery, buildings or equipmenl,
ond f or oulhorizinq ocquisilion of oddilionol items

Score Level
None ( 0 polnts) No responsibility tor records or reporls
Bosic ( I Point) Rouline record keeping of o bosic noiure; no reports

produced
Moderote ( 2 poinls) Periodic reports to immediole supervisor, ond lhe

moinlenonce of work records of o rouline nolure
Regulor ond occurole reporls for senlor monogers.
reloling lo mollers which direc'tly influence the
performonce of lhe mission, or ore of o high level of
confidentiolity

VeryHigh(4points) Regulor , detoiled ond occurote reports submltled lo
Boord level, ond/or confidentiol records of o
commerciolly sensilive or confidenliol noture

1.8 Responsibility for lnformolion, Records ond Reporls

'1.9 Responsibility lor sloff Sof ety

l.r0 Responsibility for Supervision ol Others

t

I
T

Score
None ( 0 poinls) No responsibility for sofety ol oll.
Bosic ( I Point) Responsible only tor personol solety
Moderole ( 2 polnts) Reiponsible for lhe sofely ol up to 5 members of slofl
Hiqh ( 3 poinls) Responsible for up lo 20 members ot stot
VeryHlgh(4points) Ullimole, direcl responsibility for whole groups of

over 20 sloff.

Score Level
None ( 0 poinls) No employees Reporting lo .iobholder, ond no

requiremenl to troin new recruils.
Bosic ( I Point) Responsible for supervising I person, plus o

requiremenl to troin new recruils
Moderole ( 2 points) Responsible for supervising ond controlling up to 5

sloff, plus o requirement to troin new recruils
High ( 3 poinls) Responsible for supervising ond conlrolling up to 20

stofl, plus o requirement lo troin new recruils.
VeryHigh(4poinls) Responsible f or more thon 20 stoff ond for lheir

troininq ond utilizolion

I

High ( 3 points)

I

Level

I
I
T
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l.l1 Supervision Received

1.12 Work Pressure

Score Level
None ( 0 poinls) f requenl, low level supervision received
Boslc ( I Point) Dolly conlocl with the supervisor on routine molters

Weekly conloct wilh middle monogers on doy to
doy molters

High ( 3 points) lnlrequenl conloct with monogers, who will be of o
high level, on mot'ters direclly reloting lo the
operolion ond productivily of lhe Orgonizolion

veryHigh(4polnts) lnfrequenl contoct wilh monogers, who will be of q
very senior level.

Score Level
None ( 0 points) No deodlines to be mel
Bosic ( I Poinl)
Moderole ( 2 polnts) Regulor deodlines, on mollers of o routine nolure,

which con hove some impocl on ossels,
produclivity, resources ond slof f

High ( 3 polnts) Regulor deodlines of o stroteglc ond produclivity
reloled nolure: foilure 10 meet them will hove o
delinite impocl on ossets, produclivity ond
resources.

VeryHigh(4points) Non- regulor deodlines, bul reloling to subjects
which will moteriolly otfecl lhe Orgonlzollon's ossels,
resources ond slofl.

2 KNOWTEOGE

Educolion2.1

Score Level
None ( 0 points) No educolionol re uirement ot oll
Bosic ( I Point) Bosic literocy- reoding ond wriling
Moderole ( 2 points) Secondory school level quolificotions, KCSE 'O'

level ond/or bosic post school sludies such os lrode
'lesls - e. , cir ond Guilds

High ( 3 polnls) Polylechnic or College reloted quolif icotions. or
hi her reloted sludies, such os HNC or HND

VeryHigh(4polnts)
rofessionol uolificotions

16

Moderole ( 2 points)

Occosionol deodlines of purely routine nolure.

University degree, equivolenl or higher; moior



2.2 RelevonlProfessionol/Technlcollrolning

2.3 Relevonl Work Ex eltence

2.4 Creoliv

Score Ievel
None ( 0 points) The job requi res no troining ol oll
Bosic ( I Poinl) A smoll omounl of lroining, such os induclion or o

litlle job f omiliorizolion is required
Mode;ole ( 2 points) Altendonce ot shorl durotlon, low lo moderole level

courses such os driving, word processing, elc. is

required
High ( 3 poinls) Regulor ottendonce ol high level coutses, which

con be of o long durolion, ond hove o poss/ foil
requiremenl

VeryHigh(4points) Highest level poslgroduole slondord courses which
hove o poss /foil requiremenl. These moy include f ull
time posl groduote study or professionol
quolificolions

Score Ievel
None ( 0 points) No experience of lhe lype of work within the

orgonizotion
Bosic ( I Point) No speciolist experience within lhe orgonizotion, but

o limiled omounl of experience outside the
orgqnizqtion

Moderole ( 2 points) A smoll omounl of non- speciolisl experience, but
conslderoble experience of orgonizolion methods,
procedures ond objectives.

High ( 3 points) Speciolisl experience, or experience in orgonizotion
procedures, melhods ond objeclives

VeryHigh(4poinls) A combinotlon of speciolist experience, ond
orgonizofion procedures, melhods ond obieclives

Score Ievel
None ( 0 poinls) Purely following orders, no originol lhouoht required
Bosic ( I Poinl) Following rules ond inslructions, bul some scope lol

personol devlotion ond lhough't in improving
performonce ot duty is required

Moderote ( 2 polnts) Routine work, bul which derinitely hos scope f or the
iniliolion of the jobholders' own methods, ideos ond
p{qgedures
Procedures ond routines ore less relevonl but o hlgh
level of the jobholders' personol input 1o new
rystems, ideos ond procedures.

VeryHigh(4points) Virtuolly, no inslruction or roulines ol oll, completely
the jobholders' originol thinkingreliont on

,17
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2.5 Com of worke

2.6 Know-How

2.7 Plonnin ond Co-ordinolion

Score Ievel
None ( 0 poinls) Simple stroighl forword work.
Bosic ( I Point) Bosic losks, wilh o shorl leornino curve
,riloderote ( 2 points) Tosk of o roullne nolure, which hos lo be leornt by

troininq or observolion
High ( 3 points) Tosks of o non- rouline nolure, which requires lhe

input of detoiled ond complex informolion which
lokes o consideroble period of lime to ossimilote

VeryHigh(4points) Complex losks, which require deloiled or
speciolized informolion requiring o long leorning
curve, ond o need for reference in loking decisions

Score Ievel
None ( 0 poinls) No knowledge of 'the orgonizolion procedures
Bosic ( I Point) A litlle procedurol knowledge, lo corry ou't o set

procedure
Moderole ( 2 poinls) Some knowledge ol o wide ronge ol procedures. or

on in depth knowledge of o f ew procedures
High ( 3 poinls) An exlensive knowledge ol o ronge ol procedures,

or o speciolist knowledqe of o few procedures
VeryHlgh(4polnts) A deloiled knowledge of o wide ronge of

procedures, or on expertise in one or lwo
speciolties.

Score Level
The lob requires no plonning ond co-ordinolion oi
oll

Bosic ( I Poinl) The job ,equires no plonning, bul o smoll omounl ol
co-ordinotion of the work of others, in o non-
supervisory woy

Moderote ( 2 points) An inpul ln to lhe plonning ond torecosting process
ond /or the co-ordinolion of the work of others

High ( 3 poinls) A definlte responsiblllty for plonning ond forecosling
os well os orgonizing ond co-ordinolion of the work
of olhers

VeryHigh(4poinls) Prlmory responslbility f or plonning, forecosting ond
orgonizing ot o hlgh level. Mojor responsibilily for the
co-ordinolion of lhe work of key groups of people

.18
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3.
3.1

MENTAL AND EMOTIONAT SKITLS

Accurocy

3.2 Anoly'icol Skills

3.3 lniliolive

Score Level
None ( 0 poinls) Ihe job requires no level of occurocy f or ils eff ective

performonce.
Bosic ( I Point) The job requires o cerloin level of occurocy, in

simple, pre- sel routines.
Moderote ( 2 polnts) The job requires o level of occurocy, which if not

ochieved con leod to finonciol loss, sofely risk or
operotionol inefficiency

High ( 3 points) A high degree ol occurocy is required for effective
ond ef ficient performonce of the job

VeryHigh(4poinls) TheJob requlres 100% occurocy - foilure lo do this
will leod lo serious finonciol loss, sof ely risk or
operoiionol inef ficiency

Score Level

None ( 0 points) The job requires no onolysls or judgmenl for ils
ef f ec'tive perf ormonce
Bosic losks to be performed with some level ol
comprehenslon os to whot the job involves ond why
il is being done.

Moderole ( 2 points) Some judgment is required in lerms of informolion
received; the informolion hos to be fully underslood
before the work con be ef fectively corried oul
The job is complex, requiring o hlgh degree ol
onolylicol reosoning, evoluolion ond onolysis of
informo'tion.

VeryHigh(4points) lhe job is of speciolist noiure, wiih no precedenl or
rouline ond requires the hlghesl level of reosoning.
onolysis comprehension ond evoluotion oF
informolion

Score Level

None ( 0 points) Purely roulinej no inlllotive required
Bosic ( I Point) The job is routine, with definite rules or guidelines,

bul wilh some scope for bosic inlerprelolion wlthin
those rules

Moderole ( 2 points) A diversity of operolions wilhin the job which ollows
the jobholder lo disploy initiolive ond independenl
lhoughl

High ( 3 poinls) The jobholder hos to moke decisions in the obsence
of focts or with incomplete informolion. These
decisions relote lo high level finonciol, operotionol, T

T

T

T

t9

Bosic ( 'l Point)

High ( 3 points)

I

I



sloffing or speclolisl motters
VeryHigh(4poinls) A high level o, lndependenl decision moking

required, in losks where lhere ore no or few
precedenls or guidelines. The obilify lo operote
coniingency plonninq is of hiqhesl imporlonce

3.4 Menlol ond Emotionol Ettorl

3.5 Problem Solving

4. INTERPERSONAT SKIILS

4.1 Soclol Skills

Score

None ( 0 points) No mentol elforl requlred for ef ficien't ond effective
performonce

Bosic ( I Point) Some slighl lime pressures on ossimilotion of
informolion, colling for o smoll omount ot menlol
eflort

Moderole ( 2 points) lnlormolion required to do some routine losks hos to
be obsorbed quite quickly

High ( 3 points) Job conlent ls complex ond non roullne ,requiring
lhe ossimilolion of informolion in o shorf spoce of
time

VeryHlgh(4points) A greot deol of menlol efforl is necessory on o
frequent bosis in order lo ossimilote complex
informolion required to do lhe job.

Score l"evel

None ( 0 poinls) No requlremenl for problem solvinq
Routine pre-set functions performed under close
supervision, which occosionolly requires o smoll omounl o,
doy lo doy problem solvlng

Moderote ( 2 polntsl Although the job is o routine one, it is necessory to onolyze
informolion in order to solve problems whlch ore non -
roullne ln nolure

HIgh ( 3 polnts) A high level of comprehension of informotion ond originol
thinking is required to solve problems ot slgnlliconl nolure,
reloted to policy, finonce, stofflng or operolions.

VeryHigh(4polnls) The jobholder personolly lockles problems withoul ony
guidonce from, or, reference 'fo other units ond
individuols. The problems hove o dlrecl ond molor beorlng
upon lhe pedo.monce ol lhe Mlsslon

Score Level

None ( 0 poinls) The job does nol require compelence in monoging
relolionship wilh other people.

Bosic ( I Poinl)
Moderole ( 2 points) The iob requires occosionol interoclions wilh slolf ol

50
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slotlinq or speciolisl motlers
VeryHigh(4poinls) A high level ol independenl decision moking

requlred, in losks where there ore no or few
precedents or guidelines. The obilily to operote
contingency plonning is of highest importonce

3.4 Menlol ond Emolionol Effort

3.5 Problem Solvlng

4. INTERPERSONAT SKItI.S

4.1 Sociol Skills

Score Level

None ( 0 poinls) No menlol eflort required f or efficient ond effeclive
performonce

Bosic ( I Point) Some slighl time pressures on ossimilolion of
informotion, colling for o smoll omounl of mentol
etlorl

Moderole ( 2 points) lnrormotion required to do some routine tosks hos to
be obsorbed quile quickly

High ( 3 points) Job conlenl is complex ond non rouline ,requiring
lhe ossimilo'tion of informolion in o shorl spoce of
lime

VeryHigh(4points) A greot deol of menlol etfort is necessory on o
f requenl bqsis in order lo ossimilole complex
inf ormolion required to do the job.

Score Level

None ( 0 polnls) No requlremenl f or problern solving
Boslc ( I Polnt) Routine pre-sel funciions performed under close

supervision, which occosionolly requires o smoll omounl ol
doy lo doy problem solvlng

Moderote ( 2 polnts) Although the job is o rouline one. il is necessory 10 onolyze
informolion in order to solve ploblems whlch ore non -
roullne ln nolure

High ( 3 points) A high level of comprehension of informotion ond origino
lhinking is required lo solve problems ol slgnlllconl nolure,
reloled to policy, finonce, stoffinq or operotions.

VeryHigh(4points) lhe jobholder personolly tockles problems without ony
guidonce from, or, reference to other unils ond
individuols. The problems hove o dlrecl ond moJor beorlng
upon lhe pedormonce or lhe Mlislon

Score Level

The job does not require compelence in monoging
relolionship wilh olher people.

Bosic ( I Poinl)
Moderole ( 2 poinls) The iob requires occosionol interoctions wilh slofl ol
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High ( 3 points) Perlormonce of the job involves frequent
interoctions wilh high level monogemenl slotl ond
wilh cuslomers ond requires o high level of
interpersonol competence thot will creole
sotisfoction lo both the stoff ond customers

VeryHigh(4points) The job involves doily interoclions with the hlghest
level ol monogemenl sloft ond cuslomers ond
requires o very high level of inlerpersonol relotions
competence which leods moinlenonce of effective
teoms ond cuslomer loyolly

4-2 lnternol Conlocts

4.2 Exlernol Conlocls

5. PHYStCAt SKtLtS

5.1 Ron e of Skills

Score Level

None ( 0 poinls) The Job requlres no conlocl wilh onyone inside the
Orqonizolion

Bosic ( I Poinl) Some minor conlocts with sloff of 'the some level,
within lhe Orgonizolion

Moderole ( 2 points) Occosionol personol conlocl wilh the senior stof f
High ( 3 points) Doily personol conloct wilh senior sloff up to the

highest level
VeryHish(4poinls) Very lrequenl conloct wiih high level monogers

Score Level

None ( 0 points) The job requires no conlocl with onyone outside the
Orqonizotion

Bosic ( I Point) Some minor conlocts with people outside the
Orqonizoiion

Moderole ( 2 points) Occoslonol personol contocl with lhe with the
cuslomers/stokeholders, suppliers ond conlroctors

High ( 3 points) Doily personol contocl with people outside the
Orgonizotion, wilh lhe requiremenl to visit mojor
cuslomers/slokeholders, suppliers or conlroclors on
o regulor bosis

VeryHlgh(4polnts) Very frequenl conlocl wilh, mojor
customers/siokeholders, suppliers. controctors ond
qovernment officiols

Score Level

None ( 0 poinls) No recognized skills required for lhe performonce of
the job

5l

middle levels, ond some conlocl with customers
ond requires bosic competence in interpersonol
relotions.



Bosic ( I Polnl) Bosic monuol skills, such os driving, ore required
Moderole ( 2 poinls) lower level skllls, such os monipulolion, or simple

mochine operolion ore required
High ( 3 points) Skill requirement 1o o hlgh level, proven by

otlendonce of courses ond by experience
VeryHigh(4poinls) A lhorough commond of one or more physicol,

menlol or professionol skills, lo on odvonced level of
competence

5.2 Dexlerity

5.3 Physicol Etlorl

6.1

WORKING CONDITIONS

The Work Environmenl

6

Score Level

None ( 0 points) No requiremenl for hond//feet/eye co-ordinolion
to corry out lhe iob

Bosic ( I Poinl) A smoll level ol co-ordinolion, used on on
infrequent bosis - e.9., the occosionol use of o
colculolor

Moderole ( 2 points) Some co-ordlnolion on o dolly bosis in lhe
operolion of mochinery, keyboords or olher
equipmenl

High ( 3 poinls) The use of honds/feet/eye co-ordinolion on o dqily
bosis, on equipment which requires koining to use.

VeryHigh(4points) The jobholder hos to use honds/teel/eye co-
ordinolion oll doy, on odvonced mochinery,
keyboords ond equipment

Score Ievel

None ( 0 poinls) No requiremenl ot oll f or physicol ef f ort or stomino
Bosic ( I Point) No more physicol effort or slomino thon is required

for o sedenlory otlice lob
Moderole ( 2 points) Occosionol use of physicol strenglh ond stomino

required
High ( 3 poinls) Frequenl use of physicol slrength ond slomino

required
Conslonl use of physicol slrenglh ond slomino
required

Score Level

None ( 0 poinls) The iob hos no inherenl hozords
Bosic ( I Point) Work is corried oul under o normol otflce condilions,

during normol hours, or their equivolen't with
minimum risks
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Moderote ( 2 points) Occoslonol conlocl wiih odverse condilions ond/or
on occosionol requiremenl lo work overlime or
unsocioble hours. Moderote risks ore inherenl in the
lob environmenl

High ( 3 points) Conslderoble exposure to unpleosont condi'tions
such os f umes,odours, dirt, dust, noise, vibrotion or
physicol reslricting condilions ond/or o frequenl
requirement to work overtime ond unsocioble

VeryHigh(4poinls) Conllnuous conlocl wilh odverse condilions os listed
obove ond/or o constont requiremenl 10 work
overlime ond/or unsocioble hours. High level of risks

is inherenl in lhe iob environment
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APPENDIX V: JOB EVALUATION SCORE SHEET

JOB TITLE;.......
TACIOR SUB.FACIOR I.EVEI. SCORE TOTAI. SCORE

I, RESPONSIBILITY l.t Accouniobilily
1.2 Decision Moking
1.3 Effecls of Errors
1.4 lndependence of work
1.4 Judomenl
r.5 Responsibility f or Finonciol

Resources
t.6 Responsibiliiy for Equipmenl

7 Responsibilily f or lnformolion.
Records ond Reporls

r.8 Responsibilily for stoff Sofety
1.9 Responsibility for Supervision of

ofhers
t.l0 Supervision Received
t.tl Work Pressure

5U8-TOTAI.

2. KNOWLEDGE Educotion
2.2 Relevont

Prof essionol/Technicol Troininq
2.3 Relevonl Work Experience
2.4 Creotivity
2.5 Complexity of work
2.6 Know-How
2.7 Plonnino ond Co-ordinolion

SUB-TOTAI.

3. MENTAL SKILLS 3.r ACCUToCy

3.2 Anolylicol Skills

3.3 lniliolive
3.4 Mentol ond Emotionol Effort
3.5 Problem Solving

SU B. TOTAI,

4.\ Sociol skills

4.2 lnlernol Contocls
4.3 Externol Skills

SU B -IOIAI.

5. PHYSICAL SKILLS 5.l Ronqe of Skills

Dexlerily
5.3 Physicol Effod

SUB.TOTAI.

6. WORKING CONDIIION
6.1 The work Environment

SUB.TOTAI.

OVERAtI" SCORE
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A endix Vl: Grodin Shuclure Bosed on lhe Finol score
TACIOR SCORES WITH WEIGHIS IOADED AND BANDING 8AN0/

GRADE
RESP x30 KNOW x't5 x20 IN]ERP x20 PHY x5 TOTAI.

