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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

PART 1: INTRODUCTION

1.1. BACKGROUND

The document presents Job descriptions and Person specifications which the Depariment of Human
Resource Management and Development developed as part of the Funclional Review and Job Evaluation
exercise which the Department carried oul for Kamuzu University of Health Sciences (KUHeS). KUHeS is a
new University created following the de-linking of the constituent colleges of the University of Malawi
{UNIMA). It merged the former College of Medicine (CoM) and Kamuzu College of Nursing (KCN). The
University was created through Act 20 of 2019 and a Taskforce was instituled to oversee and manage the
preparatory activities lowards the establishment of the University.

In the course of its work, the Taskforce approached the Department of Human Resource Management and
Development (DHRMD) in the Office of the President and Cabinet (OPC) to carry out a Functional Review
(FR) and Job Evaluation (JE). The objective of the Funclional Review and Job Evaluation was fo develop
appropriate, fit for purpose and cost-effective functional organization set up, complemented with an optimal
staffing complement and a rational unitary grading structure, that would ably assist the University to fulfi
Government's desire of increasing access 1o higher education, improving quality of higher educalion and
improving govemance and operational efficiency and effectiveness.

One of the key deliverables of the assignment is a Job Descripions (JDs) and Person Specifications
Handbook detailing the specific roles and qualification requirements for all the posts in the University

1.2. NEED FOR JOB DESCRIPTIONS IN THE UNIVERSITY BACKGROUND

A job description is a formalized statement of duties, qualifications and responsibilities of a specific position.
Its purpose is to define a job within certain established limits and identify its scope and content.

Accurate and consistent job descriptions are integral lo many human resource activities in a university.
Among its many uses, a job description:
a) eslablishes a basis for an accurale job classification determination, ensuring the incumbent is paid
appropriately for the work performed and the department's budgetary funds are spent effectively
b) establishes a basis for a number of human resource management and development interventions
including recruitment and placement; induction and orientation; performance management: and
training and development.

c) communicales the duties and responsibiliies of a position (o currant and polential staff members
which enables the incumbent to focus hisfher ime on the duties that will foster success in the position

d) defines the funclion and role of a position within a group, department, division, and/or organization
and assists o align indiidual rodas with (he goals of the departiment, division, or arganization.

E:I Sarves as a I'I"IEII'I&QBI"I'IEM foal for MEE'I‘IQ tha nrgarizalian of wark raspumibiﬁaa within a
department, division, or organization of the University.
1.3. PROCESS OF DEVELOPING THE JOB DESCRIPTIONS

The JDs have been d-a-rainpad 1.|"II'ULIQ|"I a comsullative procass which invalved the current inbl‘nldam in
the University and olher agencies with similar jobs as those recommended in University. The figure below
summarises the process of developing the JDs.

Page 1




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Figure 1: Job Descriptions Development Process

Step 1 Step 3 Step 5
Collection of Review of the Finalizing and
job information draft Job submission of
from current Descriptions by lob
jobhalders and Heads of Descriptions
other sources Sections Harndbook

Step 2 Step 4

Analysis and loint vetting
rearganization of of the Job
job information Descriptions

in a coherent and Person

format of a JD. Specifications

1.4. MANAGEMENT OF JOB DESCRIPTIONS

The managemsant of JOs is about how to ensure thal they remain valid, up-fo-date and in use. JDs that end

up on parsonnel files of employee are a waste of time. It is the responsibility of managers/supervisors and
amployees to ensure that JDs are:

a) aensure that they (managers/supenvisors) are in custody of a copy of authorized JDs for all jobs in the
DirectorataDivision/Saction

b) ensure that the JDs are visibly in use in staff appraisals and other staff parformance related decisions

c) ensure that all employees under thair charge are adequately aware of their Job Descriptions

d) ensure thal the JDs are regularly updated to accommodate changes in job roles and requirements

&) ensure thal all employees are nolified whenever changes are effected on the Job description and
Person Specifications for their jobs

f) assistin identifying skills gaps and recommend capacity building interventions to enable employees
competently fulfil their roles

g) ensure thal employeas are recruiled or deployed in accordance with authorized Person
Specifications for the job

The Human Resource Management function of the University will on its part be responsible for providing

a) backstopping services and ensuring custody of the JDs at institutional level,

b) regularly remind Heads of Section to update their JDs where required and faciitate the process

) facilitating the production and distribution of autharized JDs to all concerned

d) ensuring thal Heads of Seclion have a copy of authorized JDs for all their jobs

&) ensuring that JDs are visibly in use in staff appraisals/performance related decisions

f) assisting Heads of Section in ensuring that emplayees are adequately aware of their JDs

a) ensuring thal employeas are nolified whenever changes are effected on their JDs

h) facilitating capacity building exercises to address skills gaps and enable employees competently fulfil
their roles
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

i) ensuring thal employees are recruited or deployed in accordance with authorized Person
Specifications for the job

It should be reiterated that the JDs have been developed at a cost both in terms of fime and money. Hence,
the University should ensure that they are effectively utilized. However, these JDs are nat final. The University
should keep on reviewing them to ensure that they remain relevant, adequate and clear. And periodically, all
the D in the University should be comprehensively reviewed . Every time a new job is created, a befitting JD
should be developed before processes to fill the post commence; and all JOs for related jobs should be re-
examined and amended accordingly to avaid averlaps and role confusion.

1.5. KEY FEATURES OF THE DEVELOPED JOB DESCRIPTION

Itis important to note that JDs transiate the mandate of the University into aclion to achieve the dasired effect.
In this connaction the revised JD& have considered imporant features as follows:

a) Resull-oriented i.e. put emphasis on the axpecied oulcome in @ach area of job responsibility.

b) Directing the job holder towards the main responsibility of crealing a conducive pelicy, legal and
institutional arrangements.

) Main duties expressed in general terms bul precise enough to guide the holders in daily work and
leave encugh space 1o job holder to vary the choice of activities to incude in individual work plan.

d) Helps the job holder and supervisor to identify skills development for effective performance of the job
and personal developrment in terms of carear progression.

@) Hawve a direct relationship to the Mission staternent, functions and roles of the University.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
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PART 2: JOB DESCRIPTIONS AND PERSON SPECIFICATIONS

Below are the Job Descripions and Person Specifications for all posts in KUHeS:
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

2.1. OFFICE OF THE VICE CHANCELLOR

Vice Chancellor

Job Title : Vice Chancellor

Grade 2 KU1

Location : KUHesS

Reporting to : University Council
Responsible for : Deputy WVice Chancellor

Direcior of Studeni Alfairs

Diractor of Financa and Invesiments
Registrar

Procurement and Disposal Manager
University Intamal Auditar

Chief Cuality Assurance Crfficer

Chief Resource Mobilization Ofhcar

Chief Cuality Assurance Cfficer

Marketing and Communications Manager
Planning, Monitoring and Evaluation Manager

Purpose of the Job

To provide strategic leadership and guidance in the administration and management of the University to
lead, motivate, and inspire academic, administrative, and non-academic staff as well as students and all
ather stakehaldars o work towards bacaoming a world class university.

Key Roles and Responsibilities

2.

@ =@

8.

