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VACANCY, VACANCY ADVERTISEMENT

Runyenjes Technical and Vocational College Board of Governors invites qualified, diligent and self-
motivated BOG staffs in the following areas.

3. RTVC/OAA/3/3/2023: OFFICE ADMINISTRATIVE ASSISTANT (1 POST)

Requirement/Qualification for appointment
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» Diploma in Secretarial Studies/ Single & group stage 111 from the Kenya National

Examinations (KNEC) or equivalent qualifications from a recognized Institution.
Diploma in Human Resource management or its equivalent from a recognized institution
Proven experience of two (2) years as an Office administrative Assistant

Must be a registered member of KENASA body

Have good communication and interpersonal skills;

Certificate in computer application skills

Shown merit, integrity and ability as reflected in work performance and results.
Should have knowledge of office equipment

Excellent time management skills and ability to priotize work

Attention to details and problem solving skills

Strong Organizational skills with ability to Multi-task

Valid Certificate of good Conduct-Mandatory

Aged 25 years and above

Duties/Responsibilities
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Answer and direct phone calls

Organize and schedule appointments
Plan Meetings and take detailed minutes
Write and distribute email correspondence, memos, letters etc
Assist in preparation of regularly scheduled reports

Develop and maintain a filling system

Update and maintain office policies and procedures

Order office supplies and research new deals and suppliers
Maintain contact lists

Book travel arrangements, submit and reconcile expense reports
Provide general support to visitors O C\
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4. RTVC/TRAINER/4/3/2023: FOOD AND BEVERAGE (1 POST)

Requirement/Qualification for appointment
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Must have a diploma in Food and Beverage from a recognized institution

At least two (2) years’ experience teaching in a TVET institution

Be in position of relevant and professional qualifications for the post applied for
Diploma in Technical Education will be an added advantage

A craft certificate in food and beverage will be an added advantage

Should attach a valid certificate of good Conduct-Mandatory

Age 25 years and above

Attach recommendation letter from previous employer (s) where applicable
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Interested persons who meet the above qualifications should submit their hard copy applications
accompanied by a copy of National identification card, detailed CV, Certified copies of Academic
and Professional Certificates and other testimonials to the undersigned on or before 28" March,
2023 at 4.00pm or deliver them in person to the College during working hours

THE SECRETARY
BOARD OF GOVERNORS )
RUNYENJES TECHNICAL & VOCATIONAL COLLEGE
P.O BOX 239-60103
RUNYENJES

PLEASE NOTE
1. The college is committed to implementing the provision of the constitution chapter 232 (1Z) on
fair competition and merit, representation of Kenya’s diverse communities and affording equal
employment opportunities to men and women, members of all ethnic groups and persons with
disability. This therefore, means that people with disabilities, youth, the marginalized and the
minorities communities are encouraged to apply if they meet the requirements of the advertised job
2. Runyenjes technical is an equal opportunity employer.
3. Successful candidates will be expected to fulfil the requirement of chapter six of the constitution
by providing the following documents
i) Certificate of good conduct
i) Tax compliance certificate
iii) HELB clearance
iv) Clearance from EACC
V) Clearance from a recognized credit reference Bureau (CRB)
4. Only shortlisted candidates will be contacted
5. It is a criminal offence to provide false information and documents in the job application
6. Canvassing in any form will lead to automatic disqualification
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