TITLE

I39 1,t 70 26 390 t6 320 t2 240 3 30 I
I Chief Execulive Officer

330 I4 280 9 r80 5 50 I 5 1,9252 Chief Monoqer, Progroms
't,080 22

5 r,8053 Chief Monoaer. Finonciol Services 34 r.020 t2 240 8 160 5 50 I

330 )2 240 't60 5 50 5 1.8054 Chief Monoqer. HR ond Adminishotion 34 1,020 22

5 r.805

2

5 Chief lnlernol Auditor 9t0 23 345 8 r60 5 50

315 l3 260 140 4 40 1 ,720
6

Notionol Progroms Coordinolor/ Deputy
CEO

32 2\

5 I ,7107 Monoger Proqroms {Coordinolion) 220 't60 5 50

8
Senior Monoger, Corporote Affoirs ond
Communicotions

32 960 2l 315 lt 220 8 5 I .710

8t0 t9 285 l2 240 tl 220 6 60 I 5

3

9 Snr. Monoger, Procuremenl 27

21 315 ll 220 6 120 5 50 l 't.580
l0 Leqol Officer 29 870

22 330 12 240 I r60 5 50 Ill Monoger Proqrom lM&E) 26 780

220 220 5 50 I 5 1,54512 Communicolions Officer 25 20 300 lt
5 r,545r3 Corporole Plonninq ond Slroleoy Monoqer 25 750 20 t1 tl 220 5 50 I

840 255 )2 7 140 60 I 5 't ,54014 Regionol Coordinotor 28

I 5 1,540I5 Snr. lnternol Auditor 28 l7 255 )2 240 r40 6 60

5t6 Snr. Accountonl 27 8',| 0 t8 270 6 't 20 6 60 I 1,505

255 t0 200 I t60 50 l 1.480

4

\7 Snr. Monoqer, Adminislrotion 2/ 8r 0

l0 |,420t8 Fund Monoqer 24 720 t6 240 t2 240 7 140 7 70 2

24 720 16 240 )2 240 7 't40 7 70 2 10 | .420t9 Quolity Assuronce Monoger
22 660 l7 255 9 180 t2 240 7 70 2 r020 Execulive Secrelory

17 25s l2 240 6 r20 4 40 I I ,4',t02l Procuremenl Officer 750

660 t9 285 l4 280 120 6 IICT Offi cer-Systems Adminislrolion 22

660 t9 285 l4 280 120 I I ,41023 Plonning Officer 22

270 t0 200 / r40 80 I r ,38524 Communicotions officer 690 t8
r ,385

q

25 Accounlont

23

750 r8 270 tl 220 5 100 4 40 I (

IIIIIIIIIIIII

II IIIIIIIIII

IIIIIIIIII II

IIIIIIIIII

))

MENT xr0 CONDIT

s/N

5 2,'t55

36

22 330

t3 260

7960

960 2\ 3r 5

160 50

r.650

5 1,565

750

300 220

l7 240 6

840 7

12 240

17

1.4t 5

525

6 60 1,410

6 6 60

25



TACTOR SCORES WIIH WEIGHTS TOADED AND BANDINGs/N TIII.E

RES P x30 KNOW xt5 MENT x20 IN]ERP x20 PHY xl0 CONDII x5 TOTAI.

26 2l 240 t2 240 6 't20 5 50 2 l0 t,280

27 ICT Officer-User Support 2t t6 240 t0 200 6 r20 8 80 2 l0 1 ,280

BANO/
GRADE

28 Humon Resources Officer 630 t6 240 l0 6 r20 B 2 't0 t.280

29 Driver 2a 600 tl '165
7 r40 6 't20 8 80 3 t5 't,'t20

30 Office Assisionl t7 51 0 l2 180 9 r80 6 r20 t0 100 3 l5 1. t05

3l
Humon Resources Assistont (BMW Office
Assistontl

t7 5r 0 )2 180 9 180 6 120 t0 100 3 l5 1,105

32 Legol Assislonl 17 5t0 t2 180 9 r80 6 t20 l0 r00 3 't5 't, 
t 05

33 Receptionist - BMw Office Assistoni 17 510 12 't80 9 r80 6 r20 l0 100 l5 I,t05

34 Registry Assistoni t8 540 tl r65 3 160 6 120 5 50 I 5 1,040

35 Assislonl Accounlont t5 540 l3 't95 9 180 80 4 40 I 't,040

36 Secretory 17 5',| 0 )2 180 7 't40 6 r20 50 I 5 r,005

37 Adminisirolion Offlcer )7 5',t 0 )4 2r0 6 't20 5 r00 5 50 l 5

Telephone Operotor \4 420 ll 165 t40 t0 200 4 3 l5 980

6

7

39 Receptionist 14 420 / 140 t0 200 40 3 l5 980

40 Clericol Officer ll 330 7 t05 5 100 4 80 70 3 l5
4) Offlce Assistont 330 7 105 5 4 80 / 70 3 l5 700

42 Support Sioff lt 330 7 105 5 100 4 80 7 70 3 l5 700

8

IIIIIIIIIIIII

,s6

lnternol Auditor 630 16

630

2l 200 80

3

(

995

7 40

165

7 700

lt 100



I

JOB TITTE

I Chief Executive Officer
2 Chief Monoger, Progroms
3 Snr. Monoger, ICT
4 Fund Monooer

Snr. Monoger, Corporote Affoirs ond Communicotions
6 Notionol Progroms Coordinotor/ Depuiy CEO
7 Chief Monoger. Finonciol Services
8 Chief Monoger, HR ond Adminisirotion
9 Snr. Monoger, Procuremenl

t0 Legol Officer
ll Chlef Inlernol Auditor
t2 Snr. Internol Auditor
13 Monoger Progroms (Coordinotion)
l4 Monoger Progrom (M&E)
t5 Monoger, Corporole Plonning ond Strotegy
t6 Snr. Accountont
17 lnternol Auditor
t8 Snr. Monoger. Administrolion
l9 Executive Secretory
20 Communicotions Officer
21 ICT Technicion
22 Administrotion Officer
23 Regionol Coordinotor
24 Fund Monoqer
25 Procurement Officer
26 Quolity Assuronce Monoqer
27 Accounto ni
28 Sysiem Adminiskotor
29 Snr. Monoger Humon Resources
30 Office Assistont
3r ICT Technicion
32 Humon Resources Assislont
33 Driver
34 Procuremenl Assislont
35 Reqislry Assistont
36 Legol Assistonl
37 Assistonl Accounlont
Jd Humon Resources Officer
39 Secretory
40 Clericol Officer
4l Administrotion Officer

51

APPENDIX Vll: tlST OF JOBS EVALUAIED

5



42 Telephone Operotor
43 Receplionist
44 Of f ice Assistont
45 Support Stoff

58



APPENDIX Vlll: SALARY AND BENEFITS SURVEY QUESTIONNAIRE

CONSTITUENCY DEVELOPMENT FUND BOARD (CDFB)

>.(
l{uduma
Bora nl

hakl Yako

ELIUD & ASSOCIATES

SALARY SURVEY QUESTIONNAIRE
SECTION ONE: BACKGROUND INFORMATION

E&A

I
Number of Employees (Reporting Entit-v)

Type or Class of Parastatal

J
Annual Allocation/Budget/Tumover

J Ifyou use Salary Range Structure, by what % do you
increase your ranges?

What is your merit increase?

5S

tr



SECTION TWO: ALLOWANCES Pf,R GRADING LEVEL

SI TYPE
LEVEL

I
(HIGH EST)

LEVEL LEVEL
3

LEVEL
4

LEVEL
5

LEVEL
6

LEVEL
7

LEVEL
E

LEVEL
9

LEVEL
t0

(LOWEST)

llousc

l Extraneous
Duty

Entertainment

l Transport

5 Medical

6

'7 Hardship

I Responsibility

I Othe rs

t0

lt

6. Which of these allowances do you provide and how much (kshs.) do you provide for each level of your grading structure

60

I

Special Dury

----t---r



SECTION THREE: BASIC SALARY SCALES FOR JOB TITLES (NOT INDIVIDUAL )

E. Kindly Provide Basic Salary Scales (kshs) For Job Titles Only, Not lndividuats

SI JOB TITLE
NO. OF

TNCUMBENTS IN
POSITION

MINIMUM
(LEAST PAID

CETS)

SALARY
RANGES

MIDPOINT

MAXIMUM
(HIGHEST PAII)

GETS)

AVERAGE BASIC
SALARY)

I

.l

-5

6

1

3

9

t0
ll
I]
l3
I.l
t5
l6
t7
lli
l9
20

st JOB TITLE
NO. OF

INCUMBENTS IN
POStTtON

MINIMUM
(LEAST PAID

GETS)

SALARY
RANGES

M IDPOINT

MAXIMUM
(HIGHEST PAID

GETS)

AYERAGE BASIC
SALARY)

lt
2)

24

l5
l6
27

6l



29
30

32

35

i6
37

JE

39

ll
42
.li
{.1

9. How many levels do you have in your organizs tion structure s'ld whst qualilications/year of relevant expericnce does one noed to have belong
to the grade or group category?

st DESCRIPTION OF THE GRADE OR
LEVEL

QUALIFICATIONS OR NO. OF YEARS
OF RELEVANT EXPERIENCE

REQUIRED

TYPICAL JOB TITLES THAT BELONG TO THIS
LEVEL OR GRADE

I

3
.t

6

1

9

t0

62

ll

40

SECTION FOUR: LEVELS OF THE ORGANISATION STRUCTURE

8



APPENDIx Vlll (A): SALARIES SURVEY COPARATIVE TABLE

oE
.sq
.9o

3(,

g-e
EE
o-

g
:E

ez

(D
uJz B z

&
B

!c -2 o 3.c eE
cao.;Pi=

Execulrve 1

360,000 270 000 360,000 340,000 339 041 54,153 340,000 291 649 428,448 400.508

MIN 180,000 180,000 110,000 54,153 18 000 146,519 180,660

Chief

Managers/Heads of

Departmenl

2

MAX 127 980 110.2M 270,000 252.000 254 281 220,000 49 474 110,244 17 4 278 126,835 141.226

MIN 100,620 143,000 r35,000 95,000 33,652 89,748 105,157 68,670

3
MAX 120,274 98,947 130,000 240,000 190,710 195,000 37 897 94.235 138 382 115 075 98.100

MN 94,235 77 ,527 66 000 132,500 101,250 85,000 26,182 77 ,527 82,528 59,580

4
MAX 98,947 81,4M 60,000 186.220 143,033 124,320 31 657 85,474 101,382 103 235 12.224

tr'N 77,527 63 782 38.000 103,420 75 938 60 000 19,335 63,782 62,723 50.940

Professional/
TechnicalSlafi

5
MAX 81,4M 51,556 48,000 148,000 71,516 80,512 28,867 59 092 71 ,1 18 95,940 56,081

MN 63,782 40 533 31.200 61 600 37,969 40.000 28 867 49,636 44,198 45 945

6
47,117 32,115 29,3s0 74,000 53,637 42,328 22.635 56,725 44,738 68,670 25,388

l\f N 37,119 25,176 19.700 32 000 28.417 22,000 15,390 35 275 26,892 31,085

Semi'skilled Slaff 7
28,450 21,464 26,200 37,300 4A 228 28 000 19,995 42.877 30,564 59,120 18,265

MN 21 650 16,505 17,250 19,300 21,357 18,000 11,475 26 323 18,983 23,700

SupporlStatl 8
MAX 22,100 17,857 21,000 23,100 30,171 28,000 17,535 35.275 24 380 35,765 15,759

li/ N 15 400 13,333 14,050 11,400 16,018 18.000 5,970 16,692 13.858 15,925

I II II

6i

I

I I

I

I Senior Managers 
I

| ,,oo," rrnrn.,, 
I

I I
s4.235 | tso.ooo

Superyisoryiskilled I

Slafl I

I

l27o,ooo

31O,OOO l11O,O0O I 210,000



APPENDIX Vlll (A): SAIARIES SURVEY COPARATIVE TABTE

oE

.9o
p(,

S-exs9(,c

g @
uJt

q
z,

(D
UJz

= z, a
!c 2,

:<
o ps sE

Executive 1
MAX 360,000 270 000 360,000 340 000 339,041 54 153 340,000 291,M9 428,448 400,508

M]N 310,000 110,000 210,000 180,000 180,000 110,000 54,153 18,000 146,519 180.660

Chief
Manag€rvHeads ol
oeparlment

2

IUAX 12i,980 110,244 270,000 252 000 254,281 220,000 49,474 110,244 17 4,278 126,835 141,226

Ll t'l 100,620 94,235 150,000 143,000 135,000 95 000 33,652 89,748 105.157 68 670

3
t\,{Ax 120,270 98,947 130 000 240,000 190,7'10 195,000 37,897 94,235 138,382 115 075 98.100

iy' iN 94 235 77 ,527 132,500 101,250 85,000 26J82 77,527 82,528 s9,s80

Middle Managers 4
MAX 98,947 81 404 60,000 186,220 143 033 124J20 31,657 85,47 4 101,382 103,235 72.224

77 ,527 63 782 38,000 103 420 75,938 60,000 19 335 otttJ 50,940

Prolessional/

Technical Stafl
5

MAX 81,404 51,556 48,000 148,000 71,516 80 512 28,867 59,092 71,118 95 940 56.081

MIN 63,782 40,533 31,200 37,969 40 000 28,867 49 636 44,198 45,945

SuperYisory/Skilled

Stafi
6

MAX 47,117 32,115 29,350 74,000 53,637 42328 tl_bJJ M.738 68,670 25.388

[,] r 37 119 25,176 19,700 32,000 28,477 22,0N 15,390 35,275 26,892 31,085

7
MAX 28,450 21,464 26,200 37,300 40,228 28,000 19 995 42,877 30,564 s9,120 18,265

MN 21,650 16,505 17,250 19,300 21.357 18,000 11 475 26,323 18 983 23,7N

8
22,100 17,857 21,000 23,100 30,171 28,000 17 535 35,275 24,380 35,765 '15.7 59

M]N 15.400 13,333 14,050 11 400 16,018 18 000 5 970 16,692 13,858 15,925

6l

270,000

Senior Managers
66,000

63,782

61,600

fi.725

Semi skilled Stafi

SupporlSlaff
MAX



APPENDIX Vlll (B): OUTCOMES OF THE BENEFITS SURVEY

IIOUSIN(; ALLOWANCE KSHS

ORCANISATION 8 1 6 ) .J 7 I

KWS 80000 10000 i1500 I8150 I2000 li000 6000 5500

80000 60000 10000 2.1000 :0000 t0000 10000

NIB (est) 80000 .10000 40000 24000 20000 10000 6000

AFC 40000 1000 10000 25000 25000 20000 t8000 t8000

KASNtTB 80000 55000 45000 i5000 27000 21000 r5000 10000

WSRA 800t)0 40000 24000 20000 I0000 8000

KIE 70000 s0000 40000 i5000 2.1000 20000 1E000 5000

K\ II 80000 60000 J0000 2,r000 2 r000 H 000 7000

AVERA(;E 45t75 i9938 29656 17s00 I t750 8 56i

rII
IIII

PROPOSED 80.000.0 50,000.0 10.000.0 J0,000.0 10,000.{r t 5.000.0 10.000.0 10,000.0

TRANSPORT ALLOWANCE KSHS

ORCANISATION I 1 6 J 2 I

I tELu i5000 25000 19000 r2000 6000

NIB (est) 2.1000 r8000 18000 12000 s000 6000 6000

AFC 70000 2500

NACC t0000 i000 5 000 5000

WSRA r8000 t2000 7000 7000 5000 5 000 3000

KIF ti000 t0000 6500 5000 i500 :800 lt 50 i800

AVERA(;t] i5667 2,1000 17875 I i000 I0i00 6160 18 50 1050

IIIrI

6J

HELB 50000

5000

30000

10000

73 750 22500

55000

I I PRoPoSED ] NEGoTIATED I 2s,000.0 | 20,000.0 | rs,000.0 | 10,000.0 I s.00o.o I s.ooo.o i s,ooo.o 
I

50000 6000

I 5000



MEDICAL (IN PATIENT) ALLOWANCE KSHS

ORCANISATION It 6 l 2 I

lll:l.B

NIB

AFC

KAST'EB I It6000 Ilt6(xx) t86000 t86000 186000 t21000 t2t000

K}\'S t000fix) l0(xxxx) I01)(XX)1) 800000 800000 800000 65r)()00 650000

\\,S RA

K II] I750 1750 3750 2500 2 500 1875 1875 t875

K\II l{90 t7.t0 l7l0 17.10 t710 1725 880

AVERACE -'i_151t.1 291916 291813 211560 241560 2.t7101 t94100 I 9-l-3 l,t

PRO P( )SI. t) \t-(;ol lATED 500.000.0 500.m0.0 500.{m0.0 500.000.0 500.000.0 300.000.0 J00.000.0

65

1 5

NACC

1995

___l

___l

-.t



]IIEDICAL (OT]T PATIENT) ALLOWANCE KS}IS
oR(iANISATION l{ 1 6 l l I

I l t.8

\Ir 12.150 9971 8700 8700 7500 7500 6221 6221

AI]('

K,lSNI:IJ 7500 7500 7500 {5{il {5 8-l

K\\'S 35000 35000 15000 I5000 -'r 5000 -i5(X)0 .'i i (x )0 i 5(x)0

^-A( 
C'

WSRA

K I

KNII

AvERACE 21725 16102 15678 1706i t6667 16667 t-i169 t5269

PROPOSED NEGOTIATED 3O,OOO.O 30.000.0 20.000.0 t 5.000.0 r 5,000.0 I5.000.0 15.000.0

66

I

I I

I I I

I

I I

I

I I

I I I

I

I

I



HARDSHIP ALLOWANCE KSHS
# ORGAN ISAT]ON lt 1 (t 5 .l I

HF]I-B

NIB

AFC

KASNEB

KWS 2000 2000 2000 2000 2000 2000 2000

NACC

WSRA

KIE t200 t200 t200 t200 1200 1200 t200 1200

KNII

AVERAGE t600 1600 I 600 1600 t600 t600 t600 t600

PR0POSEI) NEGOTIATEI) 5,000.0 5,000.0 s.000.0 2.000.0

SPECIAL DUTIES ALLOWANCE KSHS

ORGAN ISATION 8 7 5 4 2

Ht,I-B

NIB

AFC

KASNEB

KWS

NACC

WSRA

KII] i t7tt9 9727 7998 637 4 5690 19'13 44.15 i246

KN II

AVERAG E I I 7ti9 9127 799 8 6374 5690 197 ) 4.1.15 3 2.16

10,000.0

6'7

NT:(]OTIATEI) | 0.000.0 s.000.0 3.000.0

2000

=--l

6

PROPOSET)



RESPONSIBILITI' ALLOWANCE KSHS
ORGAN ISATION 8 1 6 l .t l I

N I
AFC

KASNEB

KWS

NACC

WSRA

KII: 41t6 t89l lr99 t5i0 2276 1989 1778 ll98
Kr'* ll 2200 1200 ll00 2100 2200 r500

AVERAG E l.l5 8 3016 2700 2375 22i8 1745 t718 t298

N EGOTIATED 5.000.0 5,000.0

EXTRENEOUS ALLOWANCE KSHS
ORGANISATION It 7 6 ) .l l I

HEI-I}

Nlu

AFC

KWS 10000 r0000 10000 8000 8000

NACC

WSRA

Ktu

KNII

AVERACE 10000 10000 10000 8000 8000

PROPOST_t) \F';oTIATI.:I) 20.000.0 20.000.0 t5.000.0 | 0.000.0

6S

I

HELB
I I II I

I

I
I I

I II

I i I

I I I

I

I

I I I

PROPOST.t) 3,000.0 | 2.000.0 
| I

I I I I I

IK^SNEB

I

I

I
I I I

I

I II



il



ENTERTAINMENT ALLOWANCE KSHS

ORCAN ISATION 8 7 6 J l I

IIELB

NIB

AFC

KASNET]

KWS

NACC

WSRA

KIE 20000 i500 2500 2000 t500

KN II 1500 680 680 680 680

AVERA(; E t0750 I t750 8750 6000 t500 4DIV1O! DIV/()I riDIV/01

PROPoSEI) N E(;OTIATED

II II I

69

I

I I
I

I

I
I

I
I

| 2oooo I rsooo I roooo 
I

I I

I I I I

III I I

I

II

10.000.0 1 10,000.0 | s,000.0 
I

I I
I



I

I

I

T

T

T

!
l



I

t

I

t
t

I



CONSTITUENCY DEV PMENT FUND BOARD (CDFB)

FINAL REPORT ON

JOB DESCRI PTIONS AN D SPECIFICATIONS

PREPARED BY:
ELTUD ond ASSOCIATES (E&A)
P.O. BOx 9'|8:t-00100
NAIROBI
i oBrrE I 0711 -61?056 /0733-7 66204
TEt : TE[:Ql0-2il'[3623 / 2,21362,5
FAX:2i14363.i1
E moll: dlrdeuglgesEsllcam

JUNE 2OIO

T



TABLE OF CONTENTS

I
-t

I

'1,0 cH|EF ExEcUT|VE OFHCER ....