Providing innovative keadership 1o the University geared at the furtherance of the objectives of the
University

Developing, reviewing and monitoring implementation of the University policies, plans,
programmes and siralegies

Establishing a conducive environment for nurturing a culture of excellence and professional
development in all staff

Sefting and monitoring the implementation of institutional standards so that the quality of the
graduates is corsistent with both regional and infernational expectations

Mabilizing resources to facilitate operations of the University

Manitoring efficient, effective and economic utilization of resources

Fostering the development, review and implementation of innovative and creative curricula
Exploring and fadilitating alternative teaching and learning avenues to widen acoess to quality
higher education

Developing and maintaining partnership with government, the public and private sectors,
development partners and international communities

10. Enforcing compliance to requirements and accreditation with various regulatory bodies
11. Representing the University on external bodies

12. Preparing reports

Minimum Education Qualifications and Experience

« PhD
« 10 years’ experience al senior academic and management level

Fage &




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

2.2. ACADEMIC 5ERVICES

Deputy Vice Chancellor

Job Title - Deputy Vice Chancellor
Grade - KL2

Location - Office of the DVC
Responsible to - Vica Chancellar
Rasp-unsll:rla far : Executive Deans

Dhrector of Postgraduate and Ressarch
Director of Teaching and Learning Development
University Librarian

Purposa of the Job

Ta FI'I!WIHH EtrE’I‘lﬂgiE |Ea|ﬂ-E1"E|"'qfl in tha manag&mant and administration of academic services in the
University.

Key Roles and Responsibilities

1. Developing and fostering implementation of academic programmes, plans, policies and strategies

of the University;

Fastering the development and regular reviews of academic programmes:

Sefting and moniforing the implementation of academic standards;

Communicating institutional strategy and priorifies (o internal and external stakeholders;

Ensuring thal schools and dapartmental plans are aligned with the delivary of institulional goals,

Providing academic leadership that promolas a culture of excallenca and anterprise:

Advancing academic recruitment, development and promolion processas that foslers academic

excellence;

Mobilizing resources and properly managing their effective, efficiant and economic utilization

Establishing and managing parinership with gowernment, the public and private sectors,

devalapmeant pariners and internalional community related to academic affairs.

10. Developing industrial linkages lo ensure relevance of University programmes o the industry;

11. Reapresanting the University on internal and external bodies on academic affairs;

12. Fostering intellzctual imeraction across tha University and promoling a culture of academic
excellence;

13. Chairing ralevant commitiees of the University;

14. Appraising and menforing staff

SMEmo ok

= m

Minimum Education Qualifications and Experience

& PhD or equivalent Professional quaklification in a relevant fiseld
» 10 years’ experience al senior academic and management level

FPage &




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Professor (Clinical)

Job Title - Professor (Clinical)

Grade - KU3

Location - Academic department
Responsible to - Head of Academic Depariment
Rasp-unsll:rla far : Mone

Purposa of the Job

To provide scholarly leadership and excellence in the development and implementation of the curriculum,
academic programmes, research sirategies and research activities in a specific academic discipline.

Key Roles and Responsibilities

el

=

10.

11.
12.

13.

Championing the development and review of innovative, fit for purpose and market driven curriculurm
and academic programmes;

Leading in the development, use and adoption of various new technologies and concepts for socio
economic development;

Providing luition, assassment and supanvision to studens at various lawvels,

Encouraging the development of innovative approaches to course design and delivery and ensure
that teaching design and delivery comply with the quality and educational standards and requlations
of the department, School and University:

Initiating the development and managing implementation of research, consultancy and outreach
aclivities and ofher resource maobilization sirategies for the benafit of the dapartment;

Sustaining superior academic profile of the University through networking and community
engagement programmes,;

Providing clinical service and supervision:

Contributing (o the national and intermational think-lanks through publications, representation and
production of reports,

Establishing and maintaining partnerships and links with institutions in the inferest of the Department:
Promoling and marketing the work of the department in the subject area both nationally and
internationally:

Mentaring and nurturing academics

Serving as a member of relevant University committees including Appointrments, Appeals and
Academic Board,

Promoting a collegiate approach and develop team spirit and coherence.

Minimum Education Qualifications and Experience

PhD or equivalent Prafessional qualification in a relevant field
Required referred journal articles above Associate Professor
4 years' experience al Associate Professor level

Registered with the relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
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Professor (Non-clinical)

Job Title - Professor (Non-clinical)
Grade - KU3

Location - Academic department
Responsible to - Head of Academic Depariment
Rasp-unsll:rla far : Mone

Purposa of the Job

To provide scholarly leadership and excellence in the development and implementation of the curriculum,
academic programmes, research sirategies and research activities in a specific academic discipline.

Key Roles and Responsibilities

1. Championing the development and review of innovative, fit for purpose and market driven curriculum

2.

3.

8.
9.

10.
11.

12.

and academic programmes;

Leading in the development, use and adoption of various new technologies and concepts for socio
economic development;

Providing luition, assassment and supanvision to studens at various lawvels,

Encouraging the development of innovative approaches to course design and delivery and ensure
that teaching design and delivery comply with the quality and educational standards and requlations
of the department, School and University:

Initiating the development and managing implementation of research, consultancy and outreach
aclivities and ofher resource maobilization sirategies for the benafit of the dapartment;

Sustaining superior academic profile of the University through networking and community
engagement programmes,;

Contributing 1o the national and intemational think-lanks through publications, representation and
production of reports,

Establishing and maintaining parnerships and links with instilutions in the imerest of the Dapartment;
Promoting and marketing the werk of the department in the subject area both nationally and
internationally:

Mentaring and nurturing academics

Serving as a member of relevant University committees including Appointments, Appeals and
Academic Board,

Pramoting a collegiate approach and develop team spirit and coherence.

Minimum Education Qualifications and Experience

PhD or equivalent Professional qualification in a relevant field
Required referred journal arficles above Associale Professor
4 years' experience al Associate Professor level

Registered with the relevant professional body

Fage &




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Executive Dean
Job Title : Executive Dean

Grade - KU3

Responsible to - Deputy Vice Chancelior

Location - Schoal

Responsible for - Heads of Academic Department and other staff under him/her

Purpose of the Job
Tao provide strategic, academic and administrative leadership of the Schoal.

Key Roles and Responsibilities

2.

fa

10.

11.

12.
13.
14.

Providing academic and administrative leadership and general superintendence of the schoal and its
caniras;

Sefting the strategic direction of the School and ensuring that appropriate operational plans and
strategies have been developed at all levels within the School to achieve the goals and specific
abjactives

Ensuring that appropriate structures and mechanisms are in place for the governance of the Schoal;
Manitoring recruitment, induction, assessment, training and development and succession planning of
staff within the School to ensure that thay are managed in accordance with relevant University
policies;

Creating an enabling environment for the provision of quality teaching and learning in the School;
Ensuring that appropriately directed guality research is carried out within the School and that the
School resaarch confributes to the Universily's research goals,

Building a culture of collaborative resaarch within the school, across KUHeS, and with extamal
arganizations and partnars;

Owerssaing the procasses and managemaent of standards for sludants’ salaclion in tha school;
Providing effective monitoring to ensure that finances and other resources in the School are managed
responsibly and utilized prudenthy;

Establishing effective parinerships and collaborations with both internal and external stakeholders
including governmant, the busirness community, relevant professions, amployer groups, students and
communities;

Developing initiatives to provide new sources of revenue and community engagement based on the
School's expertise in teaching and leaming and research:

Conducting ressarch, consultancies and community outreach activities;

Preparing refevant raports for the Schoal:

Acting as a key representative of the Vice Chancellor and of the University to the external community,
in particular to the professions and disciplines represented within the Schoaol.

Minimum Education Qualifications and Experience

& PhD or equivalent Professional qualification in a relevant field
« B years' experience al senior academic/managemeant lawvel.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Associate Professor (Non-clinical)

Job Title : Associate Professor (Mon-clinical)
Grade - K4

Location - Academic Department
Responsible to : Head of Academic Department
REEF'.II'.IIIMHB far ! Mone

Purpose of the Job

To provide scholarly leadership and excellence in the development and implementation of the curriculum,
academic programmes, research strategies and research activities in a specific academic discipline.

Key Roles and Responsibilities

1. Championing the development and review of innovative, fit for purpase and rmarkel driven curriculurm
and academic programmes;

2. Leading in the development, use and adoption of various new lechnologies and concepts for socio

aconomic dE"-'Eﬂ:IFII‘I‘IEI"l:

Providing clinical service and supervision

4. Encouraging the development of innovative approaches to course design and delivery and ensure
that teaching design and delivery comply with the quality and educational standards and regulations
of the department, School and University:

5. Initiating the development and managing implementation of research, consultancy and outreach
activities and ather resource mobilization strategies;

6. Sustaining superior academic profile of the University through networking and commumnity
engagement programmes:

7. Contributing to the national and intemational think-tanks through publications, representation and
production of reports:

B. Prometing and marketing the work of the depariment in the subject area beth natienally and
internationally;

9. Mentoring and nurluring academics:

10. Promaling a collegiate approach and develop team spirit and team coherence;

11. Previding tuition, assessment and supervision to students at various levels.

L

Minimum Education Qualifications and Experience

# PhD or equivalent Professional qualification or a relevant field
« Reguired referrad journal articles above Sanior Lecturer Lewed
+  Jyears experience al Senior Lechurer

« Registered with a relevant professional body

E'Ege 10




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Associate Professor (Clinical)

Job Title : Associate Professor (Clinical)
Grade - K4

Location - Academic Department
Responsible to : Head of Academic Department
REEF'.II'.IIIMHB far ! Mone

Purpose of the Job

To provide scholarly leadership and excellence in the development and implementation of the curriculum,
academic programmes, research strategies and research activities in a specific academic discipline.

Key Roles and Responsibilities

1.

L

8.
8
0.
1.

Championing the development and review of innovalive, fit for purpase and market driven curriculum
and academic programmes;

Leading in the development, use and adoption of various new technologies and concepts for socio
aconomic dE"-'Eﬂ:IFII‘I‘IEI"l:

Providing clinical service and supervision

Encouraging the development of innovative approaches to course design and delivery and ensure
that teaching design and delivery comply with the quality and educational standards and regulations
of the department, School and University;

Initiating the development and managing implementation of research, consultancy and outreach
activities and other resource mobilization strategies:

Sustaining superior academic profile of the University through networking and community
engagement programmes:

Contributing to the national and intemnational think-tanks through publications, representation and
production of reports:

Promoting and marketing the work of the department in the subject area both nationally and
internationally;

Mentoring and nurturing academics;

Promoting a collegiate approach and develop team spirit and team coherence;

Providing tuition, assessment and supervision to students at various levels.

Minimum Education Qualifications and Experience

PhD or equivalent Professional qualification or a relevant field
Required referred journal arficles above Sanior Lectursr Leawve]
3 years' experience al Senior Lechurer

Registered with a relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Mead of Department {Clinicai)

Job Title : Head of Department (Clinical)

Grade - K4

Location - Academic Department

Responsible to : Executive Dean

Responsible for - Academic and Administrative Staff under him/her

Purpose of the Job

To provide sirategic academic and administrative leadership of the Department and to engage with
extarnal organizations on behalf of the Dapartment

Key Roles and Responsibilities

@@, kWM

10.

11

12.
13.
14.
15.
16.
17.
18.
18.

Leading in the development, implementation and mernitoring of departmental plans, strategies and
budgets in the context of University and Schoal Strategic and Operational Plans

Leading in the development, implementation and review of academic programs and curricula
Providing dinical service and supervision

Conducting research, teaching, consultancies and community outreach activities

Manitaring, implementing and maintaining academic standards

Promoting axcellencs in teaching and leaming, assassmeant and researche

Promofing intra and inter-departmental collaboration within the University

Representing the interests and needs of the depariment in the University through membership of the
School Board(s) and other University groups and committees

Allocating roles to staff in an equitable manner to ensure effective and efficient perfarmance of the
teaching, research and sarvice functions

Managing depariment’s space and physical assets in all Campuses:

. Establishing and maintaining partnership and links with government. the public and private seclors.

development pariners and other stakeholders.

Leading in development and implementation of resource mobilization plans and strategies
Supporting staff in research, consultancy and outreach programmes for the Department
Owverseeing staff recruitment and promation process

Manitaring efficiant resounce ulilization in the Dapariméant

Preparing reparis for the Depariment:

Owverseaing arientation and mentarship of academic staff,

Initiating disciplinary process in accordance with relevant policies

Appraising academic and administrative staff in the department

Minimum Education Qualifications and Experience

« PhD or equivalent professional qualification in a relevant field

« Senior Lecturer with twa years’ experience at that level or Lecturer with 5 years' work experience at
lecturer kevel

« Registered with a relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Mead of Department {Non-clinical)

Job Title : Head of Department (Non-clinical)

Grade - K4

Responsible to - Executive Dean

Location - Academic Depariment

Responsible for - Academic and Administrative Staff under him/her

Purpose of the Job

To provide sirategic academic and administrative leadership of the Department and to engage with
extarnal organizations on behalf of the Dapartment

Key Roles and Responsibilities

1.
2
3
4.
5.
]
T

9.

10.

11

Leading in the development, implementation and monitoring of departmental plans, strategies and
budgets in the context of University and School Strategic and Operational Plans
Leading in the development, implementation and review of academic programs and curricula
Conducting research, teaching, consultancies and community outreach activities
Manitaring, implementing and maintaining acadermic standards
FI‘UI‘I"IBE‘IQ axcallence in l&aﬂi‘ng and |EEI'I"Ii‘IQ. assassmant and research.
Promating infra and inter-deparimental collaboration within the University
Representing the inferests and needs of the department in the University through membership of the
School Board(s) and other University groups and committees
Allocating roles to staff in an equitable manner te ensure effective and efficient performance of the
Isamin-g. resaarch and service funcltions
Managing depariment’s space and physical assets in all Campusas:
Establishing and maintaining partnership and links with government, the public and private seclors,
development partrers and other stakeholders.

. Leading in development and implementation of resource mobilization plans and stralegies
12.
13
14.
15.
16.
17.
18.

Supporting staff in research, consultancy and outreach programmes for the Depariment
Overseeing staff recruitment and promolion process

Monitaring efficient resource utilization in the Department

Preparing reports for the Depariment;

Oversesing orientation and mentorship of academic staff;

Initiating disciplinary process in accordance with relevant policies

Appraising academic and administrative staff in the department

Minimum Education Qualifications and Experience

« PhD or equivalent professional gualification in a relevani field
« Senior Lecturer with two years” experience at that level or Lecturer with 5 years' work experience at
lacturar kawved

« Registered with a relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Senior Lecturer {Clinical)

Job Title : Senior Lecturer (Clinical)
Grade - KUS

Location - Academic Department
Responsible to - Head of Academic Depariment
Rﬂspdl'lﬂhlﬂ far : Mone

Purpose of the Job
Ta provide academic serices.

Key Roles and Responsibilities
Participating in developing and reviewing of curriculurm:

Developing and reviewing teaching and leaming materials;

Providing effective tuition, assessment and supervision to students at various levels:

Initiating and undertaking research projects. consultancies, and outreach activities:

Developing and promoting adoption and adaptation of various new lechnologies and concepts in
teaching and learning;

Providing diinical service and supervision

Developing and implementing resource mabilization strategies;

Facilitating mentoring of Lecturers, Assistant Lecturers and students:

Q. FL':IHI‘II"I-Q and dEEEI‘I"III"I-E.hI'Ig research resulls;

10. Representing the departments in different fora:

11. Preparing and submitting reports;

ok R =

@ =~ m

Minimum Education Qualifications and Experience

= Master's degrea in a relevant field

« 3 years’ experience al Lecturer Level

+ Required number of referred journal articles
+ Registered with relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Senior Lecturer (Non-clinical)

Job Title : Senior Lecturer (Non-clinical)
Grade - KUS

Location - Academic Department
Responsible to - Head of Academic Depariment
Rﬂspdl'lﬂhlﬂ far : Mone

Purpose of the Job
Ta provide academic serices.