1l
1.2

2_O

2.1

2.2

,OB DESCRIPI ION

JOBSPECIFICATIONS.,,,,,,,,,,,,,

CHIEf MANAGER, PROGRAMMES

JOB DESCRIPTION.

JOB SPt CrFrCAl tONS..

1

4

5

5

/

8

8

3.0 PROGRAMME MANAGER (COORDtNAflON ).....

3.1 IOBDISCRtPTlON.........

3,2 IOB SPECIFICATIONS, ,

4.0 PROGRAMME MANAGER (M & E)

4 I JOB DT SCRIPTION

4 ? JOB SPtCtFtCAT tONS......

5.0 REGtONAtCOORDtNATOR..........

5.r JOB DESCR|P I tON .......

5,2 JOB SPECIFICATIONS ,,,,,

10

.... 1 t

t1
. t3

... l4

,',14
,,. 16

... L76.0

6.1

6.2

7.O

7.1

1.2

8.0

8.1

4.2

9.0

9.2

r o.0

10.1

10.2

FUND MANAGER

]OB DESCRIPTION....,,.,,,,,,.,,

JOB SPECIFICATIONS,. . ... ,,

cLERtcAt- orFtcER ............

JOB DESCRIPTION -,..,,..,,, ,,,,

JOB SPECIFICATIONS,.,,,...,,,

JOB DESCRIPTION,,...,.,,,,,

JOB SPECrFtCATtONS..........

INIERNAI- AUDITOR...........

JOB DESCRIPTION -,,.,,,....

JOB SPECTFTCAT|ONS...... ..

CHIEF INTERNAT AUDITOR ....,...,...,.

JOB DESCRIP] ION , ,,,,,

]OB SPI CIFICATIONS,, ,, , ,,,,,,,,,

sNR. TNTERNAL AUD|TOR.................

.17

.20

2t

2t

24

?4
26

27

?7

29

3(,

30
3?

33

:t3

35

,I I.O QUAI,ITY ASSURANCE MANAGER

1 ] I JOB DFSCRIPI ION

I I 2 JOB 5Pt CIFICATIONS ,

t

.... !

l

I



r

12.O

1.2.1

72.)

13.0

13.1

73.2

14.0

14.1

74.2

r 5.0

15.1

75.2

16.0

16.1

76.2

17 .O

t7.1
l7 .2

r 8.0

18.1

18.2

I 9.0

19.1

19.2

20.o

20.1

20.2

21 .O

2L.1

27.2

22.0

22.7

22.2

23.0

23.7

CHIET MANAGER, HR AND ADMINISTRATION

loB DESCRtPTtON.........

JOB 5PECIFICATION5,,.,.

SENIOR MANAGER HR

JOB DESCRIPTION,,,,..,,

JOfl SPECtFTCATTONS

HUMAN RESOURCES OFFICER......

]OB DESCRIPTION ,

JOB 5PECtFtCAT|ONS.....................

HUMAN RESOURCE ASSISTANT....

JO8 DESCRIPTION -.

JOB SPECrFrCATrON5...............

SNR. MANAGER, ADMINISTRATION

JOB DESCRIPTION,,,,..,,,,

JOBSPECrFtCATtON5............ ...

ADMtNtSTRAT|ON Orfl CER.....................

JOB DESCRIPTION,

JOB SPECIFTCAT|ONS. ...... ..

Of IICE ASSISTANT

JOB DESCRIPIION ,

JOB DESCRIPTION

,OB SPECIFICATIONS,,

TRANSPORT OFFICER

JOB DESCRIPTION,,,,,,

JOB SPECIFICATIONS,,

5

6

REGISIRY ASSISTANT......

.toB DESCRTPTTON ...... ....

JOB 5PECrFrCATtON5.......

PERSONAI. ASSISTANT .......

JOB DESCRIPTION.,,.,,,,,,

JOB 5PECtFrCATtONS......

EXECUTIVE SECRETARY

,OB DESCRIPTION,,,,.,.,.,

3
!,

6

6

66

66

l

36

39

39

41

r

6l

61



I
I

23.2

24.O

24.1

?4.?

25.0

25.1

26.0

26.1

26.2

.JOB SPECIFICATIONS,,,,.,

TEI"EPHONE OPERATOR.

JOB DESCRTPTTON..........

JOB SPECIFICATIONS.,,,,

RECEPTIONIST ....

JOIJ DLSCRIPI ION , ,,,
]OU SPt'CIFICAI IONS

CHIEF MANAGER, FINANCIAL SERVICES.

JOB DESCRIPTION ,

IOB SPLCIFICNI IONS,, , ,,,. ,,

sNR ACCOUNrANT..........................

JOB DESCRIPTION,....,,,.

]OB SPECIFICATIONS,,,..

ACCOUNTANT.............

JOB DESCRIPTION --,,, ,.,
loB sPEctFtcAr toNs.. ..

ASSTSTANT ACCOUNrANT.............

JOB DESCRIPTION ,,

JOB SPt CIFICN I IONS ,,,

SNR. MANAGER, PROC U REMENT.,....

JOI] DLSCRIP I ION,,,,,,,

JOB SPICITICN I IONS ,

PROCUREMENT OFFICER...........,

JOB DESCRtPTtON...............

JOB SPECIFICATIONS,

PROCUREMENT ASSISIANT

JOB DESCRIPTION, , ,

JOB 5PECIFICATIONS,,,,,,,.,,

SENIOR MANAGER, CORPORATE ATFAIRS AND COMMUNICAIIONS ...

JOB DESCRIPTION,.

JOB 5PECIFICATION5,,., . ,..,.

COMMUNICATIONS OTTICER

.,OI] DtSCRIPTION,,.

JOB SPE CtF tCn I tONS..........

I.EGAt OTFICER

.68

69

69

)o

7t

/1

t?

7l

73

76

76

7t)

79

/9
81

27 .O

21.1

27.2

28.0

24.1

2a.2

29.O

29.1

)9.2

30.0

30.1

30.?

31.0

31.1

37.2

32.0

32.1

32.2

33.0

33.1

33.2

34.0

34.1

34.2

35.0

T

T
........,....82

.............,82

.............. tJ-3

'.'....'.....84

' . .......84

'..,..,-,..... tj6

,..........,. a7

.............87

.............89

....90

'.,, 90
.... 9l

....92

..,, 92

...94

.....95

95

91

98

I

n

I
E

E



3 5.1

35.2

36.0

36.1

36.2

37.0

37.1

3't .2

38.0

38.1

38.2

39.0

39.1

39.2

40.0

40.1

40.2

41.0

41.1

47.2

I



I.O CHIEF EXECUTIVE OFFICER

I.I JOB DESCR'PI'ON

Job tille
locolion

Deporlmenl

Reporling lo

Supervises

ChieI Execulive Of f icer
Heod Of f ice

cEo
The Boord

(lhicf Monoger Progrommes, Chief Monoger HR ond Admin
Chief Monoger. Corporole ond Legol Affoirs, Chief lnlernol
Audilor, Snr. Monoger, procuremeni

A: PuRposE or rHE JoB

To monoge the cDF BoorcJ's s'rroregic tocus ond sreer irs inregriry os o.excellcnl ogenl of norionor clovcropmenl by ensuring thot the cDF Boord,sMondote is ochieved by effeclively ond efficienfly monog-ing ond controlinj tneoperolions of oll lhe deportmonls.

8: Matr [AsKs AND Rtspotstrnlrlrs

(l) PoUcy AND STRATEGY MANAGEMENT

I . (loordinotes formurotion ond impremenlorion of corporole poricies ond
slrotegies rowords ochicvement of the core mondote of the cDF Boord;2. speorheods formurotion ond impremenlorion of corporote oriinu* pr"ni,3. Monilors ond ensures oplimol finonciol performonce;

4. Develops vision for the fulure ond mobirizes stoff to oppry skil. knowredge,
competences, efforrs onci rcsources rowords ofioinmeni of tne vision; Jnd5 coordinoles pori.y-devo{opmenr ond monogemenr by f ociriroring regrlor
13oord meetings.

( ll) LEADERsHtp

l Communicoles wirh vorious teoms ro disseminote prons ond key decisions

- with o view to goining lhoir commrtmenl in implemenling them;2. Sels SMART objectives for individuol monogers ond teoms;3. Focilitotes sloffing, lrornin-<7 ond developm6nl of employees;4. Reviews ochievemenl of objectives ogoinst ogreed torgels; ond5. Inspires technicol/professionol ond suIport stoff to deliver excellenl
performonce.

T
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( lll) [EcAt REspoNstB[.tTtEs

l. Allocoles corporore rcsources equitobry belween vorious ocliviries of
lhe CDF Boord;

2. Reviews budgels lo oddresses chonging needs;
3. Reschedules progrommes lo conform to new demonds;
4. Monitors progress mode on corporole plons;
5. Authorizes expendilure within the ihreshold opproved by lhe low or

governmenl regulotions;
5. Reviews operotionol performonce of the deporlmenls;
Z. Verifies budgetory estimotes of ihe deportments ond progrommes;

ond
8. lniliotes sound cosl monogement progrommes

(Vl) CHAr{GE MAr{AGEMENT

I . Assesses the environmenl to identify the potentiol opporlunllies for
chonge ond instilu liorrol lronsformotion;

2. Focililoles oclions for designing ond developing new
progrommes/prolcc ls lo respond to the needs of the Communilies

3. Focilitotes progrommcs forstrenglhening orgonizotionol slrucluro.
syslems ond proccssos to deliver orgonizolionol excellence; ond

4. Recommends to the CDF Boord the crilicol chonges in policies.
systems ond progrommes for odoption.

?

l. lnslitutes legol oclions on beholf of ihe CDF Boord;
2. Defends the Ct)1, BoorcJ ogoinsl legol octions;
3. Execules controcls orrd deeds on beholf of the CDI: Boord; ond
4. Keeps cuslody of lho Ct)t Boord's ossels ond corporote seoi.

(lV) PuEuc RErATtoNs

I . Hosts public relotions functions to promote corporole imoge ond
progrommes of lhe CDF Boord;

2. lnitioles ond moinloins colloborotion with the CDF Boord,s
slokeholders;

3. Represenls the CDI- lloord in public funciions;
4. Meets ond/or receives CEOs ond Vlps from other instilu.tions: ond5. Encouroges diologuc bctween the CDF Boord ond ihe public.

(V) REsouRcEs Au.ocanoN AND uTtuzAltoN



I

C: Coruracrs

(i) lnternol:
. Heods of Deportmenl; onci
. Other members of stoff ol <rll levels

(i) Exlernol

. Members of Porliomenl;

. Ministry of Plonning;

. Minislry ol Finonce:

. Members of lhe Publici

. Heods of Civil Society Orgcrnizolions;

. The Medioi

. Other Ministries: ond

. Heods of Porostotols.

3
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1.2 JOB SPEC'F'CAI'ONS

Job title : Chicf Execulive Officer
Locotion : Hcoci Office
A: Minimum Acodemic Quolificolions

Moslers Degree in Business Adminislrotion, Finonce, Accounling.
Engineering, Economrcs, Community developmenl. Low or ony reloled
f ield from o recognized Universily.

B: Prolessionol Quolifi colions

Posl-groduote froining in ony of lhe following fields; Strolegic
Monogemenl; Projecls Plonning ond Monogemenl; Accounling ond
Finonce; or Humon Resourco Monogemenl.

C: Work Experience

10 yeors working experience ol senior monogemenl level in o relevonl field

D: Other Skllls

. Proven trock record in I eodershrp ond demonstroted copocity .lo

orliculole o cleor Vision ond motivole sfoff;
. Strong communicotion ond lnlerpersonol Skills;
. Knowledge of finonciol regulolions ond procedures;
. Sound knowledge of Public Service Reform Progromme;
o Working knowledge of I obour legislolion;
. Excellent Teom ond pcrsonol leodership;
. Ability to develop others ond build coherenl effective leoms;
. Flexibilily;
. Monogement experience ond skills;
. Strolegrcmonogomor)1;
. Being reody lo work under pressure;
. Self-drive; ond
. Computer literote.

A
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2.0 CHIEF MANAGER, PROGRAMMES

2.1 JO8 DESCR'PI'ON

Job title

Loc olion

Deporlmenl

Reporling lo

Supervises

Chicf Monoger, Progrommes

Hcod Of f ice

Progrommes

Chicf Execulive Off icor

Snr. Progrom Monogers

A: PuRPosE or THE JoB

Io cnsure overoll coordinotion of progromme oclivities ond provicJc linkoges
on<J supporl to other deportm<..nls in lhe implemenlolion of the projccts.

8: MArN Tasrs eHo Rrsrorsra[rrrrs

I . Deputizing for the Chief Execulive Officer;

2. Receives ond documents comploints from the conslituencies;

3. Anolyzes the comploints ond presents results of the onolysis lo the
Comploinls ond Arbilrolion Committee for deliberotion;

4. Orgonizes moniloring ond evoluotion of the CDF funded projecls;

5. Prepores the CDF Boord Annuol Reports;

6. Lioises with olher Heods o[ Deportment on projecls implementotion;

7. Responsible for performonce of Senior Progromme Monogers, Regionol
Coordinolors. FAMs, ond olher deportmenlol heods of Governmenl
Ministries ol lhe dislricl lcvcl;

8. Compiles Project lmplemcnlolionSchedules;

9. Provides linkoge between the CDF Boord ond the Porliomentory
Constituency Fund Committee;

10. Prepores ond conlrols deportmenlol onnuol budgei;

5
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I I . ldenlifies koining needs ond focililotes implemenlotion of lroining
progroms of the deporlmenl; ond

12. Orgonizes meetings ond lroinings for Government Officers involved in ihe
implemenlotion of lhe progromme.

C: CoNracrs

(i) lnlernol:
. Chief Execu tive Olficcr;
. Heods of Deportmenl;
. Progrom Monogers; ond
. ProjectCoordinolors.

( ii) Exlernol

. Boord Members;

. Constiluency Fund Commitlee;

. Members of Porliomen't;

. Heods of vorious Governmenl Deporlments ot Dislrict level; ond

. Olher Slokeholders.

6
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2.2 JO8 SPEC'F'CAI/ONS

Job tille
Loc otion

Deportment

Supervises

Chicf Monoger, Progrommes
llood Of fice

Progroms

S nr. Progrom Monogers

A: Minimum Acodemic Quolificolions

Mosters Degree in Sociol Scicn<:cs (Fconomics, Developmenl Sludies c.l.c) or
Business reloted field.

B: Professionol/Technicol Quolificolions

Post-groduote Diplomo in projecl Monogemenl.

C: Work Experience
/ yeors working experience in relevonl field ol senior monogemcnl level

D: Other Skllls
o Excellenl written ond orol Communicotion skills;. lnterpersonol relotion skills;
. Leodership S kills;
. Teomwork;
. Abilily lo work under prcssurr<:;
. Self-drive; ond
. Compuler lilerote.

l
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3.0 PROGRAMMEMANAGER(COORDINATION)

3. I JO8 DESCR'PI'ON
r
I

Job iille
Locoiion

Deporlmenl

Reporling 1o

Supervises

Progromme Monoger (Coordinolion)
Heod Off ice

Progrommes Deporlmenl

Chief Monoger Progrommes

Regionol Coordinolors

t

I

I

A: PuRPosE oF THt JoB

Io coordinoie ociiviles of lhe Progrommes deporlmenl bolh ol lhe
Heodquorters ond in the field, ond ensure timely disbursemenl of funds .fo the
consliluencies ond occountobility for the funds disbursed lo the consliluencies in
occordonce wlih the Provisions of the CDF Act.

B: MAIN TAsKs AND RESPoNSIBII.IIIEs

Reviews ond onolyses projcct proposols ond requesls from lhe
consliluencies ond presents resulls of the onolysis to the projects Technicol
Committee for considcro'lion;

ls lhe secrelory to the Projecis Technicol Committee;

Hondles reporls from lho Consliluency Fund Commiltee of porliomenl ond
forwords the deliberotions of lhc Boord to the Consiiluency Developmenl
Fund commiltees;

Prepores monthly reporls to lhe Constiluencies Fund Commiltee;

Focililotes troining ond provides odvisory services to Conslituency
Developmenl Funds Commiltees;

Assists in preporotion of onnuol work plons ond budgets for the deportment;

Assisls in preporoiion of f hc onnuol reporls on progromme implemen.lolion;

Hondles reollocolions, resubmissions ond requisition of projects;

Assists in orgonizing meciings ond lroining of Government officers involved
in ihe implementotion of the progromme; ond

q
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IO Ensures compilorion of rccords ond submission of rerurns from rhc
consliluencies.

C: Coruracrs

(i) lnlernot:
. Chiof Execulive Of lici:r;
. Heods of Deporlmenl;
. Pro.iecl stof f ; ond
. Oiher members of sloff .

(ii) Externot:
. Members of porliomenl;
. Dislricl Developmenl Olficers; ond. Heods of vorious Governmenl Deportments ot Dislricl level. I
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3.2 JO8 SPEC'F'CAI'ONS

Job title

[,ocolion

Deportment

Proeromme Monoger (Coordinolion)

I lcod Of ficc

l)rogrommes Deportmon I

A: Minimum Acodemic Quolificolions

Bochelors Degree in Quonti'ly Survey.

B: Professlonol Quolifi colions

Postgroduole quolificotion in projocl monogemenl.

C: Work Experience

/ yeors relevonl work experienco ot Middle Monogemenl Level.

D: Other Skills

. Excellenlcommunic:olionskills:

. Interpersonolskills;

. Teom ond personol leodcrship;

. Ability to develop olhors ond build coherent effeclive teoms;

. Flexibility;

. Be reody lo work under pressure;

. Self-drive;

. Computer liierote; ond

. Bosic finonciol monogemcni skills.