Key Roles and Responsibilities

Participating in develaping and reviewing of curriculum:

Developing and reviewing leaching and learning materials:

Providing effective tuition, assessment and supervision to students at various levels;

Initiating and undertaking research projects, consultancies, and outreach activities:

Developing and promating adoption and adaptation of various new technalogies and concepts in
teaching and learming:

6. Developing and implementing resource mabilization strategies;

7. Facilitating mentoring of Lecturers, Assistant Lecturers and students;

8. Fublishing and disseminating research results;
g
1

ok R =

. Representing the departments in different fora;
0. Preparing and submilting reports;

Minimum Education Qualifications and Experience

# Master's degrea in a relevant field

+ 3 years’ experiance al Lecturar Level

» Required number of referred journal articles
* Registered with relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Lecturer (Non-clinical)

Job Title : Lecturer (Non-clinical)
Grade - KUG

Location - Academic department
Responsible to - Head of Academic Depariment
Responsible for : Mone

Purposa of the Job

To deliver academic programmes.

Key Roles and Responsibilities

1. Parlicipating in the developmeant and review of curriculurm;

2. Developing and reviewing t@aching and learming malarials;

3. Providing effective luition, assessment and supervision to students al various levels,

4. Imiiafing and undertaking research projects, consullancies and oulreach activities,

5. Developing, adopling and adapting vanous new ischnologies and concepls in teaching and learning;
G. Parlicipating in developing and implemanting resource mobilization sirategies;

7. Supporting in manioring assistant leciures;

8. Reapresanling the Department in vanous fora;

9. Publishing and disseminaling research results;

10. Preparing and submitting reports.

Minimum Education Qualifications and Experience

- Master's degree in a relevant field
« 3 years’ relevant work exparience
- Registerad with relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Lecturer (Clinical)
Job Title : Lecturer (Clinical)

Grade - KUG

Location - Academic department
Responsible to - Head of Academic Depariment
Responsible for : Mone

Purposa of the Job

To deliver academic programmes.

Key Roles and Responsibilities

E-@mo s W=

9.

Participating in the devaloprmeant and review of curmiculurm;

Developing and reviewing l2aching and learming materials;

Providing effective luition, assessmant and supervision to studants at various levels;

Initiating and underaking research projects, consullancies and oulreach aclivities;

Developing., adopling and adapling varous new lechnologies and concapls in teaching and learming;
Providing dinical sarvice and suparvision

Participating in developing and implemanting resource mobilization sirategies;

Supporting in menloring assistant leclunas;

Representing the Departmeant in vanous fora;

10. Publishing and disseminating research results:
11. Preparing and submitting reports_

Minimum Education Qualifications and Experiance

- Master's degree in a relevant field
+ 3 years’ relavant work experience
» Registerad with relevant professional body

Fage 1T




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Assistant Lecturer {Clinicaf)

Jaob Title
Grade
Location
Responsible to

Responsible for

Purpose of the Job

: Assistant Lecturer (Clinical)

- KUT

: Academic Department

: Head of Academic Department

! Mone

To support delivery of academic programmes.

Key Roles and Responsibilities

Supervising students
Conducting research

=

Supporting teaching and learning.

Providing clinical service and supervision
Providing effective tutorials to students

Developing, adopling and adapting various new technologies and concepts in teaching and leaming
Preparing and submitting reports

Minimum Education Qualifications and Experiance

« A Bachelor's degree in a relevant field
+ Registered with a relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Assistant Lecturer (Non-clinical)

Jaob Title
Grade

Location
Responsible to

Responsible for

Purpose of the Job

: Assistant Lecturer (Non-clinical)
- KUT

: Academic Department

: Head of Academic Department

! Mone

To support delivery of academic programmes.

Key Roles and Responsibilities

Supervising students
Conducting research

oo ok fa R

Supporting teaching and learning.

Providing effective tutarials to students
Developing, adopting and adapting various new technologies and concepts in teaching and leaming
Preparing and submitting reports

Minimum Education Qualifications and Experiance

« A Bachelors degree in a relevant field
« Registered with a relevant professional body
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Laboratory Technologist

Job Title : Laboratory Technologist
Grade - KLg

Location - Academic Department
Responsible to - Head of Academic Department
Responsible for - Labaratory Assistant

Purpose of the Job
Ta suppart clients in designing and axecuting laboratory activilies according io standard proceduras

Key Roles and Responsibilities

1. Developing, réviewing, monitaring and implermenting standard operating procedures including

laboratory rules and regulations

Planning, developing, implementing and monitoring annual work plan for the laboratory

3. Sourcing, maintaining and repairing laboratory equipment and accessories

4. Designing. conducting. facilitating or supporting scientific investigations, experiments or
demonsirations during laboratory sessions

5. Supporting and orienting laboratory users and enforcing procedures, rules and regulations of the
laboratory

6. Developing and maintaining inventary of all laboratory reésources

7. Implementing, enforcing and monitaring occupational, health and safety systems

8. Providing support to academic research and outreach services including costing of samples and
documenting and archiving results of laboralory analysas.

9. Providing formative and summalive assessmeants during the students’ altachments.

10. Ensuring that students are assessed and resulls submitted (o the daparimeant in ime.

11. Ensuring thal code of conduct of the college is adhered to by students al the different

altachments’ sitas.

12. Ensuring the adherence to safely practices of the students during their attachments.

13. Addressing and reporting students and trainers’ challenges faced during attachment.

14. Providing feedback to the year coardinator on the progress of students’ attachment

P

Minimum Education Qualifications and Experience

« Bachelor's degree in Laboratory Sciences or related qualifications
« 2 years’ work relevant experience
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Laboratory Techmician

Job Title - Laboratory Technician

Grade - KUg

Location - Academic department
Responsible to - Head of Academic Depariment
Rﬂspdl'lﬁihlﬂ far : Mone

Purpose of the Job
To suppart clients in designing and axecuting laboratory activilies according o standard proceduras

Key Roles and Responsibilities

Implementing standard operating procedures including laboratory rules and regulations
Maintaining, repairing and cleaning laboratory equipment and accessaries

Conducting or supporting demonstrations during laboratory sessions

Supporting and orienting laboratory users on procedures, rules and regulations of the laboratory
Maintaining inventory of all laboratory resources

Implementing occupational, health and safety systems in the laboratory

E-I.Iﬁ:ll.‘.l'tir"l'.'_] academic research and oulreach services

Documenting and archiving results of laboratory analyses.

B ~mo kW=

Minimum Education Qualifications and Experience

« Diplama in a ralevant fiald
« 2 years work axpenance in laboralory work
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

2.3

ICT DEPARTMENT

Chief Information Technology Officer

Job Title - Chief Technalogy Infarmation Officer
Grade - K4

Location - ICT Department

Responsible to - Deputy Vice Chancelior
Responsible for - ICT Infrastructure Manager

ICT Systems and Applications Manager
Learning Technologies Manager

Main purpose of the job

To provide strategic and operational management of ICT services in the University.

Key Duties and responsibilities

mom AW

=

10.
11.
12.

Prowiding strategic leadership and overall managemeant of the ICT services to meet the needs of the
University;

Developing, implamenting, monitoring and réwviewing ICT sirategies, policies, procadures and
ragulations as well as secwrity and confrol stroctures in line with the University's objeclives,
Ensuring the University complias with local and international ICT regulations and standards;
Flanning and leading and monitaring implamantation of ICT activities,

Engaging and managing relationships with inlernal and axiernal clienis and stakeholders;
Dwefining minimum specifications and slandards of ICT equipment and services to be procured o
ensure efficient and quality services,

Proactively managing ICT risks;

Proactively searching and sourcing new technalogies which will provide opporiunities o bast meal
changing business needs:;

Instituting, reviewing and maonitoring disaster recovery procedures

Advising the University management on emerging technologies with a view to align the operations
with current trends

Maobilizing resources and ansuring their effeclive and efficient use

Preparing repons

Education Qualification and Expariance

Master's dagrea in ralevant fiald,
7 years of working experience of which 3 years is al senior leadership/management level
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

ICT Infrastructure Manager
Post Title - ICT Infrastrueture Manager
Grade - KUS
Location - ICT Department
Responsible to - Chief Information Technalogy Officer
Responsible for : Network & Hardware Officer
Security Analyst
Systems Administrator
Networks Administrator
Job Purpose

To provide ICT infrastructure managamant and development sendices

Key Duties and Responsibilities

SME kW

=

8.

10.
11.

Maintaining the ICT infrastructure to ensure availability all the times;

Developing and maintaining ICT network in accordance with the University's needs:

Providing technical input to the development of the University's ICT strateqy and policies
Providing technical spacifications for ICT infrasiructuna;

Planning, designing, and reviewing short and long-term infrastructure developments
Implementing and monitoring short and long-term infrastructure developments:

Making recommendations on network products, sarvices, protocols, and standards in support of
netwark procurement and development efforts;

Providing security solutions to all ICT infrastructure (including firewalls, anli-virus solutions, and
intrusion detection systems);

Establishing and maintaining regular communications with end-users regarding relevant
irfrastructure activities,

Providing network performance statistics and reports;

Owversesing the administration of user accounts, permissions, and access rights systems,

Education Qualifications and Experience

« Mastar's degree in related field
» 5 years' relevant work experience at senior officer level in managing ICT infrastructure
« Relevan! professional cadification
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Learning Technologies Manager

Post Title : Learning Technologies Manager
Grade - KUS
Location : ICT Department
Responsible to - Chief Information Technalogy Officer
Responsible for : Learning Technologies Officer

Job Purpose

To manage, maintain and develop teaching and learning technologies and systems services

Key Duties and Responsibilities

1.
2.

Lol

T.
8.

8.

Provide leadership role in the development, implementation, and roll-out of leaming innovations.
Develop and manage effective working relationships with other departments and personnel with
wham work must be coordinated or interfaced

Keeping abreast of developments in the field of technology

Ensuring provision of effective technalogy that supports teaching and learning in the University
Keeaping existing systems up to date and trialing new types of software in support of modem leaming
and teaching

Managing and maintaining the University’s Virtual Learning Environment (VLE) and other learning
technalogies:

Providing expert advice ta teaching and leaming technologies’ users.

Organizing orientation sessions for users of leaching and learning lechnologies;

Manitoring and evaluating the performance of leaching and learming technologies:

10. Managing risk refated to teaching and leaming technologies:
11. Frl::'.'n:llr'lg technical assistance to usears;

Education Qualifications and Experience

# Master's degrea in related fiald
# 5 years' relevant work experience
« Ralevant professional certifications
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Systems and Applications Manager
Post Title - Systerns and Applications Manager
Grade - KUS
Location - ICT Department
Responsible to - Chief Information Technology Officer
Responsible for - Systems Development and Support Officer
Job Purpose

To manage and provide software application development and support services

Key Duties and Responsibilities

Planning. implementing and leading the development and use of new applications and
upgrades to exisfing applications:

Marnaging resources allocated for software and application development;

Providing lechnical assistance to analysts, designers and programmers;

Making recommendations on software products and services for procurement

Solving software application problems:

Maintaining project logs, documents and status repors;

Organising orientation sessions for users on software applications:

Advising software users on technical aspects of software applications:

Supervising and enhancing staff performance.

—

L e Nl

Education Qualifications and Experience

« Master's degree in ICT or related relevant fields
« 7 years' experience, two (2) of which should be at managerial level
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Senior ICT Officer
Post Title : Senior ICT Officer
Grade - KUT
Location : ICT Department
Responsible to - Administratively — Assistant Registrar (Administration)
Functionally - Learning Technaologies Manager
Responsible for : Systerns Administrator
Networks Administrator
Systems Development and Support Officer
Job Purpose

To provide ICT infrastructure and hardware management and development support services

Key Duties and Responsibilities

e

=

8.

Recording all issues hal arise and adwise the CITO of any isswas that need further atf ention;
Communicating with schools and other departments in the campus lo respond to their ICT
requirermants:;

Prowiding day-to-day suppart for all infernal campus ICT systems and users, minimizing any system
oulages;

Recommeanding syslem improvemants to the CITO;

Keeping abreast of developments in the fisld of technology

Ensuring provision of affective technology that supports teaching and learning in the University
Keaping existing systems up to date and trialing new types of software in support of modern lkeaming
and teaching

Prowviding technical assistanca 1o usars,

Preparing periodic raports

Education Qualifications and Experience

+ Bachelor's degree in related field
» 3 vyears relevanl work experience at ICT officer level
« Ralevant professional certifications
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Systems Development and Support Officer

Job Title : Systems Development and Support Officer
Grade - KLE

Location 2 ICT Department

Responsible to : Head Office - Systems and Applications Manager

Campus - Sanior ICT Officer
Responsible for = Mone

Main purpose of the job
Ta provide software application development and support services.

Key Duties and Responsibilities:

1. Analyzing, designing and developing efficient and effective systems and applications;

2. Maintaining and enhancing existing systems; as well as interfaces, exports and imports;
Developing ICT project plans and project management guidelines and supporting their
implementation:

4. Resolving programme errors and any other software issues;

5. Maintain ICT project logs, documnents and status reports:

6. Providing user support and training on software applications and systems:

T

8

9

f

Planning and strategizing for the current and future software developments.
Providing guidance and support 1o applications systems users:
. Configuring and upgrading application systems:

10. Undertaking application problem analysis and resolution in conjunction with users and external
sarvice suppliers:

11. Analyze data from systems and produce technical and business reports for consumplion by
users,

12. Proactively manage data quality in application systems:

13. Writing run reports, interfaces and routines.

Education Qualification and Expariance

« Hachalor's degree in relevant field;
« 3 years of relevant work experience;
# Relevant professional cerifications.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Network and Hardware Officer

Post Title : Network and Hardware Officer
Grade - KU8

Location : ICT Department

Responsible to - ICT Infrastructure Manager
Responsible for : Nane

Job Purpose

To provide ICT infrastructure and hardware managemant and development support services

Key Duties and Responsibilities

Maintaining the ICT infrastructure o ensure availability all the times in the campus;

Daveloping and maintaining ICT nebwark in accordance with the neads of the Campus;

Praviding technical input fo the developmeant of the University’s ICT sirateqy;

Praviding technical spaecification for ICT infrastructure suitable for the Campus:;

Making recommendations on nebwork products, services, profocols, and standards in support of

netwark procurement and development efforts;

6. Prowviding security solutions to all ICT infrastructure (including firewalls, anti-vires solulions, and
intrusion detection systems);

7. Establishing and maintaining regular communicalions with end-users regarding relevant nebwork
achvities;

8. Provide nabwork performance statistics and reports;

8. Owerssaing the administration of user accounts, permissions, and access rights syslams.,

Mok o=

Education Qualifications and Expeérience

« Bachelor's degree in related field

» 3 years' work experience
+ Relevant professional cerifications
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Learning Technologies Officer

Post Title : Learning Technalogies Officer
Grade - KU8

Location : ICT Department

Responsible to - Leamning Technolagies Manager
Responsible for : Audio-visual Technician

Job Purpose

To provide ICT infrastructure and hardware management and development support services

Key Duties and Responsibilities

el

e~ mo &k

Managing and maintaining the University’s Virtual Leaming Environment (VLE) and other learning
technologies:

Keeping abreast of developments in the field of technology

Keeping existing systems up to date and trialing new types of software in support of modarmn leaming
and teaching

Providing expert advice 1o teaching and leaming technologies’ users:

Organizing orientation sessions for users of teaching and leaming technologies:

Monitoring and evaluating the performance of leaching and learning techrologies;

Managing risk related to teaching and learning technologies;

Providing technical assistance 1o users:

Education Qualifications and Experience

« Bachelor's degree in related fiald
# 3 yaars’ work experience
« Ralevant professional certifications
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

ICT Security Analyst
Post Title : ICT Security Analyst
Grade - KU8

Location : ICT Department
Responsible to - ICT Infrastructure Manager
Responsible for : Nane

Job Purpose

To provide ICT infrastructure and hardware management and development support services

Key Duties and Responsibilities

1.
2.

el

|~ @bk

8.