I
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4.0

4.1

Job litle
Locotion

Deporlmenl

Reporting to

Supervises

PROGRAMME MANAGER (M & E)

JO8 DESCR'PI'ON

A: Punposr or THE JoB

lo coordnote responses lo comproinrs ond meosure performoncc, ochivementsond successes of vorious progrommes ond projecls implemented under the CDFFund in order to determine the impocl they ore creoiing on the communiries.

B: Manr TAsKs AND Rrspotsrarurres

L Receives ond onolyses ond documenls comploints from the
consiituencies;

2. Requesls for informolion from lhe Constiluency offices in order to
formulote oppropriote rcsponses lo the comploints;

3. Recommends to lhc Conrploinls ond Arbitrotion Commitiee oppropriole
octions lo be loken in rcspccl to porticulor complolnls;

4. Acknowledges receipl ot comploinls ond provides feedbock lo lhecomploinonls;

5 Prepores ond mointoins minutes of the comproints Commiltee meetings;

6 Receives ond forwords monrhry rerurns from the Consriruencies ro therelevont deportmenls;

/. Reviews project implemontotion progress ond prepores ond compilesquorlerly implemenrolion slolus reports ond ensures the somo is updoled;

8. Prepores resulls-bosed mopping on M & E octivilies; ond

9. Prepores periodic M & I rL.porrs ro provide informotion for decisron-
m oking;

T
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: Progromme Monoger (M & E)

: Heod Off ice

:Projocls
: Chief Monoger, progrommes

:Non()
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l.

10. Orgonizes orientotion ond lroinlng of slokeholders before involving lhem
inM&Eprocesses;

I l. Prepores M ond E work plons for oll consliluencies;

12. Conies out periodic ossessmenl of the impocl of the CDF Fund on lhe
communilies

13. Delermines the foctors lhol con enoble susioinobilily of thc>

progrommes/oclivilics:

14. Assesses ihe efficiency of lhe Fund in relolion lo progrommes
implemenled by other porlners; ond

15. ldentifies ond disseminolcs criticol lessons leornt from the experiences of
implemenling the progrommcs.

C: Corracrs

(i) lnlernol:
. Chief Executive Officer;
. Heods of Deporimenl;
. Secreloriol sloff ;

. Regionol Coordino'tor; ortd

. Project Coordinolors

( ii) Externol

. Members of Porliomenl;

. Ministry Officiols;

. Boord Members;

. Generol public (Comploinonts); ond

. Service Providers e.g. Conlroctors.
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4.2 JOB SPEC'F'CAI'ONS

Job title

Locolion

Deporlment

Prog;romme Monoger (M & E)

ll<:od Of f icc

Progrommes

A: Minimum Acodemic euolificotions

Bochelors Degree in Civil Enginccnng.

B: Professionol/Tec hnicol euolif icotions

Posf-groduole troining in projc.cl Monogemen.l

C: Work Experlence

3 yeors ol Middle Monogemcnl Icvcl.

D: Olher Skills
c Excellenl Communicolion skiils;. Anolylicol Skills;
. lnterpersonol relolion skills:. Leodership Skills;
. Ieomwork;
. Bosic Knowledge in Finoncc (uudgeting);. Ability 1o work under pressurc;
. Self-drive; ond
. Computer lilerote.

t
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5.0 REGIONATCOORDINATOR

Rcgionol Coordinolor

Regionol Office

Proorommes

Prooromme Monoger (Coordinolion)

I'und Monoger; Driver ond Office Assislonl

A: PURPoSE oF THE JoB

Io provide professionol services to lhe Consliluency Developmenl Funds
Commitlee ond linkoge of the CDF Boord with the stokeholders wilhin the region.

B: MAIN TAsKs AND RESPoNSIEILIIIEs

1 . Lioises wilh Project Coordinolors in Constiluencies wilhin lhe region in
order to updole project implemenlotion slolus reporl ond build o do.to
bonk;

2. Moinloins records of funds disbursed ond received by eoch constiluency;

3. Advises CDFCs ond t,rojecl Coordinotors on exisling governmcni
procuremen'l procedurcs lhey ore required lo follow;

4. Assists in solving conflicls between locol residents ond CDFCs os o suppor.l
lo Project Coordinotors;

5. Responds to Audil queries concerning the operotions of fhe Region;

6. Responds lo comploints from stokeholders in the region;

/. Coordinotes Moniloring ond Evoluotion of CDF projecls in the region;

8. Represenls CDF Boord ot vorious stokeholder forums orgonized by both
governmenl ond civil sociely seclors in lhe region;

9. Coordinotes CDF Boord sponsored koinings in order lo copoci.ly-build
CDFCs;

10. Ensures occounlobilily ond responsibilily for project Coordinotors; ond

I i. Prepores ond submils rcgionol returns to the Heod Office.

T

74

5. I JO8 DESCR'PI'ON

Job lille

tocolion

Deporrmenl

Reporling lo

Supervises

il
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C: CoNrAcrs

(l) lnlernol:
. Heods of Deportmenl;

( ii) Externol

Members of porliomenl,
Heods of deportments of line minisiries e.g public works officer;
PMC'S;
CDFC employees; ond
Members of the Public. t
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5.2 JO8 SPEC'F'CAI'ONS

Job lille : Rc.qionol Coordinolor

locolion : Regionol Office

Deportmenl : Progrommes

A: Minimum Acodemic Quolificolions

Bochelors Degree in business/finonce/community developmcnl or ony olher
reloted fields.

B: Professlonol/Technicol Quolificolions

Poslgroduote quolificolion in Proiecl Monogemenl, Business Administrotion or

ony Business reloled field.

C: Work Experience

3 yeors

D: Olher Skllls
. Communicolionskills;
. lnlerpersonol Relotion skills;

. Ieomwork;

. Anolylicol skills;
o Prooclive;
. Honesly;
. tntegrily;
. Confidence;
. Abilily lo work under pressure ond meel deodlines;
. Time ond self monogemcnl skills; ond
. Compuier lilerote.

I
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5.0 FUND MANAGER

6.1 JO8 DESCR'PI'ON

Job tille

Loc olion

Deportmenl

Reporling to

Supervises

I urr<j Monoger
C ons liluen cy

l)rogroms

Regionol Coordinotor

None

A: PuRPosE oF THE JOB

Io providc projecl monogcmonl ond coordinotion services lo thc Constiluency
Development Fund's Commilloo;link the CDF Boord ond oll the slokeholders ol
the Consliluency level oncJ provide Accounting services to thc (lonsti'luerrcy
l)evelopmenl Fund's Commillco ol the Constituency levcl.

B: MAtN Tasrs aHo REsPoNStBtuflEs

l . Oversees Pro.ject Monogemenl, Moniloring. Evoluolion ond Reporting ot
lhe Consliluency level;

2. ls the CDF Boord Secrcloriol's AIE holder ol the Consliluency lcvel;

3. Provides lechnicol odvicc lo the CDF Commiilees on CDI- mollers;

4. Links PMC'S with relevonl governmenl deportmenls for lechnicol odvice;

5. Prepores monlhly rolurns ond hondles correspondences belwccn tho CDF
[]oord Secreloriol <rn<j lho (--onsiiluency;

6. Keeps sofe cuslody of lh<: (lt)l:C ossets oi lhe conslituencies l<:vel ond
coordinoles lheir prudorrl uso;

7. Lioises with line minislries 1o obtoin lechnicol inpuis for lhe implementotion
of projecls wilhin the conslituency;

8. Prepores oppropriole documentolion on projecls for opcrotionol ond
oLrdil purposes;

T
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9. Ensures sofe custody of lhe CDF Documents;

i0. Keeps Minutes of CDI- Commi ee meelings;

I 1. Monitors pro.iects impremenrorion ond prepores storus or progress reporrs;

12. Prepores work plons for projecl implemenlolion;

13. Disseminoles inf ormolion ro i.lcrnol users viz. cDFC Regionor officc ond
heod offlce;

14. Disseminoles informorion ro exrernor users such os District Deporrmen.l
heods, NGO's ond olhcr Stokeholders so os lo enhonce proper
coordinolion ond ovoid duplicolion of efforts. finonces etc;

15. Coordinotes preporolion of onnuol plons (budgeis -2nd ond 3rd
schedule) ond end of yeor report (4th ond sth ;hedule); ond

16. Focililoles copocity buirding of the rocor communiry ro roke up their rores
in projec'l idenlificolion ond priolizolion ond in proposol writing ond
monogemenl.

I 7. Prepore CDFB Conslituency Budgels. finonciol reports ond relurns;

lB. Mondolory signotory lo oll Cheques issued ol lhe Conslituency levcl;

19. [-nsures sofe cuslocJy ond prudcnt utilizolion of lhe CDFC finorrccs;

20. Prepores oppropriote finonciol ond occounling documenlolion on
projects for operotionol ond oudit purposes;

2l . Prepores reconciliolion stotements for CDFC Accounls;

22. Prcpares expendilure relurns for the Conslituency CDF off ice;

23. Prepores poymenl vouchers ond Mointoins cosh book, vole book elc;

24. Ensures sofe cuslody of the cDF finoncior ond occounling Documenrs;

25. Conlrols expendilure ot lhc Conslituency CDF office ond prepores
monlhly expendilure reporls; ond

25. Prepores Constituency onnuol finonciol plons (budgets _2nd ond 3rd
schedule) ond end of ycor finonciol reporl (ath ond Sth schedule).

18
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C: Colrracrs

(i) lnternol:

. Regionol (loordinolor; on(J
o lleods of Deporlmonl j

(ii) Exlernol

Heods of deportmenls of rclcvonl line ministries e.g. public Works officer;
PMC'S;
CDFC employees; ond
Members of the Public.

19
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i 6.2 JO8 SPEC'F'CAI'ONS

Job lille
Loc otion

Deportmenl

Funcj Monoger
Conslituency

Progro ms

A: Minimum Acodemic Quolificolions

Bochelors Degree in Commercc. n ccounting Option

B: Protessionol/Technicol Quolificolions

Poslgroduote Troining in Accounlingj ond
Postgroduo'te Troining in Projecl Monogemenl

C: work Experience

3 yeors relevont work experience in Accounting Field; ond
3 yeors relevont work experiencc in Project Monogemenl.

D: Other Skills

. Excelleni Communicolion skills;

. Inlegrity;

. lnterpersonol relotion skillsi

. Leodenhip S kills;
o Ieomwork:
. Bosic Knowledge in Finonc:c.: (Uudgeting);
. Abilily to work under pressurc;
. Self-drive; ond
. Compuler literote.

20



7.0 CTERICAL OFFICER

7.1 JOB DESCR'PI'ON

Job title

Locolion

Deportment

Reporting to

Supervises

Cloricol Of ficer

O ons liluo ncy

['rogro ms

Fund Monoger

None

t

A: PuRPosE or THE Jo8

To provide odminislrolive ond crericor supporl ond ossisl in the running of .lhe

consliluency office.

B: MArN TAsKs AND REspoNstB "tltEs

Assisls with oll odminislrolivc dulies within the constiluency of ficc:
providing generol supporl lo operotionol services;

Assisls wilh the provision of comprehensive confidentiol secreloriol service
to constituency office operolionol services;

Acl os firsl poinl of contocl wilh the public ond other slokehoidcrs ot lhc
consfiluency level deoling with comploinls, service enquirros;

Assisl wilh the implemenlotion of rendering / quototions ond procurement
procedures ol the consliluency level while ensuring thot CDFB policies ore
odhered lo;

Focilitoles meetings inc[rding lhe issuing of ogen<Jos lo oll concerned
porlics ond lokin5T rnirrulcs <ls rcquired;

Corries oul reseorcil on mollcrs pertoining lo consli.luency officc
operolions ond produ(:o rcporls, elc os required;

Develop ond mointoin dotoboses ond ony other informotion resources ot
the consliluency level os necessory, ond odminlstrotion of oll records
reloling to oll constituency operotions;

8. Assisls wilh messengcriol <julies os requesied;

27

T

I
T

T

T

T

t
I

5

(;

/

I
l

I
I

2.

A,

n

I
T



I Assumes dispotch dulics os necessory;

Updoles ond moinloins rnoiling lisls ol the constituency level;

Golhers ond collects informotron os moy be inslructed; ond

Any other duties os ossignod.

r0

l?

C: CoHracrs

(i) lnlernol:

. Projecl Coordinolor; ond

. Fund Account Monoger.

( ii) Exlernol

22
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Members of Porliomenl;
Suppliers of goods ond scrvices; ond
Members of the Public.



7.2 JO8 SPEC'F'CAI'ONS

Job title

Loc otio n

Deporlmenl

Clori<:ol of f icer
Cons liluency

Progroms

A: Minimum Acodemic Quolificolions

O' l-evel with Minimum Division 3 or Grode C

B: Professionol/Tec hnic ol Quolificolions

Troining in bosic Office Adminislrolion

C: Work Experience

Al leosl 3 yeors relevonl clericol/secreloriol experience within on office bosed
e nviron ment.

D: Olher Skills

. Word Processing skills;

. Experience in toking Minules ol Meetings;

. Moturily. discrelion, enlhusiosm ond positive otlitude;

. Good orgonizotionol skills ond effeciive record s monogemeni skills;

. Good orol ond writlen communicotion skills;

. Self storler who con work independenily;

. Skills in estoblishing priorilies ond monoging worklood;

. Ability io follow direclives;

. tntegrity;

. lnterpersonol relo tion skills;

. Bosic Knowledge in office operotions;

. Abiliiy to work under pressurc; ond

. Computer lilerote.
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8.0 CHIEF INTERNAL AUDITOR

8. I JOB DESCR'PI'ON

Job title

Loc otion

Deportment

Reporling lo

Chicf lnlernol Audilor

Heod Office

lnlcrnol Audit ond Risk Monogemenl

CEO - AdministrotivelY
Boorcl Audil ond Risk Monogemenl Commiilee -

Fu nc I ionolly
Snr. lnternol Audilors; ond
Risk Monogemenl Officer

A: PurPosE or rHE JoB

Tocorryoutsyslemoticreviewoftheoperotionsondgivefeedbocklolhe
BoordondMonogemenlon.lheeffectivenessoflhesysiemsondinternol
controls;oversee the development ond implemenlotion of pro-octive risk

monogement policies with o view lo ottoining coniinuous efficiency ond
optimJtiry in opeoriions ond monoging corporote rlsk to focilitole ochievenmenl
of lhe corporote gools ond objcclives.

Supervises

B: MArN TAsKs AND REsPoNslBlLlrlEs

l.CorriesoulsecreloriolresponsibilitiesforiheAuditCommitteeondRisk
Monogement Commilloo:

2. Follows up oction poirris os directed by the Audil Commitlec ond Risk

Monogement Commillco;

3. Conies oul speciol investigotive oudils os ossigned by the CEO;

4. Prepores budgeis for the Inlernol Audit deportmeni;

5. Orgonizes externol meelings for lhe Audil ond Risk Monogemen'l
Commiitees:

6. Oversees odminisirolion of lhe lnternol Audil ond Risk Monogemenl
Functions;
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/. Corries oul onnuol performonce opproisol for lhe Audil ond Risk

Monogemenl stof f ;

B. Prepores ond controls doporlmentol onnuol budge'l; ond

9. ldentif ies lroining needs ond locililole implemenlotion ol lroinirr-<1

progrommes of the doporlmc'n1.

C: CoNrAcrs

(i) lnlernol:
. Chief Execu'live Officer;
. lnternol Audilors;
. Risk Monogemenl Officer;
. l-leods of Deporlmenl;
. Fund Accounl Monogers:
. RegionolCoordinotors.
. Project Coordinotors; ond
. O'fher members of slof f .

( ii) Exlernol:
. ConsliluencyDevelopmc:rrl ltrndCommitlec:
. [)MCs;
. lechnicol (governmenl) ofliccrs ol lhe Dislrict level;
. Dislricl Developmenl Off icors;
. Audit Consultonts;
. Risk Monogement Consultonls;
. Kenyo Notionol Audit Office(KENAO);
. lnternol Auditor Generol; ond
. Efficiency Monitoring Unil(tMtJ).
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8.2 JOB SPECIFICAI'ONS

Job lille
Locolion

Deportmenl

Chir:f lnlernol Auditor

Hcoci Offico

lnlcrnol Audil ond Risk Monogemcnl

A: Minimum Acodemic Quolificolions

Moslers Degree in Businoss r<>lolcd licld.

8: Professlonol Quolllicotions

Certified Public Accountont {CPA) or equivoleni.

C: work Experience

/ yeors relevont work experiortco in o senior position.

D: Other Skills

. Excellenl communicolion skills;

. Inlerpersonolskills;

. Teom ond personol lcodershiP;

. Abilily lo develop olhors ond build coherenl efleclive leoms;

. Monogemenl experience ond skills;

. Be reody lo work under Prcssure;

. Self-molivoted; ond

. Computer literole.
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9.0 SNR. INTERNAL AUDITOR

Job litle
Locotion

Deporlment

Reporling lo

Supervises

Snr. lnlernol Auditor
Hco<i Of ficc

lnlornol Aucjil

Chicf lnlernol Audilor

Auciil ors

A: Punlosr oF THE JoB

To review funclions, processes ond syslems in line wilh the lows, regulolions ond
policies ond ossure lhe boord on complionce ond risk ossessmenl ond moke
rec om m e nd o'tions on improvcmon'ts.

B: MArN TAsKs AND REspoNstBtUTtEs
1. Corries out regulor review of the CDF systems;

2. Reviews operolionol complionce wilh lhe provisions of the CDi Acl ond
other Government regulolions;

3. Underiokes speciol oudil or investigolive oudil ossignments;

4. Corries out checks 1o confirm thot nsk ossessmenl of lhe CDf: Uoord
oclivilies is corried oul <:nrruoily;

5. Designs, develops on<J inrplcments oudit progroms;

6. Reviews the lnlernol Audil's work ond prepores ihe summory of ihe reports
for submission to lhe AUdil crnd Risk Monogemenl commifiee;

Z. Plons ond executes inlernol oudil progroms;

8. Underlokes spol checks for complionces ossessments

9. Troins process owners on sel{-oudifing; ond

10. Prepores periodic oudil reports for Boord oclion.

T
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9.1 JO8 DESCR'PI'ON
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C: Cot.trlcrs

(i) lnlernol:
. Boord of Direclors;
. Choirmon of lhe Audil (lommitlee; ond
. All stoff.

(ii) Extemol:
. CDFCs:
. PMC:
. Kenyo Nolionol Audil Offico;
. Kenyo Anli-Corruption Commission;
. lnlernol Audilor Generol{lAG);
. Efficiency Moniloring Unil(tMU); ond
. SuPPliers.

t
I

I
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9.2 JO8 SPEC'F'CAI'ONS

Job title : Snr. lnlornol Audilor
Locolion : |<:o<i Of fico

Deportmenl : lnlorrrol Aucjil

A: Minimum Acodemic Quolificolions

Bochelor's degree in Commerce or business reloied field

B: Professionol/Technicol euolificolions
CPA {K),

C: Work Experience

3 yeors work experience os lnlernol Audilor ot supervisory level

D: Olher Skllls/Compelencies
. Compuler skills;
. Anolyticol skills;
. Communicolionsk;lls.
. tntegrily;
. Ilc oble to work uncJer pressure; ond. Self-molivoted.