10.
11.
12.

Monitoring computer networks for security issues.
Imvestigating security breaches and other cybersecurity incidents.

Installing security measures and operale software to protect systems and information
infrastrueture, including firewalls and data encryplion programs.

Documenting security breaches and assess the damage they cause.

Performing tests and uncover network vulnerabilities.

Resolving detected vulnerabilities to maintain a high-security standard.

Keep abreast with ICT security trends.

Developing university-wide best practices for ICT security.

Performing penatration testing.

Assisting in installation of security software and information security management.
Rasear‘dmg EEEIJI"“‘&I' anhancemanis and make recommeandations o I"I"IEI.I'LE.QH'I"I'El"Il.
Keeping abreast with information technelogy trends and security standards.

Education Qualifications and Experience

Bachelor's degree in refated field

3 years’ work experience
Relevant professional certifications
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Systems Administrator

Job Title - Systen Administrator

Grade - KU8

Location - ICT Department

Responsible to - Head Office - ICT Infrastructure Manager
Campus - Senior ICT Officer

Responsible for - Systen Technician

Job Purpose

To ensura smooth oparation of multi-user compubar systems

Key Duties and Responsibilities

e ~@mm kWM =

8.

Managing and maintaining systems and data bases;
Manitoring and tuning systems;

Scripting tasks to help automate administration and maintenance:
Maintaining and securing systems:

Planning, selecting, installing, configuring, and testing of PC and server hardware and software;

Defining system and operational policies and procedures;
Establishing disaster recovery procedures:

Installing and upgrading software packages:

Coordinating with appropriate unit Heads in implementing changes:

10. Developing and maintaining system documeantation;

11. Applying appropriale support packages/palches to maintain system integrity;
12. Designing and conducting training programs for users;

Education Qualifications and Experience

+ Bachelors’ degree in relevant fields;
= 3 years’ work experance in the area of System and Database Administration;
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Network Administrator
Post Title : Metwark Administrator
Grade : KLA
Location : ICT Department
Responsible to : Head Office - ICT Infrasiructura Manager
Campus - Sanior ICT Officer
Responsible for : Mebwork Technician
Jab Purpose :

To provide an operational network system that supports University's business

Key Duties and Responsibilities

. Managing and maintaining network:
. Ra:nmrrmr‘ud'ng netvork hardware and software for Frurﬂ"l-ﬂ! or dMlﬂFl‘ﬁ!l'll',
3 Flaming and 51.ra|-E‘g'E'l"19 far the current and fulure nebsorks and servers:

. Ensuring network sacurity:

1
2
3
4. Defining and implementing network disaster recovery:
5
B

. Preparing and maintaining documentation of network infrastruclure policies, standards and
diagranms,

B

Providing expert advice to network users:
Promating compliance to internal ICT policies, procedures and best practices on computer

nehsarking.

Education Qualifications and Experience

= Bachelors' degrea in relevant fialds;

= 3 years' work experience in the area of networking;
= Relavant professional carificalions.
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Auvdio-visual Technician

Post Title : Audio-visual Technician
Grade : KLUE
Location : ICT Department
Responsible to : Head Office - Learning Technologies Officer
Campus - Sanior ICT Officer
Responsible for : Mona
Job Purposa

To provide technical support in using audio-visual equipment

Key Duties and Responsibilities

1. Sefting up Audio Visual (A/V) equipment for meetings and various functions around the
University

Safe handling and custody of all ANV equipment

Maintaining inventory of all ANV equipment

Monitoring and assessing usability and security of A/V equipment

Providing technical assistance and basic instruction to AV users

Proactively maintaining ANV equipment.

@Dk WM

Education Qualifications and Experience

= Diploma in ICT or any relevant field
= 2 years of relevant work experience.
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Systems Technician

Job Title - Systens Technician
Grade - KUg

Location : ICT Department
Responsible to - Systemns Administrator
Responsible for : Mone

Job Purpose

Ta ensure smooth oparation of mulli-user computer systems
Key Duties and Responsibilities

Manitoring and funing systems,

Seripting tasks o halp autormate administration and mainienance;

Mainlaining and sacuring syslams:

Planning, selecting, installing, configuring, and testing of PC and server hardware and software;
Establishing disasier recovery procedures;

Irstalling and upgrading software packages:

Coordinating with appropriate unit Haads in implementing changes,;

Developing and maintaining syslem documantafion;

Applying appropriate support packages/patches to maintain system integrity;

IIJ Dasigning and conducting training programs for uSers;

DE~@mm k@M=

Education Qualifications and Expariance

« Diploma in ICT, Computer Engineering or relevant fields:
# 2 years' work experance in the area of System and Database Administration;
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Job Descriptions and Person Specifications

Network Technician

Post Title : Nebwork Technician
Grade ! KUB
Location ! ICT Department
Responsible to : Nebwork Adminisirator
Responsible for ! Mana

Job Purposa

To provide first line ICT network and hardware suppor services

Key Duties and Responsibilities

Offering technical support 1o users,

Installing and configuring equipment hardware, software and drivers;
Proactively maintaining equipmant and peripharal devicas;

Monitoring and assassing usability of ICT hardware and softwara:
Managing records of repairs and fixes;

Training users on good practices, safety and usage of ICT equipment .

=

Education Qualifications and Expearience

= Diploma in relevant field
= 2 wyears of relevant waork expariencs.

E'Erge k]
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Job Descriptions and Person Specifications

2.4. EXAMINATIONS DIVISION

Examinations Manager

Job Title - Examinations Manager
Grade - KUS

Location - Examinations Division
Responsible to - Deputy Vice Chancelior
Responsible For - Examinations Officer
Job Purpose

To oversae the conduct of university examinations, tests and evaluation, and dedaration of thair resulls,
and the implameantation of all examination and evaluation policies and directives of the Liniversity.

Key Duties and Responsibilities

1. Serving as a member of relevant examination and evaluation committees of the University:

2. Making all arrangements necessary for holding examinations, tests and evaluation, and for timely
declaration of resulls;

3. Preparing and communicating the programme of examinations in a timely manner;

Arranging for printing of question papers:

5. Recommending andlor communicating postponement/canceliing examinations, in part or in whole, in
the eveanl of malpractices or if the circumstances so warran! in consultation with the DVC;

6. Initiating disciplinary action against candidates, paper sefters, axaminers, moderalors, or any other

persons connected with examinations and evaluation, found guilty of malpractices in relation to the

examinations and evaluation;

Reaviewing the results and trends of university examinations and forwand reports tharean to the DV,

8. Organizing workshops for lacturers to acquaint them with new trends in the assessment processes,
ecreation and use of repository of questions, use of technology in paper sefting and conduct of
examinaltions, tests and evaluation;

9. Promoting innowvative and effective use of information and communication technology in the entire
process of the conduct of examinations and evaluation.