I
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IO.O INTERNAL AUDITOR

t0.t Jo8 DESCR'PilON

Job title

Locolion

Deporlmenl

Reporting to

Supervises

Inicrnol Audilor

Heod Office

lnlcrnol Audil

Sr:nior lnlernol Auditor

Non o

A: PURPOSE OF THE JOB

To exomine occounling syslems ond internol controls ond tesl if lronsoclions ond
proctices ore complying wilh thcm.

B: MAtN TAsKs AND REsPot{slEltlrlEs

1. Checks whelher oll poymenl vouchers ore fully supported by relevonl
documents which musl be duly oulhorized by relevonl officers;

2. Confirms whether oll poymcnts ore processed lhrough opproved procedures;

3. Verifies lhe exisience of lhe persons or suppliers being poid:

4. Corries out oudit tests ond procedures;

5. Checks mointenonce of occurole occounling records;

6. Advises on weokness of inlernol control system deiecled;

7. Ensures thot there is proper outhorizoiion in recording ond controlling of
tronsoctions;

8. Prepores periodic or speciol reporls on given ossignmenl; ond

9. Corries oul ony speciol oudil ossignmenl os moy be direcled from time io
lime.
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C: Coruracrs

(l) lnlernol:
. Chief Executive Office;
. Heods of Deportment; ond
. All stoff members.

(ii) Externol
. All slokeholders;
. All portners; ond
. Members of the Public/Visitors

I
I
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t0.2 JO8 SPEC'F'CAflONS

Job tille

Locotion

Deporlmenl

ln lcrnol Audilor

Heoci Of f ice

lnlernol Audil

\
I
)

A: Minimum Acodemic Quolilicotions

KCSI - Grode C+

B: Professionol/Technicol Quolificotions

CPA II.

C: Work Experience

3 yeors in o busy working environmcnl

D: Olher Skllls

. Effeclive Communicotion skills;

. lnterpersonolSkills;

. Compuling Skills;

. Reporl wriiing skills; ond

. Compuler lilerole.
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I I.O QUALITY ASSURANCE MANAGER

II.I JOB DESCR'PI'ON

Job title

Loc otion

Deportment

Reporling lo

Supervises

Ouolily n ssuronce Monoger

llr:oci Of fice

lntcrnol Audit ond Quolily Assuroncc

Chief lnlernol Audilor

Nonc

A: PURPoSE of THE JoB

Developing operolionol policir:s.systems ond procedures ,ossesing the likely risks

thot lhe CDFB is likely lo foce irr lhe course of implemenling its progrommes ond
octivities:developing ond implementing on oppropriote enlerprise Risk

Monogement fromework lo cnsLrrc effective implemenlotion of thc Boord's
progrommcs ond oclivilics

B: MlrN TAsKs AND R tstor.tstgttrrrts

Oversees the developmcnl of ond ensures odherence 1o operolionol
policies, systems ond procedures;

Develops, disseminoles ond implements the CDFB Enlerprise Ris k

Monogement (ERM) fromcwork;

Delermines ond odvises on lhc oppropriole ERM infrostruclure;

Develops slrolegies for oligning the risk monogement fromework to lhe
slrotegic monogemenl procoss;

Develops, communicolcs on<i implemenls oppropriole risk monogemen I

policies, progrommes ond oclivities;

ldenlifies risk ownership gops ond overlops requiring resolulion to ensure
oppropriole ownership of the priorily risks, monitors ond evoluotes the
plonned oclions to fill the gops ond clorifies lhe overlops;

I
)

I
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Works with oppropriole deportmenlol Heods lo estoblish lhe conirol
environment thol monitors risks ocross ihe orgonizotion, oversees ond
enforces risk monogemenl policies ond limits, ond inslills the neccssory

discipline lo close significonl gops in risks monogemenl copobililies while
ensuring lhot orgonizolionol ond culturol issues ore monogcd cffoc'tivoly;

Direcls the Enlerprise Risk lunction with respect lo (o) thc colleclion,
oggregolion, summorizolion ond ossessment of doto poinls obloined from
vorious funclions regording risk monogement, performonce ond exposures to
potentiol future evenls, <rnd (b) lhe ossembly ond distribulion of risk

monogemenl reporls;

Esloblishes, communicotos ond focililoies lhc use of oppropriolc FRM

methodologies, lools ond lcchniquesi

Estoblishes enobling fromeworks such os common risk longuoge which
fociliiole the colleclion. onolysis, synthesis ond shoring of risk ond risk

monogement dolo. informolion ond knowledge;

Volidoles risk meosuremenl melhodologies in ploce lo oscedoin the inlegrity
of ihe underlying do'to, informolion ond knowledge;

Focilitotes shoring of bcsl risk monogement proctices ocross lhe orgonizolion;
ond

Undertokes oppropriote risk rcporting lo lhe Boord. oudi'l comrniltee ond
monogemenl.

C: CoHracrs

(i) lnlernol:
. Chief lnlernol Audilor;
o Heods of Deporimenl; onci
. All sloff members.

(ll) Externol
o CDFCs;
. PMC;
. Risk Monogemenl ConsulJon ls;
. Kenyo Anti Corruplion Cornmission:
. EfficiencyMonitoringUnil(lMU);ond
. Suppliers.
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I 1.2 JOB SPECIF'CAI'ONS

Job lille

tocotion

Deporlmenl

Quolily Assuronce Monoger

Heod Office

lnlornol Audil ond Quolity Assuronco

't A: Minimum Acodemic Quolificolions

Liniversity degree in ACCoLrnii!! Or Business Adminislro.tiorr

B: Professionol/Technicol Quolificolions

Professionol quolificolion rn Risrr Monogement. Audiling, Accountinq. or
lnf ormolion Systems.

C: Work Experience

At leost 5 yeors of relevontprofessionol experience goined in o reputoble
pro[essionol firm or Induslry.

D: Other Skllls
. A slrolegic lhinker, i.e., possesses ihe oulhority ond resources to monitor

the performonce of risf rrnirs ond risk owners on morters of significonce to
the enlerprise os o wholE

. Cleor understonding of the risks thot the CDFB must toke to effectivetv
reorize its mo,rdolr

. Excellenl communicol,or-r. rocilitolion ond inlerpersonol skills.. A porliculorly slronq te c-r-r-t pioyer with obility lo orgonize ond molivole
others who in mosi coses moy be in o more senior position;

. Abilily lo operote effectively ond goin respect ot oll levels of lhe
orgonizolion;

. Hove o strong presence ond be oble to interocl effectively with senior
monogemeni;

. Be concise ond direcl in communicotion;

. Be oble lo effeciively onolyze significoni omounls of doto ond infornrotion
ond dislill it to the key points thol help senior monogemenl onolyze risks in
given situotions:

. Be slrong in orgonizolionol technologicol oworeness; ond. Hove the copobility to occumulole, summorize ond interprel risk reports
from business units. risk unils. supporl unils ond ossuronce units.

T

T

T

T

t
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I2.I JO8 DESCR'PI'ON

A: Punrost oF THE JoB

I o formulole oppropriote humon resources monogement ond odministrotive
strotcgies, policies ond proorommes which will conlribule to creotion of enobling
work environment for employccs of CDF Boord lo opply their skills ond energies
lowords ochievemenl o[ iho ()rgonizolion's mondole. This will olso include
provision of lhe professionol odvice lo lhe Boord ond Monogemenl wilh o view
to odopting ond opplying best proclices in Humon Resources Monogement ond
generol odministrolion.

B: Marr TAsKs AND REspoNstBtultEs

I . Formulotes ond regulorly reviews relevont Humon Resource strolegies,
policies ond progromnres for ihe CDF Boord Secretoriot;

2. Provides professionol odvice on Humon Resource Monogemenl issues to
the Boord ond Monogcmenl;

3. Coordinotes sloff recruilmcnl ond seleclion processes;

4. Coordinoles deploymr,.rri ond effeciive ulilizotion of the Orgonizolion,s
humon resources:

5. lniiiotes oppropriote progroms for ensuring thot the righi orgonizolionol
culture is creoted ond sustoined in the Orgonizotion;

6. Anolfzes the effecliveness of HR systems ond suggests improvemenls thol
focilitote reolizotion of the orgonizotionol gools ond objectives;

/. Conies out regulor Humon Resource plonning;

8. Ensures effective solory odminislrotion ond reword monogemenl,
including odminislrotion of stoff poyroll;

36

12.O CHIEF MANAGER, HR AND ADMINISTRATION

Job title
Loc otion

Deporlmenl

Reporting lo

Supervises

Chicf Monoger, HR ond Administrolion
Heod Office

Humon Resources ond Adminislrolion

Chief Execulive Officer

(i) Snr. Monoger HR (ll) Snr. Monoger Administrolion



I

9. [nsures complioncc wilh Ihc Lobour Lows ond Governmenl regulolions;

10. Coordinotes implemenlotion of sloff troining ond developmcnl policy to
ensure the orgonizoliorr hos the required skills ond compelencios;

I I . Coordinoles performoncc monogement scheme;

12. coordinoles gencror rR o<Jministrolion process including sloff disciplinc
ond implemenlolion ol icrrns ond condiiions of scrvicc j

13. Monoges the Humorr Rosource records

14. Coordinoles sloff welf orc octivities

15. Administers the service gro'lui'ly for officers on conlroct lerms.

16. Oversees generol tronsport services, regislry operotions, ond office
od minislrotion:

1 /. Oversees moinlenoncc oncj monogemenl of CDF Boord ossets;

18. Prepores ond conlrols dcporlmenlol onnuol budgel;

19. ldentifies lroining neccls orrd focilitotes implementolion of lroining
progroms of the deporlmenl;

20. Ensure efficient odminislrolion of oll the Boord's insuronce policies;

C: Correcrs

( ii) Externol:

rl

I

(i) lnlernol:
. Chief Execulive Officer;
. NPC/Deputy CEO;
. Heods of Deportmenl; ond
. All members of stoff.

. Governmenl Officers:

. Consultonls:

. Olher HR Officers in stolo corporolions;

. Directors of HSSF ond NHll ;

. HELB; ond

. Leorninginstitutions.
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t
t
I
n

T

T

T

I
T

T

I

I

t.t

T

37



t2.2 JO8 SPEC'F'CAilONS

Job tille

Ioc otion

Deporlmenl

Chicl Monoger, HR ond Administrolion

H<>od Office

Hurnon Resources ond Adminislrolion

A: Minlmum Acodemic Quolificolions

Mosters Degree in Business n dminislrotion or its equivolenl.

B: Professionol Quollfi cotions

Post-groduote diplomo in Humon Resources Monogement.

C: Work Experience

/ yeors relevonl experience in hr/mon resource monogemenl ol senior
monogemenl level.

D: Other Skllls

. Excellenl negotiolion skillsj

. Excellenl communicolion skills;

. lnlerpersonolskills;

. leom ond personol lcodcrship skills;

. Ability 1o develop olhcrs ond build coherent effeclive teoms;

. Ability lo moke decisions;

. Ability lo work under pressure;

. Strotegic thinking;

. Penistence ond couroge;

. Self-motivoied; ond

. Computer lilerote.
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I3.O SENIOR MANAGER HR

13. 
' 

JOB DESCR'PI'ON

Job title

Locolion

Deporlmenl

Reporting to

Supervises

Scnior Monoger HR

H<:od Of f ice

Humon Resources ond Adminislrolion

Chicf Monoger, HR ond Administroiion

(i) Humon Resources Of f icer

A: PuRPosE or THE JoB

To provide professionol/lechnicol supporl in the mointenonce of o conducive
work environmeni through effective coordino.tion of Humon Resource
monogement progrommes ond oclivities.

B: MarH TAsKs AND RrsroNsrsrurrrs

l. Processes letters of oppointment os oulhorized;

2. Coordino'tes the sto[f lroining oc'livities;

3. Oversees efficienl performoncc of the generol Humon Resourccs
monogement odminislrolion. including HR Records monogemcnl ond
Pensions odministroIion

4. Coordinoles performoncc monogemenl processes;

5. Adminislers stoff welfore oclivities such os Group Medicol Cover. Group
personol Accident Cover. WIBA, NHIF ond NSSF; ond

6. Underlokes odminislrolivc octivilies reloled lo stoff discipline.

C: Corracrs

(i) lnternol:
. Chief Execulive Off icer;
. Heods of Deporlmenl;
. Secrelorrol sloff :

. Regionol Coordinolor; on(l

T
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I

Projecl Coordinolors.

I

I

( ii) Exlernol

. Members of Porliomcnl;

. Minislry Off iciols;

. Boord Members;

. Generol public {Comploinonts); ond

. Controctors.

i

I

I

i
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13.2 JO8 SPECIF'CAI'ONS

Job title

Iocolion

Deportmenl

Senior Monger HR

Hcod Officc

l-lr.rnron Resources onci Adminislrolion

A: Minimum Acodemic Quolificolions

Bochelors Degree in sociol scit:n<:cs.

B: Professionol/Tec hnlcol Quolif icolions

Poslgroduote lroining in HUmon Resources Monogemenl.

C: Work Experience

5 yeors experience in humon resoLJrce monogemenl of equivolenl level.

D: Olher Skills

. Excellenl wri't'len ond orol (lommunicolion skills;

. lnlerpersonol reloliorr skills;

. Teomwork;

. Leodership skills;

. Ability io work under pressure;

. Self-drive;

. lnlegrity;

. Honesty; ond

. Compuler lilerole.
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I4.O HUMAN RESOURCES OFFICER

I4.I JO8 DESCR'PI'ON

Job lille
Locolion

Deporlmenl

Reporling to

Supervises

Humon Resources Officer
Hcod Office

Humon Resources ond Administrolion

Snr. Monoger HR

lJumon Resource Assislonl

I

I

A: PuRPosE or THE JoB

To provide Humon Resource Monogemeni odministrotive services oimed ol
f ocilitoting conducive work cnvironmenl which will molivole sloff towords
moking their conlribulions lo lhe orgonizotionol gools.

B: MArN TAsKs AND REsPoNsrBrUflEs

I . Verifies stoff ollowoncc cloims;

2. Hondles sloff Retiremonl Br:n<:fit Scheme/Medicol Scheme in lioison with lhe
Corporole ond Legol Aff oirs Offi<:e;

3. Consolidotes ond colloles dolo ond prepores Deporimentol Monlhly/Annuol
reports;

4. Drofts generol internol ond externol correspondences ond circulors;

5. Mointoins records of Pcnsion Scheme ond prepores monthly contribulion
schedules f or limely remillonce;

6. Files Pension Cloims wilh lho lnsurers ond ensures timely ond occurole
seltlemenl of Pension Cloims of retiring members ond other withdrowols: ond

Z. Lioises with RBA for complioncc with rules ond regulotions wilh regords lo lhe
Administrotion of the I)ension Scheme.
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C: CoHtacrs

lnlernol:
. Hcods of l)cporlm(]')''
. Regionol Coorclncl lors:
. lnfernol Audilors; orrd
. All slof f members:

Exlernol
. Troiners;
. lnsuronce scrvice provi<lcrs;
. Directorote of tndustriol Iroining (D.l.T);
. Professionol Troincrs Associolion of Kenyo (pIAK);
. lnstitute of Humon Rcsource Monogemenl of Kenyo

lt.
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t4.2 JO8 SPEC'F'C,ArrONS

Job litle
Locotion

Deportment

Humon Resource Of ficer
Hcod Of fice

Humon Resources ond Adminislrolion

t
A: Minimum Acodemic Quolificolions

Bochelors Degree in Sociol Sciences

B: Professionol/Technicol Quolificolions
Diplomo in HR or Posl-groduolc lroining in HR.

C: Work Experience

3 yeors experience of middlc monogemenl level.

D: Other Skills
. Excellent Communicolion skills;
. Anolyiicol Skills;
. lnterpersonol relotion skills;
. Leodership S kills;
. Honesly;
. Teomwork;
. Abilily lo meel deodlines; ond
. Computer literote.
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I5.O HUMAN RESOURCE ASSISTANT

I5. I JOB DESCR'PI'ON

Job litle
Loc olion

Deportment

Reporting lo

Supervises

llumon Resourrce Assislonl

Hcod Of f icc

Humon Resources ond Adminislrolion

Humon Resource Officer

Nonc

A: PunPosE or THE JoB

lo provide Humon Resource Monogemenl odministrotive support oimed ot
fociliioling conducive environmenl which will motivote stoff iowrds moking their
contribulions 1o lhe orgonizolionol gools.

8: Mart TAsKs AND REspoNstBtUIEs

l. Assisls in focililoting lhe sclltcmonl of sloff ollowonces ond cloims;

2. Assists in moinlenonce of sloff records on reliremenl benefil scheme/medicol
scheme in lioison wilh the compony secretoriol deporlmenl;

3. Hondles esiole odminisfrotion documentotion;

4. Assists in collection of dolo for preporolion of deporimenlol monthly/onnuol
reports;

5. Assisls in updoting ond keeping sofe cuslody of personnel files;

6. Assisis in solory odministrolion; ond

Z. Assists in monoging HR regislry operoiions;

l

I
I

I
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C: CoNrAcrs

(i) lnlernol:
. Heods of Deporlmenl; crn(i
. All sloff members.

(ii) Exlernol
. NHIF, NSSF, KRA;
. Public Service Commission;
. Higher Educolion Loons lloorcl; ond
o SACCOs.

I
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15.2 JOB SPEC'F'CAI'ONS

Job litle
Locolion

Deportment

Humon Resource Assislonl

Heod Of f ice

Humon Resources ond Administroiion

T

A: Minimum Acodemic Quolificolions

O' Level of Minimum 2",J Division or C I

B: Professionol/Technicol Quolificotions

I)iplomo in l-1umon Resourc:c Monooomenl.

C: Work Experience

2 yeors working experience in equivolenl level

D: Olher Skills
. Excellenl Communicolion skills;
. lnlerpersonol relolion skills;
. Leodershlp S kills;
. Honestyj
. Teomwork:
. Ability to meel deodlines; onci
. Computer lilerote.

I
I
I
t
T

T

T

I
t
I
t
T

I
I
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I6.O SNR. MANAGER, ADMINISTRATION

16.I JO8 DESCR'PT'ON

Job tille
Locolion

Deporlmenl

Reporling lo

Supervises

Snr. Monoger, Administroiion

Heod Office

HR ond Administrolion

Chief Monoger, HR ond Adminislrotion

Adminislrolion Officer

IoprovideodmnislroliveserviceswithoViewloenoblingoperolionstobe
conducted efficiently ond ef f t:<;livoly.

B: Matt fasrs AND REsPoNslBll'lrlEs

l. Coordinolestronsporlscrvices;

2. Coordinotes operotions of the Registry;

3. Coordinotes repoirs ond mointenonce of the CDF ossels;

4. Mointoins records of oll CDI' Boord Secretoriol ossets;

5. Coordinotes ond provides logisticol supporl during commitlee meetings;

6.CoordinotesondprovideslogisticoIsupportlocommitleesduringproject
visiis ond relreols;

7. Ensures thot oll offices ore cleoned regulorly;

8. Ensures lhol oll cDl Boorci ossels ore moinloined ond insured ol oll times;

ond

9. Allocotes offices, furniture ond equipment lo sloff '

4u

n

T

t

A: PuRPosE or THE loB



C: Coruracrs

(i) lnlernol:
. Chief Monoger HR ond Administrotion;
o Heods of Deportmenl;
. All sloff o'l the heoci Offi<--<>, onci
. All rcgionol Coordirlolors

(i) Externol

. Security service providers;

. Telephone ond postol serviccs providers;

. Motor Vehicle service Providers ;

o Civil servonts;
. Insuronce providers; ond
. Risk ossessors.