10. Preparing reports
11. Appraising and mentoring staff.

ol

=

Education Qualification and Expariance

« Master's in Education or any relevant field:
« 5 years relevant work experience.
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Job Descriptions and Person Specifications

Examinations Officer

Jab Title : Examinations Officer
Grade : KLE

Location . Examinations Division
Responsible to : Examinations Manager
Responsible for : None

Purpose of the Job
Ta manage the administration of examinations

Key Roles and Responsibilities
1. Preparing examination schedules

2. Coordinating the administration of examinations and assassmeant
3. Attending to queries relaling to examination matiers

4. Arranging for procurement of examinations materials

5. Arranging security for storage of examinations and venues

6. Preparing reports

Minimum Education Qualifications and Experience
= Bachealor's degree in Education or related fields
» 3 years relevant experience
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2.5, TEACHING AND LEARNING DEVELOPMENT CENTRE

Director of Teaching and Learning Development

Job Title - Director of Teaching and Learning Development
Grade - KU3

Location - Teaching and Leaming Development Centre
Responsible to - Office of the Deputy Vice Chancellor
Responsible for : Head of ODeL

Head Teaching and Learning Skills Development
Curriculum Development and Teaching Evaluation Manager

Purpose of the Job

Ta

provide strategic and administrative leadership to the TLDC to ensure University-wide high-quality

teaching, learning and assessments in line with quality curricula and enhancing sludent academic
SUCCESS.

Key Roles and Responsibilities

2.

=

© o

10.
11.
12.
13.

14.
15.

Providing leadership in the development and implementation of TLDC strategic plans, programmes
and activities in alignment with KUHeS strategic plans:

Leading and supporting TLDC staff in the quest to ensure best practices in teaching and leamning
throughout KUHeS:

Leading the development and menitoring facilitation of short courses and other activities designed to
enhance padagogical skills, curriculum development and student success:

Previding timely and thersugh communication of activilies, requests, policies and practices to clients:
Stimulating student-centered teaching and learmning culture among faculty members throughout
KUHeS;

Promoting a culture of reflective practice in HP education:

Establishing and strengthening partnerships and coordinating institutional teaching and learning
infarmation exchanges with other institutions:

Conducting outreach and research in HP education and promating research among TLDC staff:
Mabilizing resource mabilization for TLDC and managing their effective and efficient utilization;
Advising and leading in resolving problems and issues affecting teaching and learning at all levels
within the KUHeS, and recommending evidence-based remedial measures:

Manitoring and evaluating the Teaching and Leaming Development Support Centre performance;
Determining strategies and processes to enhance the Teaching and Learning in KUHeS;
Participating in marketing and promating TLDC services both within and outside KUHeS.;
Preparing and submitting periodic performance reports 1o relevant stakehalders:

Providing advice on teaching and learning policy for KUHeS:

Minimum Education Qualifications and Experience

PHD in HP Education or related qualifications.
2 years” work experience of eoardinating and leading faculty development in a health professions
education sefting

7 years’ teaching experience at University level

Leadership training from recognized institution
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Job Descriptions and Person Specifications

Mead of Teaching and Learning Skills Development

Job Title - Head of Teaching and Learning Skills Development
Grade - K4

Location - Teaching and Leaming Development Centre
Responsible to  Director of Teaching and Learning Development
Responsible for - Senior Lecturer (Clhinical Skills Education)

Senior Leclurer (Pedagogical Skills)
Senior Leclurer (Student Writing Skilts)
Learning Strategist

Teaching and Learming Technalogist

Purposa of the Job

Ta

coordinale, manage and promote teaching and learning skills development activities in the University.

Key Roles and Responsibilities

el

10.
11.

12.
13.
14.

Managing implementation of student academic skills development support sarvices including
establishment af an Academic Writing Centra and Student Success warkshops

Managing and developing high quality academic support within KUHeS fo enable all students to
become confident independent leamers and to fulfil their academic potential.

Providing support for students to realise their academic potential regardiess of their background
Liaising with student affairs directorate to address barriers (o student academic succass, which are
not directly related to leaching and learning, and faclitale access lo physical, psychological and
financial advice and support.

Providing strategic direction to clinical skills teaching throughout KUHeS: and promoting inter-
professional clinical skills fraining and innovations in clinical skills teaching

Providing pedagogical skills training and related pedagogical development programmes, policies and
procedures;

Promoting inter-professional teaching and leaming as well as student success skills events and
resourcas;

Engaging in consultancies and outreach activities:

Conducting and disseminating research in leaming and teaching development, and health profassion
education;

Promoting quality improvement in teaching and learning and examinations throughout KUHeS:
Support academic staff in the development of innovative teaching programs and application of
sludent-cenirad leaching mathods (o existing classasfutonials;

Evaluating TLDC's padagogical development workshops, trainings and onling programmes;
Preparing periodic performance reporis

Appraising and mentoring staff

Minimum Education Qualifications and Experience

PhD

Masters in HP Education in health professions, health science and related fields
7 years’ experience teaching at University level

Background in Educational Psyehology/ health profession

Academic Wriling experience
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Mead of Open Distance and e-Learing

Job Title - Head of Open Distance and e-Learming

Grade - KU4

Location - Teaching and Leaming Development Centre
Reporting to  Director of Teaching and Learning Development
Responsible for - e-Learning Technologist

ODel Students Support Sarvicas Officar

Purpose of the Job

To coordinate and promote open distance and e-leaming activities in the University

Key Roles and Responsibilities

1. Coordinating the development, review, monitoring and implementation of open distance and e-
learning policies, plans, strategies, systerns and programmes including budgets

Monitoring and enforcing implementation of open distance and e-learning standards

Coordinating and manitoring open distance and e-learning students support

Markeling and mobilizing resources for open distance and e-learning

Organizing and conducting open distance and e-eaming tracer studies

Liaising with Executive Deans of Schools in identifying programmes for e-leaming modes
Establishing and maintaining ODeL databank.

Establishing and maintaining inlermal and external linkages for development and effective
implementation of ODeL programmes

9. Preparing reporis

e

Minimum Education Qualifications and Experience

« PhD
3 ?‘EEI'E'-E‘]Q:IEI'iEI‘I:! al senior academic level

Fage 41




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Fage 42




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Teaching Evaluation and Curriculum Development Manager

Job Title - Teaching Evaluation and Curriculum Development Manager
Grade - KUS

Location - Teaching and Leaming Development

Responsible to - Director of Teaching and Learning Development
Responsible for : Teaching Evaluation Officer

Curriculum Development Officer

Purpose of the Job

To lead in the development and implementation of teaching evaluations and curriculum developrent
coordination programmes.

Key Roles and Responsibilities

1. Supporting the development and communication of a curricular vision that emphasizes collaboration,
critical thinking, integrity, compassion, creativity and the modemn workplace:

2. Improving the content, sequence, and outcomes of the teaching-leaming process through an

evidence-based approach;

Conducting research into evaluation of teaching and curricular processes and design;

Promoting timely student evaluation of teaching (SET), peer review and self-assessment by lecturers:

Developing and maintaining research database that may be utilized to develop and review curriculurm;

Monitoring curricular implementation to maintain its highest quality:

Publicizing the schedule for curricula réviews logging every programme at KUHeS with its due

curriculum raview date;

Mobilizing Resources and ensuring effective and efficient utilization of the resources;

9. Preparing periodic reports.

SN@mmeW

Minimum Education Qualifications and Experience

+ Master's in Education or its HI:'.I'H'H|H"I|
« 5 years’ experience in teaching at University level and in curriculum development/Evaluation of
teaching
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Job Descriptions and Person Specifications

Senior Lecturer (Clinical Skills Education)

Job Title : Senior Lecturer (Clinical Skills Education)

Grade - KUS

Responsible to - Head of Teaching and Learning Skills Development Department
Location - Teaching and Leaming Development Centre

Responsible for - Clinical Education Leciurer

Purpose of the Job

To collaborate with students and academic staff in order to improve the quality of clinical education across
all schools and campuses.