I
I

T

T

I
I
I
I
T
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t6.2 JO8 SPEC'F'CAflONS

Job litle
Locolion

Deporlmenl

Snr. Monoger, Adminislrolion

Hcod Office

HR ond Administrotion

A: Minimum Acodemic Quolificolions

Bochelors Degree in Sociol Scit-'nccs

B: Protesslonol Quolificolions

Postgroduote lroining in Officc Adminislrotion ond Monogemenl

C: Work Experlence

4 yeors relevont work experiencc of Senior Monogement Level.

D: Olher Skllls

. Communicolionskills;

. lnterpersonolskills;

. Ability to moke decisions;

. Honesly;

. Self-motivoled/personoldrive;ond

. Computer literole.

50
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17.0 ADMINISTRATION OTFICER

I7.I JO8 DESCR'PI'ON

Job litle

Loc olion

Deportmenl

Reporting lo

Supervises

Adminislrolion Of ficer
Heod Office

HR ond Adminislroiion

Srn, Monoger Adminislroliorr

(i) Drivers (ii) Supporl Sloff (iii) Copy Typisi
Assislonl (v) Telephone Operolor

(iv) Of f ice

A: PuRPosE oF rHE JoB

Io provide odmnistrolive supporl services for lhe effeclive ond efficient running
of lhe orgonisotion 's offoir>.

B: MArN TAsKs AND RtspoHsra[rrrrs

l. Arronges ond provides limely meons of tronspori lo focilitole CDF Boord
ond stoff movemenls:

2. Lioises wilh motor vehiclc repoir ond moinlenonce service providers to
ensure limely mointenonce of vehicles os per prescribed slondords;

3. Moinloins comprehensive vchicle operoting doto ond records to focililote
'timely declsion-moking;

4. Ensures lronsporl operolions ore cosl effeclive lhrough oplimizoiion of
roule plonning;

5. Anolyzes vehicle operolions ond prepores vehicle requiremenl ond
replocemenl projections:

6. Lioises with lnsuronce Office to ensure thot oll vehicles hove the relevonl
slolutory licenses;

/. Focilitotes procuremenl ond distribution of office up-keep requiremenls
for the whole orgonizolion i.e cleoning moteriols. office teo requirements,
newspopers elc on monlhly brosis;

8. Ensures sufficienl office sonitotion, cleonliness ond hygienic condilions;

9. Supervises regislry operolions; ond

)0. Prepores monthly reports.

I
T

t
!
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C: Conrecrs

(i) lnlernol:
. Chiel Monoger, HR ond Administrolion;
. Heods of Deporlmenl; ond
. All stoff ot the heod Officc.

(i i) Exlernol

. Securily service providers;

. Telephone ond postol services providers;

. Motor Vehicle service providcrs; ond
o Civil servonls.

I

n

;

I
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t7.2 JO8 SPECTF'CAflONS

Job tille

toc otion

Deporlmenl

Adminislrolion Officer
HcocJ Of Iic<:

l-1R o n<l Adminislroliorr

A: Minimum Acodemic Quolificolions

Bochelors Degree in Sociol Sciencos.

B: Professionol Quolificolions

Poslgroduote troining in Officc n dminislrolion ond Monogemenl

C: Work Experience

3 yeors work experience ol Suporvisory I evel.

D: Olher Skills

r Communicolion s kills;

' lnterpersonolskills;
. Ability to moke decisions;
. Honesly;
. Self-molivoled/personoldrive;ond
. Compuler literole.

T
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I8.O OFFICE ASSISTANT

,8. I JO8 DESCR'PI'ON

Job lille
tocolion

Deporlmenl

Reporting lo

Supervises

Of ficc Assislont

Heoci Off ice

ALI

Monogemenl

N onc

Ir

il"

ll,

A: PuRPosE or THE JoB

To provide generol office suporl services for effective reolisoiion of functionol
ond orgonizolionol objeclives.

B: MarN TAsKs AND RtsroHsrgrrrrrrs

1 Assists stoff with messengeriol duties os requesled;
2. Distributes incoming ond oulgoing moil;
3. Assumes dispotch duties os nccessory;
4. Updotes ond mointoins moiling sts;

5. Golhers ond collects informolion os moy be inslrucled; ond
6. Performs olher dulies os ossigned.

C: Corracrs

(i) lnternol:
. All stoff

(ii) Externol:
. Nonc
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t8.2 JO8 SPEC'F'CALONS

Job lille : OIIic;c Assistonl

Locolion : Hr:crci Officc

Deportmenl : All

A: Minimum Acodemic Quolificolions

O' Level with Minimum Division :l or crode C.

B: Professionol/Technicol Quolificotions

lroining in bosic Office Acjminislro lion.

C: Work Experience

1 yeor relevoni experience in on oflice setling

D: Olher Skills/Compelenc ies

. Moturity, discrelion. enthusiosm ond posilive otlilude;

. Good orgonizolionol skills ond record keeping;

. Good orol ond written commr,rnicotion skills;

. Self slorter who con work independenlly;

. Skills in estoblishing prioritics ond monoging worklood;

. Ability to follow direclives; orrd

. lntegrily.

I
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.I 9.0 SUPPORT STAFF

19.' JO8 DESCR'PI'ON

Job title

Locotion

Deportment

Reporling lo

Supervises

Supporl Sloff
H<,.ori Office

Humon Resource ond Administrolion

Administrotion Officer

None

F
I

t

t
i
i
I

A: PuRPosE or THE JoB

Io provide generol office supporr services for efficient running of operorions.

B: Marr TAsKs AND REspoNstBtUIEs

l. Undertokes pholocopying. binding, shredding e.l.c of documenis;

2. Prepores ond serves refrcshmenls;

3. Retrieves files os moy be requested for use;

4. Conies oul cleoning of offices ond common oreos; ond

5. Undertokes office reloled erronds os moy be directed from time to rime

C: Colrrlcrs

(i) lnternol:
. Chief Execuiive Of fice;
. Heods of Deporlmenl; onci
. All sloff members.

( il) Exlernol
. Boord members;
. CDF Commiltee members; ond
. Members of porliomen't.
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t9.2 J()8 SPEC'F'CAilONS

Job title

Loc otion

Deporlmenl

A: Minimum Acodemic Quolificotions

O' Level {KCSE).

B: Professionol/Technicol Quolificotions

Secreloriol troining.

C: Work Experience

2 yeors relevonl work cxpcrio' ,:c.

D: Olher Skills
. Communicotionskills:
. Customer core skills;
. Interpersonol Relolion skills;
o Teomwork;
. Honesly;
. lniegrity;
. Confidence;
. Ability lo meel deodlines; ond
. Compuler lilerole.

Supporl Slof{

Hoo<i Of {ice

Hr.rmon Resource ond Adminislrolion

T

!
t
T

T
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T
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20.O TRANSPORT OFFICER

2O.I JOB DESCR'PT'ON

Job title

Loc olion

Deporlment

Reporting lo

Supervises

Tronsporl Officer
Hcoci Of fice

Aclminislrolion

Adminislrolion Officer

(i) t)river

-I

t
t

A: PuRPosE or THE JoB

To coordinote the tronsporl operotions of the CDF Boord Secreloriol

B: MArN TAsKs AND REspoNstB .t Es

1. Coordinotes servicing of the Boord's vehicles;

2. Focilitoles ovoilobilily oI vehicles for oulhorized trips;

3. Keeps records of vehiclc scrvices ond repoirs;

4. Keeps reporls of ony oc<:i<lenl involving the Boord's vehicles;

5. Mointoins records of oll vehicles of the CDF Boord including logbooks,
work tickets, detoil orders ond files ; ond

6. Controls the operotions of the Boord's vehicles by ensuring only quolified
drivers ore oulhorized lo drive the vehicles.

C: Conracrs

(i) lnlernol:
. Boord Members;
. Chief Executive Officer;
. Heods of Deportment; ond
o All sloff ot lhe heod Offic<:.
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(iii) Exlernol

. Petrol slotions;

. Motor vehicle deolers;

. Molor Vehicle service providers; ond

. lnsuronceinslilulions.
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20.2 JOE SPEC'F'CAflONS

Job title

Ioc olion

Deportment

Tro nsporl Of ficer
l-lcoci Of fice

AcJminislrolion

A: Minlmum Acodemic Quolificolions

KCSE grode Cr.

B: Professlonol Quolificolions

Troining in Molor Vehicle Engincering or Logisiics Monogemenl

C: Work Experience

2 yeors.

D: Olher Skllls

. Communicotionskills;

. lnterpersonolskills;

. Abilily to moke decisions;

. Bosic public relotion skills;

. Bosic report writing skills;

. Honesly;

. Self-molivoted/personoldrive;ond

. Compuler literote.

60
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21.0 REGISTRY ASSISTANI

2I.I JOB DESCR'PI'ON

Job litle
Loc otion

Deportment

Reporting to

Supervises

Rcgislry Assislonl

Hco<i Of f ice

HR ond Adminislroiion

Ariminislrotion Officer

N onc

A: PuRPosE or THE JoB

1o sofeguord lhe regislry records for eose of relrievol ond reference

B: Marx TAsKs AND REspoNstBtUTtEs

l. Collects moils from lhe posl office, sorts ond direcls lhem io lhe relevont
off ices;

2. Receives moils from vorious offices ond dispolches them oppropriolely;

3. Mointoins record of moil ond file movemenls:

4. Secures moinienonce of files in the registry;

5. Develops ond mointoins orchive records; ond

6. Recommends destruclion of unwonted records posl lhe retenlion lime.

C: Corracrs

(i) lnlernol:
. Senior sloff

61

( ii) Externol:
. Posl office stoff; ond
. Courier sloff.
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n 21.2 JO8 SPEC'F'CAflONS

Job title

Loc otion

Deporlment

Registry Assistont

Heod Off ice

HR ond Administrolionn

at
A: Minimum Acodemic euolificolions
Minimum ()' t evel (KCSI l.

B: Professlonol/Technicol euolificotions
Cerlif icole in Records Monogomcnt.

C: Work Experience

2 yeors work experience in on environment thol entoirs eroborore records
monogemenl.

D: Olher Skills/Compelenc ies
. Computer skills

a

I
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22.O PERSONALASSISIANI

Job tille

Loc otion

Deporlmenl

Reporling to

Supervises

l)orsonol Assislonl

Hcoci Of fice

CEO's Office

Chief Executive Officer

N one

Io provide odministrollve orrrl logislicol support with o view to enhoncing lhc.
effectiveness ond efficiency in the Office of the Chief Executive Officer

B: MArN TAsKs AND R rs roxsrarrrrrrs

l. Moinloins lhe CEO's colendor of evenls;

2. Orgonizes ond otlends odminislrotion meelings ;

3. Record minules of vorrous meelings;

4. Compiles periodic reporls for the Chief Execulive Officer;

5. Orgonizes hospilolity octivilies in lioison with Corporole ond Legol Affoirs

deporlmenl;

6. Moke oppointmenls for monogers ond visitors to see CEO;

7. Follow up on implementolion of octions recommended by lhe Monogement

Commitlee Meetings;

8. Lioises wilh Corporoie ond Legol Affoirs Deporimenl on publicity of the

events;

9. Receive ond ottend to visitors to the CEO's office;

lO. Coordinotes tronsporl ond other logislicol orrongements for the CEO's

Office;

t
I
I
T

T

T

I
T
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22.t JO8 DESCR'PflON

A: PuRPosr or THE JoB
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.-1
I l. Prepores requisilions of focililies ond resources required by the CEO's office;

ond

12. Hondles routine conespondonce in the CEO's Office

C: CoNracrs

(l) lnlernol:
. Chief Executive Off ice;
. Heods of Deporlment; on<i
. All stoff members

(ii) Externol
. All slokeholders;
. All porlners; ond
. Members of the Public/Visiiors.

t

t
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22.2 JO8 SPECIF'CATONS

Job lille
Locotion

Deporlmenl

Personol Assislont

Heod Office

CEO's Office

A: Minlmum Acodemic Quolificotions

Bochelor's degree in Sociol Sciences.

8: Professlonolfiechnicol Quolificotions

Posl-groduote troining in monogemenl, communicotion or ony olher relevont
field

C: Work Experlence

3 yeors in o busy office.

ID: Other Skllls
Excellent Communicotion skills;
Anolyticol Skills;
lnlerpersonol relolion skills;
Leodership Skilh;
Monogement Skills;
Teomwork;
Sound Knowledge of project monogement;
Self-drive; ond
Computer lilerote.
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23.1 JO8 DESCR'PI'ON

Job litle
Loc olion

Deporlment

Reporting lo

Supervises

Execulive Secretory

Hood Office

CEO's Office

CEO

Nono

A: PuRFosE or THE JoE

To Provide Administrolive support services to ihe CEo's office ond be responsible
for the orgonizotion ond monogement of doy lo doy office octivities.

B: MaN TAsKs AND REsroNstBtunEs

I . Operoles ond moinloins on efficienl retrievoble filing system;

2. Dislributes in-coming ond oulgoing correspondences;

3. Orgonizes ond moinloins tho CEO's diory, records of mee.tings. functions.
oppointmenls ond messol;os; ond responds to routine correspondence;

4. Arronges ilinerories for lhe CLO ond visiting Vlp's os reques.led;

5. Orgonizes lrovel orrongemenls for lhe CEO in lioison with the odminislrolion
office;

6. Receives colls / messoges vio the eleclronic medio _ telephone, fox, e-moils;

7. Priorilizes documenls for thc ollenlion of ihe Executive Officer; ond

8. Types letlers, memos ond reporls for the CEO.

66

23.0 EXECUTIVESECRETARY
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C: Conracrs

(i) lnternol:
. All slofl

( ii) Externol:
. All guesls.

T
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23.2 JOSSPEC'F'CAI'ONS

Job title

Loc otion

Deporlmenl

Exr:cu'live Secrelory
Hr:oci Of f icc

CEO's Office

A: Minimum Acodemic Quolificolions
Degree in Business reloted field.

B: Professionol/Technicol Quolilicolions
Diplomo in secretoriol services.

C: Work Experience
3 yeors relevont work experier)cc os on executive secrelory

D: Olher Skills/Compelenc ies

. Customer core skills;

. Excellenl communicoiion skills:

. lnterpersonolskills;

. Teom ond personol leodership skills;

. Abilily lo work under stricl deodlines;

. S e lf- mo livoled/pers on o I drivc;

68



24.O TETEPHONEOPERATOR

24.1 JO8 DESCR'PI'ON

Job title

Loc otion

Deporlment

Reporling to

Supervises

Iclcphone. Opero'tor
Hood Off ice

HR onci Adminislroliorr

Adrninistrolion Of ficer

Norrr-.

A: PuRposE or THE JoB

Io receive ond chonner cols from both internor ond externor colers in order roenhonce business lronsoctions of lhe CDFB.

B: MeN TAsKs AND RrseoNsrarrrrrrs

1. Receives colls ond mossoqcs from internol ond externol collers;

2. Chonnels colls ond messogcs io their correcl internol deslinolions;

3. Books ond connects colls lo ouler destinotions; ond

4. checks ond reports fou[y phones ond extensions for remedior ociions.

C: Colrracrs

(i) lnlernol:
. All stoff

(ii) Exlernot:
o All exlernol collers

I
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24.2 JOBSPEC'F'CAI'ONS

Job lille
[ocolion

Deporlment

lelephone Operolor
Heod Of f ice

HR ond Adminislrotion

A: Minimum Acodemic Quolificolions
O' Level (KCSE) ot MinimL.rnr Orrrclc (1.

C: Work Experience
2 yeors experience in telephonc operotions

D: Other Skills/ComPelencies
. Cuslomer corc skills

70

8: Professionol/Technicol Quolificotions
Cerlificole in lelephone opcrolions or its equivolenl.
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25.0 RECEPTIONIST

25.1 JO8 DESCRIPI'ON

Job lille
Loc olion

Deporlment

Reporting to

Supervises

R cc r:plionis I

l-leod Off ice

HR ond Adminislroiion

Aciminislrotion Off icer

Nonc

I

:

l

I
)

A: PuRPosE ot THE JoB

To provide office front-officc ocjminislrolive suppor'l inorder 1o ensure services ore
provided in on efficienl ond ef leclive monner.

B: MarN TAsKs AND Resroitsrartlltts

I . Receives ond oppropriotely direc't visitors;
2. Opens, dotes ond slomps rouline correspondence; ond
3. Responds lo public inquirics.

C: Corracrs

( ii) Externol:
. A I visitors

I

T

1

J

I

T

T
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(i) lnlernol:
. All sioff .



25.2 JOBSPECIF'CAI'ONS

Job tille
tocotion

Deporlment

R ecepl ionisl

He:ocl Of f ice

HR onci Adminislrolion

I

I

A: Minimum Acodemic Quolificolions
O' Level (KCSE) of Mlnimum Grode C.

8: Professionol/Technicol Quolilicolions
Certificote in front office operolions or Office procedures'

C: Work Experience
2 yeors experience in front office operolions

D: Other Skills/ComPelencies
. Underslonding of offico procodures:
. Cuslomer core skills;

. God orolory skills;

. Good presentotion ond pt:rsonol grooming;

. Assertiveness;

. Iime Monogemenl skills.

. Stress monogemeni skills;

. Sound work ethics;

. Honesly; ond
o Teom ployer.
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26.0 CHIEF MANAGER, FINANCIAT SERVICES

26.1 JO8 DESCR'PI'ON

Job title

Loc olion

Deportmenl

Reporting lo

Supervises

A: PuRPosE or rHE JoB

Chief Monoger, Finonclol Services

Hood Of fice

Finonciol Services

CEO

(i) Senior Accounlonls
)

I

I

i

'|
I

I

I
J

II

To lormulote oppropriole finonciol policies ond procedures lhol will conlribule to
the efficient ond effective ulilizolion of lhe Orgonizolion's finociol resources This

rolc olso includes provision of rclevonl professionol odvice lo thc Boord ond
Monogement on f inonciol moltors.

B: MAtN TAsKs AND REsPoNsl8ltlrlEs

l. Formuloles ond regulorly reviews finonciol policies ond procedures:

2. Provides professionol oclvise on finonciol motters lo lhe Boord ond
Monogemenl;

3. Develops ond regulorly reviews lhe internol control systems for efficient
monogement of lhe Orgonizotion's finonces;

4. Coordinoies the disbursemen'l of CDF funds;

5. Lioises with the Treosury for releose of funds;

6. prepores the finonciol budget for the deporlmenl ond the consolidoled
budget for the CDF Boord;

Z. Prepores periodic monogcmenl ond finonciol reports;

8. Provides secreloriol scrvices lo the Finonce ond Adminislrolion
Commillee;

9. ldenlifies troining needs ond focililotes implementotion of lroirring
progrommes of the deportment;

T

T

T
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10. coordinotes ihe orgonizolion's poyment processes ond ensure lhol they

ore wiihin the opprovc<1 finonciol guidelines;

I l. Prepores ond coordinoles ihe monogemeni of stolulory, finonciol ond

operotionol rePorling; ond

12. Hondles inlernol ond exlornol Audil queries reloled lo finonciol
tronsoclions.

C: Coltrlcts

(i) lnlernol:
. Chief Execulive Of ficer;
. Heods of Deporlmenl; ond
r All members of stoff .

(ii) Exlernol:
. Minisiry of Plonning;
. Governmenl Officers;
. The Treosury;
o Members of Porlioment;
. Governmeni Officers in lhe Districts; ond
. CDF Fxecutive Officiols.
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26.2 JO8 SPEC'F'CAI'ONS

Job title

Loc olion

Deportmenl

Chir-.f Monoger, Finonciol Services

Heod Oflice

Finonciol Services

A: Minimum Acodemic Quolificolions

Mosters in Business A<iminis lrolr<>n or i1s equivolenl

B: Prolessionol Quolificolions

Cerlified Public Accounlonl ((:l'}n ) or ils equivolenl

C: Work Experience

/ yeors in o senior finonciol posilion

D: Other Skills

. Excellenl communicolion skills;

. Inlerpersonolskills;

. Anolyticol skills;

. Teom ond personol leodcrship skills;

. Ability lo develop others ond build coherenl effective teoms;

. Good decision-moking skills;

. Ability lo work under slricl deodlines;

. Slrotegic thinking j

. Self molivoied/personol <Jrivc, ond

. Computer literolc.

T

T

T

T

!
T
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27.O SNR ACCOUNTANT

27.1 JOB DESCR'PI'ON

Job title

Locolion

Deportment

Reporling lo

Supervises

Snr Accountonl
Heod Office

Finonciol Services

Chief Finonciol Services Monoger

Accounlonts

t
A: PuRPosE or rHE JoB

To focililote consolidotion of consliluency funds ond provide odvise lo CFCs on
f inonciol monogemenl.

B: MAIN TAsKs AND REsPoNstBlLlltEs

I . Prepores, consolidoies ond controls onnuol budgel;

2. Coordinotes the documentolion of oll Accounling informotion;

3. Moinloins oll books of Accounls;

4. Advises Constiluency Developmenl Fund Commiltees on finonciol
monogemenl;

5. Coordinotes preporolion ond review of onnuol deporimentol budgets;

6. Controls expenditure os per budgel;

7. torecosls revenue colleclion lo focilitote finonciol plonning; ond

8. Keeps cuslody of occounloble documents.

T

L

L
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C: Coruracrs

(i) lnternol:
. HODs;
. Chief Monoger, Finonciol Scrvices: ond
. I-AM ond RCs.

(ii) Externol:
. Members of Porliomenl;
. Minisiry of Plonning:
. Governmenl Officers;
. The Treosury;
. Government Officers in the Districls; ond
. CDF Executive Officiols.

'!

I

1

I

1

I T

I
t
T
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27.2 JOB SPEC'F'CAI'ONS

Job litle
Locotion

Deportmenl

Snr. Accounlonl
Heocj Of f ice

Fincrnciol Services

I

I

i

A: Mlnlmum Acodemic Quolificotions

Bochelors Degree in Commcrco or its equivolenl.

B: Professlonol/Technicol Quolificolions

CPA (K) or ils equivolenl.

C: Work Experience

5 Yeors relevoni experience ot senior monogement level'

D: Olher Skllls/ComPelencies

. Anolyticol skills;

. Inlerpersonolskills;

. Teomwork;

. Prooclivily;

. lntegrily: ond

. Compuler lilerole

T

I

L

i.
i
I

Il
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28.0 ACCOUNTANT

28.I JO8 DESCR'PIION

Job title

Loc otion

Deportment

Reporling lo

Supervises

Accounlonl
Heocl Of f ice

Finonciol Services

Senior Accounionl

Accounls Assislonl

I

I

T

A: PuRPosE oT THE JOB

lo provide lechnicol supf)orl wilh view 'lo ochieveing efficioncy in lhe
performonce of the Accountinq funclion.

B: MarN TasKs AND REspoNstB .tTtEs

I . Creoies ond mointoins lhe Generol Ledger codes;

2. Corries ou1 bonk reconciliotion;

3. Corries out reconciliolion of Generol Ledger Control Accounls;

4. Ensures strict observolion of conlrols over cosh monogemenl;

5. Approves journol vouchers for periodic produclion of the Generol Ledger;
ond

6. Produces stolulory rcturns ond submils them 10 the relevonl outhorilies.

C: Colracrs

(i) lnternol:
. Senior Accountont;
. Chief Finonciol Services Officer:
. Internol Auditors;
. Projecl Coordinoiors; ond
o FAMS.

(ii) Exlernol

. Members of Porliomenl;

19
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. Ministry of Plonning;

. Governmenl Officers;

. The Treosury;

. Governmenl Officers in thc l)islricts;

. CDF Executive Officiols;

. Consliluency Developmenl (lommillees; ond

. Ixternol Audilors.

u0



28.2 JOE SPEC'F'CAilONS

Job title

Locolion

Deportmenl

Accounlonl
Hcod Of fice

Finonciol Services

T

A: Minimum Acodemic Quolificolions

uochelors of Commerce degree in Accouniing or Finonce Oplion

B: Prolessionol/Technlcol Quolificolions
CPA (K) or its equivolenl

C: Work Experience

3 yeors experience ot middle monogemenl level'

D: Other Skills
. Communicolionskills;
. lnterpersonol relotion skills;

. Leodership Skills:

. leomwork;

. l lonesty;

. High inlegrity;

. Ability lo work under Pressuro;

. Self-drive; ond

. Computer lilerole.

T

T

I
T

!
!
T
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29.O ASSISTANTACCOUNTANT

29.1 JO8 DESCR'PI'ON

Job lille
Locotion

Deporlmenl

Reporling to

Supervises

Assislonl Accounlont
Hr:oci Of f ice

Finonciol Services

Ac cou nlo n l

NONT

A: PuRPosE or THE JoB

To underloke book-keeping octivilies to focililote effeclive keeping of
Accounting records ond preporolion of finonciol stolemenls.

B: MAI TAS(S AND RESPONSIBII"ITIES

I . Moinloins proper records ond sofe cuslody of files under expendilure
section;

2.. Promptly posts cosh book on doily bosis ond regulorly reconciles lhe some
with Generol Ledger control Account;

3. Prepores stondord Journol vouchers for oll lronsoctions;

4. Doily checks petty cosh vouchers for correcl expense ollocolion;

5. Moinloins regislers for oll crccounioble documents used in expendilure;
ond

6. Posls oll debit noies reloting lo stoff debits ond olher lhird porties.

C: Coruracrs

(i) lnlernol:
. Accountont;
. Procurement stof f ;

. lnlernol Auditors;

. Administrotion Off icer; oncJ
o FAMs.

( ii) Externol

82

. Constiluency Developmcnl (lommillees;

. Exlernol Auditors; ond

. Suppliers.
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29.2 JOB SPEC'F'CAI'ONS

Job litle

Locolion

Deportmenl

Assistont Accounlonl
Heod Of f ice

Finonciol Services T

i,

il

r!.

A: Minimum Acodemic Quolilicolions

Degree in Business reloieci ficld

B: Professionol/Technicol Quolificolions
CPA (ll) or its equivolenl.

C: Work Experience

2 yeors relevont experience in Accounting ol supervisory level

D: Other Skllls
. Communlcotionskills;
. lnterpersonol relolion skills;

. Teomwork:

. lligh integrity;

. Sclf drive: ond

. Compuler lilerole.

T

T

T

T

T

T

I
T

I
I
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30.O SNR. MANAGER, PROCUREMENT

30. I JO8 DESCR'PI'ON

It

T

T

Job litle

Loc olion

Deporlmenl

Reporling lo

Supervises

Snr. Monoger, Procuremen'l

Hcod Of fice

Procurement

CEO

Procurement Officer

T A: PuRPosE oF THE JoB

B: MatH TAsKs AND REsPoNslBltlrlEs

l. Prepores consolidoted procurement ond disposol plons;

2. Prepores, publishes ond distribules procuremenl ond disposol

opportuniiles, including invilotions to tender, prequolificotion' ond

expression of interest ;

3. Coordinotes ihe receiving ond opening of iender/quoiolion documents:

4. Mointoins ond sofeguords slonding lisl of suppliers;

5. Mointoins ond sofeguords procurement ond disposol documenls;

6. Coordinotes evoluolion of tenders, quototions ond proposols;

7. Recommends oppoinlments of members lo vorious procuremenl

committees;

8. Prepores notice of owords or tender occeplonces;

9. Prepores ond issues rejeclion ond debriefing letters;

To coordinote timely procuremenl of goods, works ond services required by the

cDF Boord in corrying oul ils core busness. The role olso involves coordinotion of

the disposol of obsolete slores ond equipment in occordonce with the Public

Procurement ond Disposols n cl 2005.
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'I

I

lO. lmplements the decisions of vorious Procuremen't, Tender ond Disposol

Commitlees:

I l. Provrdes secreloriol services to the Tender ond Disposol Committecs;

12. Certifies the invoices ond vouchers for poyment of the suppliers:

l3.PreporesondsubmitsroportslotheProcurementOversighlAulhorily:

14. Corries oul periodic morkcl surveys to inform plocing of or<jers or

odjudicotion by lhe relov<:nl lender oword commillees:

15. Coordinotes inspection ond occeplonce of goods, works ond services

upon delivery or comPlclion;

16. Prepores ond conlrols deportmentol onnuol budget; ond

]T.ldentifiestroiningneedsondfocilitotesimplementotionoflroining
progrommes of the dePortmenl.

C: CoHracrs

(i) lnternol:
. Chief Execulive Of f icer;
. NPC/Deputy CEO;
. Heods of Deporlmenl;
. Members of vorious procuremenl committees; ond
. Accounts stoff .

(ii) Externol:
. Government Officers;
. Suppliers; ond
. PPOA.

T

T

T

T

-t
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u
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30.2 JO8 SPEC'F'CAilONS

Job title : Snr. Monoger, Procuremenl

tocolion : Hcoci Office

Deporlmenl : Procuremenl

A: Minimum Acodemic Quolificolions

Bochelors degree in business reloled field.

B: Professlonol Quollficolions

Diplomo in Purchosing ond Supplies monogemenl.

C: Work Experlence

5 yeors in o senior posilion in thc supply choin monogemen'l

D: Olher Skills

. Excelleni communicolion skills;

. lnlerpersonolskills;

. Teom ond personol leodership skills;

. Ability to moke decisions;

. Ability to work under exlreme pressure;

. Ability to work under slricl deodlines;

. Honesty;

. Self-motivoled/personoldrive;ond

. Compuier literole.

I
I
!
T

T

,
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3I.O PROCUREMENTOFFICER

3I.I JO8 DESCRIPI'ON

Job litle

Loc olion

Deportment

Reporting lo

Supervises

Procurement Of f icer

Heod Off ice

Procuremenl

Snr. Monoger Procuremenl

Procurement Assistonl

.l

J

E

To coordinole limely procurr-'mcnl ol goods ond services lhrough the
procurement commillee, keep procuremenl records, monilor cleliveries

ond corry oul slock conlrol.

A: Puneosr oF THE JoB

B: MArN TAsKs AND REsPoNslEll'lrlEs

I . prepores requesls for quotolions for opproved purchose requisilions;

2. Produces ond hondles sole of tender documenls;

3. Follows up lender odverlisemenis;

4. Secreiory to the Procuremenl Committee;

5. Hondles requesl for quololions;

6. Coordinotes evoluolion of quotoiions;

7. Follows uP orders lo suPPliers;

8. Follows up delivery from suppliers;

9. Processes ond follows up poymenl to suppliers;

10. Approves issuonce of stores;

1 l.Compiles list of stores due for disposol;

t

ti/
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T
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12. Prepores reporls on owords by Procurement Commiltee for

opprovol by the Ten<ler Commiltee on quorierly bosis;

l3.Tokes ond prepores minutcs of lhe deportmentol meeting;s;

I 4. Keeps cuslody of procuremenl documen'ts, ond

15. Prepores procuremcnl plons for the deportmenl ond ossisls in lhe

preporolion of consolidoled procuremenl plon for ihe CDF Boord'

C: Coruracrs

(i) lnternol:
. SuPervisor;
. Finonce slof f ; ond
. Slores stof f .

(ii) Exlernol:
. SuPPliers.

I

I

I
I

I
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31.2 JO8 SPEC'F'CAI'ONS

Job title

Loc otion

Deporlmenl

Procuremenl Of ficer

Hc-.oci Of f ico

Pr<>c u re me n I

T

I
A: Minimum Acodemic Quolificotions
Bochelors Degree in Busint:ss r<>loled field

B: Professionol/Tec hnic ol Quolificolions

Diplomo in Supplies Monogemcnl.

C: Work Experience

3 yeors work experiencc in Purchosing ond Slores Operotions

D: Olher S kills/C om pele n c ie s
. Computer s kills:
. Anolylicol skills;
. lnl egrily,
. lnterpersonol relolionship;
. Customer core skills;
o Teom work; ond
. Compuler literole.

T

T

I
I

tl
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V.
32.0 PROCUREMENTASSISTANT

32,1 JO8 DESCR'PI'ON

Job title

Loc olion

Deporlmenl

Reporting to

Supervises

Procurement Assistonl

Hr:od Of f ice

Procuremenl

Procuremenl Officer

Nono

r
l_

A: PuRPosE ot THE JoB

Processing of Orders, receipls ond issuonce of stores (stock control) ond
forwording of invoices 1o Accounis for poymenl.

B: MArN TAsKs AND REsPoNslBll-lrlEs

I . Prepores ond processes LPOs ond LSOs for opprovol;

2. Receives ond issues oul slores;

3. Forwords invoices to Accounls for poyments;

4. Hondles cosh (low voltrc) procuremenls; ond

5. Mointoins slore invenlorY.

C: Cotracrs

(i) lnlernol:
. SuPervisor;
o Finonce sioff ; ond
. Stores slof f .

(ii) Exlernol:
. SuPPliers.

I

l

l.

i

I
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32.2 JOBSPEC'F'CAI'ONS

Job litle
Loc olion

Deporlmenl

Pror:urcmenl Assislonl

Heod Of f ice

Procuremenl

I

l

A: Minimum Acodemic Quolificotions

KCSE - Grode C

B: Professionol/Tec h nic ol Quolificolions
Diplomo in purchosinq orrcj slc>r<:s.

C: Work Experience

2 yeors work experience in ['urchosing ond Stores Operotions.

D: Other Skills/Compelenc ies
. Computer skills;
. Anolyticol s kills,
. ln'tegrity;
. lnlerpersonolreloliorrship;
. Cuslomer core skills;
o Teom work; ond
. Compuler Lileroic.

T

T

t
T

l

j

t

l

l

B
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I
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33.0 SENIOR MANAGER, CORPORATE AFFAIRS AND COMMUNICATIONS

Job tille

Loc otion

Deporlmenl

Reporting to

Supervises

Sonior Monoger. Corporote Affoirs on<i
Communicolions
H<:oci Of fice

Corporote ond Legol Af loirs

Chief Execulive OfJicer

Communicoiions Off icer

I

I

A: PuRPosE or THE JoB

To focililole the developmenl of o corporote communicotion stortegy which
leods to the creolion of positivc oworeness obout lhe CDF Boord ond goodwill oI
the public through publicity orrd enhonced communicoiion wilhin ond wilh its

s'lokeholders.

B: Matr TAsKs AND REsPoNstBttlllts

1 . Develops ond implements on oppropriote corporote public relolions
strolegy ond policies;

2. Develops for opprovol ond implements corporoie sociol responsibilily
progrommes:

3. Formulotes ond coordinoles lhe implementotion of CDF Boord's public
relolions progrommes such os open doys. public service week, trode
foires ond olher exhibitions;

4. Lioises with medio houses for coveroge of CDF Boord's events ond in
roising oworeness of its functions ond ociivities to ensure lhe right
informoiion ond producl is delivered lo the public;

6. Responds to medio queries ond comploinls oboul lhe orgonizotion;

Z. Prepores speeches, briets, press supplements, press sloiemenls. news
releoses ond feolure orliclcs;

92

33. I JO8 DESCR'PI'ON

5. Edits ond produces tho orgonizolion's newslelter, mogozine ond
brochures;



8. Coordinates and administers corporate protocol and hospitalrty aflairs;

9. Develops ond execules plons for officiol ond sociol funclions;

10. Responds lo queries, con(:erns ond comploints from members of lho
public ond oiher slokch<>ldcrs;

I l. Moinloins ond updoles informolion on the orgonizolion's websile; ond

12. Develops o fromework for ond iniliotes Customer Feedbock.

C: Coxracrs

(i) lnlernol:
. Chief Execulive Officer;
. Senior Monoger. ICT;
. Snr, Monoger Progroms;
. Senior Monoger, Procurcmcnl ,. Chicf Monoger, Finonciol Scrvices; ond
. FAMS.

(ii) Exlernol

o Medio Houses
. Civil sociely leoders
. Suppliers (printing ogcncios)
. Members of lhe public

t
T

I
T

I
T

I
I
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33.2 JOE SPEC'F'CAflONS

Job lille

Iocolion

Deporlmenl

Senior Monoger, Corporote Affoirs oncl
Communicolions
Heod Off ice

Corporole Aff oirs ond Communicolions

A: Mlnimum Acodemic Quolificolions

Bochelors of Arls degree in Sociol Sciences or i1s equivolenl.

B: Professionol/[echnicol Quolificolions

Posi-groduole Diplomo in Corporolc Communicolions.

C: Work Experience

5 yeors experience in Corporole Communicotions of middle monogement

D: Olher Skllls

. Excellent wrilten ond orol Communicolion skills;

. Interpersonol relolion skills;

. Teomwork;

. Abilily to work under pressure;

. Seltdrive; ond

. Computer llterote.

level.
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34.0 COMMUNICATIONSOFFICER

34.1 JO8 DESCRIPI'ON

Job tille
Loc olion

Deporlmenl

Reporling to

Supervises

Communicolions Officer

Hccrcl Olfice

Corporole ond Legol Af f oirs

Senior Monoger, Corporoie Affoirs ond
Communicolions
None

I

I

I

J

A: PURPoSE of THE JOB

Io provide technicol supporl in the monogement of communico'lion ocliviies
oimed ot promoling public occcplonce ond enhoncing public goodwill of the
CDI- Boord.

B: MAIN TAsKs AND RESPoNSIBITIIIES

l. Plons ond coordinotcs cdiling ond production of the Boord's publicoiions;

2. Assists in developmenl ond execution of oworeness compoigns strotegies;

3. Medio lioison. moniloring ond onolysis;

4. Anolyzes ond reviews oll incoming conespondences ond odvices on
oppropriole responsei

5. Provides the contenls for updoting the Boord's websiie;

6. Orgonizes the Pholo Librory/gollery;

7. Assists in developmenl of speeches ond reporls: ond

8. Assists in plonning ond orgonizing the CDF Boord stond ol ASK events ond
pubiic service week cxhibitions.

C: Corracrs

(i) lnternol:
. Senior Monoger, Corporole Affoirs ond Communicolion;
. Fund Account Monoger;
. Accountont;

T

I

I

I

I

l

l
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. Progromme Coordinoior: onci

' lI Officer.

(ii) Externol

. lhe medio:

. Generol public;

. Suppliers;ond

. Olher slokeholders

T

I
I
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34.2 JOSSPEC'F'CAI'ONS

Job lille
Loc olion

Deporlment

Communicolions Officer

llcoci Of f icc

Corporole Af f oirs ond Communicolions

I

:l

J

:t

t

I)

l

I

l

I

I

l

A: Minimum Acodemic Quolificoiions

Bochelors Degree in Sociol Sci<:n<:es or ils equivolcnl

B: Professionol/Technicol Quolificolions

Diplomo in Corporole Comntt.rni<:olions.

Troining in:
, Computer skills; ond
. Website design.

C: Work Experience

2 yeors experience in corporolc communicolions

D: Other Skills

. Excellenl written ond orol Communicolion skills;

. lnterpersonol relotion skills;

. Teomwork;

. Ability to work under pressurc;

. Self-drive; ond

. Computer literole.

T

T

T

I
T
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35.0 Legol Officer

35, I JOB DESCR'PI'ON

Job title

Locotion

Deporlmenl

Reporling to

Supervises

Legol Off icer

Heod Of fice

Legol Affoirs

Chief Executive Off icer

Legol Assiston'l

A: PuRPosE ot THE Jo8

To efficienlly monoge oll legol processes of the CDF Boord ond provide legol

services lo oll deportmenls oI lho uoord.

B: MArN TAsKs AND Resrot{stltltrlrs

1. Provides legol odvice to the CDF Boord ond ils CDF Commitlees:

2. Fociliiotes dispule resolulion process between vorious ogencies of lhe
CDF Boord;

3. Assists in provision of secreloriol services to lhe comploints ond Arbilrotion
Commiltee;

4. Hondles conuplion reloied issues in lioison ond close consultoiion with oll

conuplion prevention ogencies ond slokeholders;

5. Coordinoies representolion of the CDF Boord in courls in the event of
liligolions;

6. Provides legol odvise to thc CDF Boord on conirocluol motters; ond

7. Advises CDF Boord on complionce issues.

C: Coxrlcrs

(i) lnlernol:
. Boord Members;
. Chief Executive Officer; onci
. Heods of Deportmen'|.
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(li) Externol:
. Government Officen;
. Members of Porliomeni;

. Public Comploint Sionding Commitiee;

. CDF Conslituency Committees; ond

. Courls.

Y ACC.

T

I
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35.2 JOE SPEC'F'CAflONS

Job litle : Legol Of ficer

Locolion : llcod Of ficr>

Deportment : Legol Afloirs

A: Minimum Acodemic Quolificotions

Bochelors degree in Low.

B: Professionol Quolllicolions

. Diplomo in Low from KSL;

. Advocote of the High Courl of Kenyo; ond

. Member. LSK.

C: Work Experience

3 yeors working experience in lcgol environment.

D: Olher Skills

. Excellenl communicolion skills;

. lnterpersonolskills:

. Abiliiy to moke decisions;

. Ability io work under exlreme pressure;

. Abilily lo work undcr slricl cJeodlines;

. Honesty;

. Self-motivoted/personoldrive;ond

. Computer literote.

t

I
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36.0 Legol Assislonl

36.1 JOB DESCR'PI'ON

Job title

Locolion

Deportment

Reporting to

Supervises

Legol Assistonl

Heod Of f ice

Legol Aff oirs

Legol Of f icer

Nonc

A: PuRPosE or THE JoB

To ossisl in the efficieni monoqcmonl of oll legol processes of lhe CDF Boord ond
provision of legol services 'lo oll dcportments of the Boord.

B: MAIN TAsKs AND R ES PONSIBII,IIIES

l. Assis'ls in provision of legol odvice lo ihe CDF Boord ond iis CDF
Commitlees;

2. Assisls in focililotion of dispule resolulion process belween vorious
ogencies of lhe Ct)F Bo<:rci;

3. Assists in provision of secreloriol services to lhe Comploinls ond Arbitrotion
Committee:

4. Assisls in lhe hondling o[ corruplion-reloted issues in lioison ond close
consultolion wilh oll corrupiion prevention ogencies ond stokeholdcrs;

5. Assists in Coordinoling rr-..prcsentolion of the CDF Boord in coutrls in lhe
event of liligolions:

6. Assisls in provision of legol odvise to ihe CDF Boord on conlroctuol
motters; ond

Z. Assisls in odvising CDF Boord on complionce issues

C: Corracrs

(i) lnlernol:
o Boord Members:
. Legol Of f icer; ond

T
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Heods of Deportmenl.

I
I

(ii) Externol:
. Governmenl Officers;
. Members of Porliomenlj
o KACC:
. I'ublic Comploinl Slonding (lommitlee;
. CDI- Consliluency Commillocs; ond
. Courls.

I

I

I
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36.2 JOs SPEC'F'CAflONS

Job title : Lcgol Assislonl

locotion : Hco<J Of licr:

Deporlment : Legol Affoirs

A: Minimum Acodemic Quolificolions

Ilochclors <Jegree in L ow.

B: Professionol Quolilicolions

. Diplomo in Low from KSL;

. Advocote of the High Courl of Kenyo; ond

. Member. LSK.

C: Work Experience

3 yeors working experience in lcgol environmenl.

D: Olher Skills

. Excellentcommunico'llonskills;

. Interpersonolskills;
o Ability to moke decisions,
. Ability to work undcr exlremc pressure;
. Abilily to work under stricl d<}odlines;
. Honesty;
. Self-motivoted/personoldrive;ond
. Computer liierole.
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37.0 SNR MANAGER, ICI

37.1 JO8 DESCR'PI'ON

Job title

Loc olion

Deportment

Reporling lo

Supervises

Snr Monoger, ICT

Heod Of fice

lnf ormolion ond Communicotion Technology

Chief Exeuclive Of ficer

(ii) ICT Ofiicer-Syslems Adminislrotion; (ii) ICT Officer-
User Supporl.

I
I

A: PuRPosE or THE JoB

To provide professionol lnformolion Technology support lo the deporlmenls in

order to enoble effective monogement of the Fund .

B: MA|N TAsKs AND RrseoNstgtttttts

l. Develops ICI Strotegics for the orgonizotion;

2. Provides odvice lo the orgonizotion on ICT motters:

3. Monilors ond evoluoles progress towords occomplishing the sel ICT gools;

4. ldenlifies ICT needs of lhc uoord;

5. Provides technicol supporl to lcl users, including copocily building for ICT

users ond responding to user requesls/queries;

5. lnslolls ond configures new ICT equipmenl;

7. Ensures moinienonce of softwore ond hordwore;

8. Develops ond moinioins lhe CDF Boord website ond iniernel services;

9. Designs. implements ond moinloins neiwork infrostruclure:

lO. Drows up, ond moinloins, operotionol ond security procedures reloling to
lhe computers ond nelwork hordwore;

I I . Lioises with the internel sorvice providers lo ensure odequole uptime;

12. Prepores ond conlrols cieporlmenlol onnuol budgel;

t
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13. ldenlifies lroining needs ond f ocilitotes implemenlolion of lroining
progrommes of the doporlmenl;

14. Co(ies out technicol evoluolion of ICT equipmenl; orrd

I 5. Advises Monogemen I orr oll l(l I reloted issucs.

C: Corulacrs

(i) lnlernol:
. Chief Execuiive Off icer;
. CEO:
. Fund Accounl Monogers;
. RegionolCoordinolors;
. Heods of Deportmenl; onci
. CDF Boord.

(ii) Exlernol

. GovernmentMinislries;

. ICI Consul'tonts; on(i

. SuPpliers.

T

T
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37.2 JOB SPEC'F'CAI'ONS

Job tille
Loc otion

Deporlmenl

Snr. Monoger, ICT

Heoci Office

lnf ormolion ond Communicotion Technology

I

I

A: Minimum Acodemic Quolificolions

Bochelors of Science Degrec in (lompuler science or lnformotion Iechnology

B: Prof esslonol Quolificolions

Poslgroduote troining ond proficiency in compuler operoling sysiems ond
softwore opplicolions.

C: Work Experience

5 yeors experience os heod of l(ll function in ihe Public Sector or o lorge privote
orgonizolion.

D: Other Skills

. Cood Communicotiorr skills;

. lnterpersonolskills;

. Ability to moke decisions:

. Teomwork;

. Reporl writing skills;

. Ability io work under pressure; ond

. Self-drive.
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38.0 ICTOFFICER-SYSTEMS ADMINISIRATION

38. I JOB DESCR'PI'ON

I
Job title

Loc olion

Deportmenl

Reporting lo

Supervises

ICT Of f icer-systems Adminislrotion

i I r-. rr ri Of f ice

lnf orrnolion ond Communicotion Technology

Snr. Monoger ICT

ICT Assistont

lo monitor ond moinloin ihe orgonizolion's operoling syslems, disoster recovery

ond reloled systems to ensure high syslem ovoilobility ond business continuity
wilh minimum interruption so os lo ochieve the orgonizotion's business/ strotegic
gools.

A: PuRPosE ot THE JoB

B: MAIN Tasrs aHo REsPoNslBltlrlEs

L Develops operoting syslcms instollotion plons to ensure Operoting Syslems

soflwore is properly instolled. tesled ond tuned to moximum operoting
efficiency;

2. Conducts server operollng system performonce onolysis, evoluoles lcvels

of syslems operotions <:ncJ <Jevises meosures lo improve ovcroll
perf ormo nce;

3. Cuslomizes ond upgrocjcs operoling ond reloted syslem to meel ongoing
user needs;

4. Moinloins o doily log of operoting systems octivity/events;

5. Conies out diognosis ol lhe problems experienced by ihe users ond
resolves operoting sysiem ond progroms foilures;

6. Ensures thot on odequole bockup regime is in ploce ond is being
followed;

7. Moinloins bockup medi() orld off site bockup storoge; ond

8. Lioiscs with the opcroling syslcrns softwore suppliers to ensurc problcms

ore resolved;

T
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C: Conracrs

(l) lnlernol:
. Chief Executive Officer;
. Heods of Deportmenl;
. Regionol Coordinolors; ond
. Fund Account Monogers.

(li) Exlernol

. ICT Consulionts; ond

. Suppliers.

108



38.2 JOB SPEC'F'CAI'ONS

Job litle

Ioc otion

Deportmenl

ICT Of f icer-Syslems Administrolion
Ik-'<:<i Officc

lrrf ormolion ond Communicoiion lcchnolog;y
I

A: Minimum Acodemic Quolificolions

B.Sc. degree in Compuler Scicnce /lnformolion ond Communicotion
Technology.

B: Professionol Quolificolions

['osigroduole troining ond proficioncy in compuler operoling sysiems ond
sottwore opplicotions.

C: Work Experience

3 yeors experience in Systems Adminislrolion in ICI deportment in the Public
Seclor or lorge Privole firm.

D: Olher Skills

I
T
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. Good Communicolion skills:

. Interpersonolskills;

. Ability io moke decisions;

. Teomwork;

. Reporl wriling skills;

. Ability to work under prossuro; ond

. Self-drive.



39.0 ICT OFFICER.USER SUPPORT

39.1 JO8 DESCR'PI'ON

Job tille :

Locotion '.

Deporlment :

ICT Officer-User Supporl
Heod Off ice

lnlormotion ond Communicotion Technology

Snr. Monoger ICT

lCl Assistonl

A: PuRPosE or THE JoB

1. Monitors lhe effectiveness ond reliobility of oll hordwore forming lhe
compuler nelwork ond occessories;

2. Sets up compulers orr thc network system, ond troins oll users in equipmenl
use ond bosic mointenoncc, ond network operotions;

3. Moinloins o help desk 1o supporl users in use of their equipmenl ond solving
technicol problems;

4. Corries ou1 preventotive moinlenonce ond repoirs of compuler hordwore
ond neiwork;

5. Updotes the Snr. Monoger, ICI on regulor bosis. on the overoll performonce
of the compuier network;

5. Mointoins ond updotes on inventory of orgonisotion's hordwore; ond
/. Reviews users' requirements for new hordwore ond evoluotes new products

for this purpose.

C: Corracrs

(i) lnlernol:
. Chief Execulive Officer;
. Heods of Deporlmenl;
. Regionol Coordinotors; onci
. Fund Accounl Monogcrs.

(ii) Externol
. ICI Consultonts; ond

110

To provide technicol supporl lo the operotions of the lnformotion ond
Communicolion Technology infroslructure of the CDF Boord in order 10 ensure
lheir reliobility.

B: MArN TAsKs AND Rrstol'tstcrLrrrrs



Suppliers

I
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39.2 JO8 SPECIF'CAI'ONs

Job title

Loc otion

Deportment

ICT Off icer-User Supporl
Hooci Off ice

lnformolion ond Communicolion lechnology

A: Minimum Acodemic Quolificolions

Bochelors Degree in Compuicr Science/lnf ormolion ond Commurricotion
Technology.

B: Professionol Quolificolions

Poslgroduo'le troining ond proficicncy in computer operoting syslems ond
softwore opplicotions.

C: Work Experience

3 yeors experience in Syslems Aclminislrotion in lCl deporiment in lhe public
Seclor or lorge Privo'le firm.

D: Olher Skills

. Good Communicolion s kills:

. In'lerpersonolskills;

. Ability to moke decisions,

. I eomwork;

. Report writing skills;

. Ability to work under pressure; ond

. Self-drlve.

T
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4O.O CORPORATE PTANNING AND STRATEGY MANAGER

40.I JO8 DESCR'PI'ON

Job tille :

Locolion :

Deportment :

Reporls lo :

Supervises :

Corporole Plonning ond Strolegy Monoger

Hoocl Of lice

Corporote Plonning ond StrotegY

Chief Executive Officer

Plonning Officer

A: PuRPosE or THE JoB

To plon ond direcl lhe formrrlolion. implementotion ond review of lhc slrotegic
Plon by speorheoding pcrform<.:nce monogemenl, controcling ond corporole

reseorch services.

B: Marru TAsKs AND REsPoNslEll-lTlts

l. Underlokes corporote reseorch to guide effective Strotegic Plonning;

2. Underlokes the formulolion of lhe Slroiegic Plon in consullotion with key
stokeholders lo focililole effeclive reolizotion of the orgonizolion's
mondole;

3. Follows up on lhe implcmenlolion of ihe Slrolegic Plon by
deporlmenls lo ensure effective implemeniotion to enhonce
delivery;

voflous
service

5. Focililotes the esloblishmenl, onolysis. sloroge ond reporling of the
relevonl slotistics for operoiionol. plonning ond benchmorking purposes;

112

4. Underlokes onnuol revicw of lhe Strotegic Plon in view of chonges in the
operotionol environmenl ;



6. Focililoies thc finonciol ond economic evoluolion
projecls/producls/scrviccs f or viobiliiy ond priorilizoiion purpos(j L

of

/. Coordinoles the formulolion ond implemenlolion of onnuol w<>rk Plons;

B. Fnsures lhe i<Jenlificotion, cxeculion ond reporting of corporolo reseorch
oclivilies;

9. Focilitoies lhe developrncnl , negoliolion. implemenlolion ond reporling
on perf ormonce controcting oclivilies;

10. Ensures deporlmenls formulote ond review the relevonl deporlmentol
Plons ond Policy Documenis ond well-oligned to ihe corporole Slrolegic
Plo n;

I 1. Provides leodership to lhc Corporote Plonning Deporlmenlol Ieom; ond

12. Develops ond monilors the Corporote f,lonning,t,crfomonce
Monogemenl ond Reseorch Services budgel;

C: Coruracrs

(i) lnlernol:
. Chief Execulive Off icer:
. Heods of Deportments; ond
. All stoff .

(ii) Externol
. Minis'try of Slole for ['ublrc Service;

Ministry of Plonningi oncl

Consullonls

Ill
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40.2 JO8 SPEC'FTCALONS

Job title

Locotion

Deporlmenl

Corporole Plonning ond Slrolegy Monoger

HcocJ Of f ice

Corporole Plonning ond Strolegy

A: Minimum Acodemic Quolificotions

Moslers Degree in tconomics or Strolegic Monogemenl.

B: Professionol Quolificolions

Post groduole quolificotion in Slrotegic Plonning.

C: Work Experience

Minimum of 5 yeors work expcrience in Skoiegic Plonning; Performr:ncc

Monogement ond Reseorch Services environment.

D: Olher Skills

. Computer litero'te;

. Good Communicotion skills;

. Good negoliotion skills;

. lnterpersonolskills;

. Ability to moke decisions;

. Teomwork:

. Repori wriling skills;

. Ability to work under prcssure; ond

. Self-drive.

714



I
I

4I.O PTANNING OFFICER

4I,I JO8 DESCR'PI'ON

Job litle

Loc olion

Deporlmenl

Reports lo

Supervises

Plonning Officer

Hood Of fice

Corporole Plonning ond Slrotegy

Corporole Plonning ond Stroiegy Monogcr

Norro

A: PuRPosE of THE JoB

lo ossisl in plonning ond direcling lhe formulotion, implemenlotion ond revicw of
ihe Strolegic Plon by speorheoding performonce monogemeni, conlrocting
ond corporole reseorch services.

B: MatH TAsKs AND REspoNstB -tIlEs

I . Assist in
Plonning;

undertoking corporote reseorch to guide effeclive Strolegic

2. Assisi in underlokin5; lhc formulolion of the Strotegic plon in consullolion
wilh key slokeholdcrs to focililole effective reolizotiorr of the
orgonizolion's mondolc;

3. Assisl in f ollowing up
vorious deporlmenis
service delivery;

lhe implemenlotion of the Strotegic Plon by
ensure effec live implementotion to enhonce

on
lo

4. Assisl in underloking onnuol review of lhe Slrolegic [)lon in viow of
chonges in the operolionol environmenl;

l

I

I
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5. Assisl in focililoting the esloblishment, onolysis, sloroge ond reporling of
the relevont slo'tistics for operolionol. plonning ond benchmorking
purposes;

6. Assisl in focilitoling lhc finonciol ond economic evoluolion of
proiec ts/products/servi(:os f or viobility ond priorilizotion purposes;

7. Assisl in coordinoling the formulotion ond implemenlotion of onnuol work
Plons;

8. Assist in ensuring lhe idcnlificolion. execulion ond reporling of corporote
reseorch octivities:

10. Assisl in ensuring deporlments
deportmentol Plons ond Policy
corporote Slrotegic l)lon: ond

formuloie ond review the relevont
Documents ond well-olign()d lo the

I l. Assisl in developing ond monitoring the Corporole Plonning. Perfomonce
Monogement ond Reseorch Services budget.

C: CoNrAcrs

(i) lnlernol:
. Corporote Plonning ond Slrotegy Monoger;
. lleods of Deportmenis; <rnci
. All stofi.

(ii) Exlernol
. Ministry of Slote for Public Scrvice;

Ministry of Plonning; ond

Consullonts

116

9. Assisl in focililoting the developmenl , negoliolion, implemenlotion ond
reporting on performoncc controcling octiviiies;
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41.2 JOB SPEC'F'CAT'ONS

Job title

Loc olion

Deporlment

Plonning Of f icer
Hood Of f ice

Corporole Plonning ond Slrotegy

A: Minimum Acodemic Quolificolions

Degree in Economics or Slrolooic Monogemeni

B: Proressionol Quolificotions

Posl groduote quolificotion in Strolegic Plonning, Performonce Monogemen.t

or Reseorch Services

C: Work Experience

Minimum of 5 yeors work experience in Slrotegic plonning, performonce

monogement ond rcseorch cnvironmenl.

D: Olher Skills

. Compuler literole:

. Good Communicotron skills:

. Good negotiotion skills;

. lnlerpersonolskills;

. Abilily lo moke decisions.

. Teomwork;

. Reporl writing skills;

. Abilily lo work under pressure: ond

. Self-drive.
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