Key Roles and Responsibilities

Ll

e R

9.

10.
11.
12,
13.

Participating in developing policies and strategies for multidisciplinary! inferprofessional clinical
skills teaching in all campuses;

Organizing and teaching clinical skills and procedures ta students;

Promoting inter-professional clinical skills teaching across the University,

In liaison with various departments, devising teaching sessions, learning materials and assist in the
application of adult leaming principles to dinical skills teaching;

Developing teaching materials and delivering clinical skills keaching sessions as needed;
Supporting simulated practice scenarios;

Developing reviewing and implementing appropriate assessment toals for clinical skills;

Assisting course beaders and facilitators for clinical skills in production of learning resource materials:
including multimedia and ICT related packages which would enhance teaching across all aspects of
chinical skills provision;

Developing. faciitating and delivering life support courses in collaboration with clinical and academic
siaff,

Facilitating limely requisition of necessary supplies for the delivery of clinical skills teaching:
Coordinating dinical skills programmes throughout KUHES;

Owversesing clinical skills laboratories in all campuses including safeguarding laboratory equipment;
Conducting and publishing health professions education research.

Minimum Education Qualifications and Expariance

Masiers in Health professions education or Clinical field
3 years’ experiance in multimadia-based education, simulation fraining and dinical teaching
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Job Descriptions and Person Specifications

Senior Lecturer {Student Writing Skills)

Job Title - Senior Lecturer (Student Writing Skills)

Grade - KUS

Location - Teaching and Leaming Development Centre
Reporting to - Head of Teaching and Learning Skills Development
REEMI‘I‘E"}'B for : Mone

Purpose of the Job

To provide academic services in academic writing.

Key Roles and Responsibilities

1.
2.

]

@~ @

Supporting the development and review of curriculum, teaching and learning materials.

Providing effective tuition to students at various levels and engaging in internal and external examining
and assessment

Initiating and undertaking research projects, consultancies and outreach programmes

Supporting the development, enforcement and monitoring of adoption and adaptation of various new
technologies and eoncepts

Developing and implementing resource mobilization strategies.

Preparing and submitting reports

Representing the Department in various fora

Publishing and disseminating research results

Minimum Education Qualifications and Experience

Master's Degree in Education or related fialds
Psychology background strongly desirable
2 years minimum experience leaching adull learners

Academic Wriling experience
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Senior Lecture (Pedagogical Skills Development)

Job Title - Senior Lecturer (Pedagogical Skills Development)
Grade - KUS

Responsible to - Director of Teaching and Learning Development
Location - Teaching and Leaming Development Centre
Responsible for - Lecturer (Pedagogical Skills Development)

Purpose of the Job
Ta provide Faculty Pedagogical Skills Development and support.

Key Roles and Responsibilities

1. Providing faculty training in pedagogical skills and e-learning including face to face Teach the teacher’
workshops, seminars and online pedagogical development programmes

2. Designing and delivery of new academic staff induction as regards leaching, leaming and
examination: and staff development programs to enhance teaching skills

3. Supporting Executive Deans, HoDs and Coordinators regarding best praclice for examinations

including standard setting, assistance with intermnal maderation, attendanca al examination gquestion

modaration meeatings, examination board ef.c.

Reviewing, supporting and developing appropriate assessment siralegies and tools across all schools

Promoting of inter-professional teaching and learming

Engaging in outreach activilies

Conducting and disseminating research in learming and teaching and health profession education

Designing and implementing innovations in teaching and leaming: and maintain online portfolios af

continuing professional development (CPD) for facully in liaison with Teaching and Learning

Developrment Technologist

8. Promoting Quality Improvement in teaching and leaming and examinations throughout KUHeS
including implemaentation of leaching awards

10. Equipping postgraduate students with pedagogical skills neaded to ulilize student-centered teaching
rmsathods

11. Support academic staff in the development of innovative teaching programs and on application of
student-cantrad leaching methods to existing classasitulorials

12. Evaluating TLDC's pedagogical skills development workshops, trainings and online programmes

13. Preparing periodic performance reports

14. Supervising and appraising staff in the unit.

Minimum Education Qualifications and Experience

@~ mo ks

« Masters in HP Education in haalth professions, health science and related fields
« 5 years’ work experience of coordinating and leading faculty development in a health professions
education setting
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Lecturer (Clinical Skills Education)

Job Title : Lecturer (Clinical Skills Education)
Grade - KUG

Responsible to : Senior Lecturer

Location : Teaching and Leaming Development Centre
REEF'.II'.IIIMHB far ! Mone

Purpose of the Job

To collaborate with students and academic staff in order to improwve the quality of clinical education across all
schoals and campusas.

Key Roles and Responsibilities

B oL o=

@ = o

a.

Assisting in fostering multidisciplinary/ interprofessional clinical skills teaching in all campuses;
Organizing and teaching ciinical skills and procedures ta students:

Participating in promating inter-professional ciinical skills teaching across the University;

In aison with various depariments, devising teaching sessions, learning materials and assist in the
application of adult leaming principles to clinical skills teaching;

Developing teaching materials and delivering clinical skills teaching sessions as needed;

Supporting simulated practice scenarios;

Supporting development reviewing and implementing appropriate assessment tooks for clinical skills:
Assisting course leaders and facilitators for clinical skills in production of leaming reseurce materials:
including multimedia and ICT related packages which would enhance teaching across all aspects of
clinical skills provision;

Participating in developing, facilitating and delivering life support courses in collaboration with clinical and
academic staff:

10. Facilitating timely requisition of necessary supplies for the delivery of clinical skills teaching:
11. Conducting and publishing health professions education research

Minimum Education Qualifications and Experience

# Masiers in Health professions edocation or Clinical field
« Experance in mullimedia-based education, simulation fraining and clinical teaching
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Learning Strategist
Job Title : Learning Strategist
Grade - KUG

Responsible to - Head of Department
Location : TLDC Centre
Rasp-unsll:rla far : Mone

Purpose of the Job

Ta

coordinate student academic skills development and support services.

Key Roles and Responsibilities

2.

10.
11.
12.

13.
14.

15.

Initiating and implementing programmes aimed al ensuring that students are not disadvantaged in
achiaving their potential due 1o lack of eritical thinking/academic writing skills

Iniiating and implementing programmes to assist undergraduate and postgraduate students to
become confident independent leamers and to fulfil their academic potential.

Establishing and coordinating leaming support for students with academic challenges such as
dyslexia.

Assisting in developing strategies to help students to surmount potential obstacles to academic
SUCCess

Equipping pestgraduate students with soft skills required to enhance their academic comportment
Conducting individual support sessions and Student Success workshaps aimed at cognitive, social
and salf-managemenl skills

Da-.reinpmg on-line resources which anable students to becomea hdepar‘d&rrt effective leamers and
fully engage with the curriculum.

Coordinating and evaluating effectiveness of Peer Assisted Leamning Scheme (PALS) including
identification of pfﬂﬂﬂl‘l‘l courses.

Identifying, training and supporting peer tutors

Coordinating provision of training and support to students and faculty members in the use of
University-wide intermet-based health professions eLearning resources across all the Schoals
Coardinating intermational inter-professional clinical electives for KUHES students

Carrying out research focusing on leaming and education

Facilitating student partnerships between academic years (student ‘buddy’ schemes)

Identifying students whose academic success is limited due to physical, psychological and financial
issues for appropriate assistance

Preparing reports

Minimum Education Qualifications and Experience

Master's Dagres in Education or related halds
Psychology background

3 years minimum experience teaching adull learmers
Academic Wriling experience
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Teaching and Learning Technologist

Job Title : Teaching and Learning Technologist
Grade - KUG

Responsible to - Head of Development

Location - Teaching and Leaming Technalogies Division
Rasp-unsll:rla far : Mone

Purpose of the Job

To be responsible for the identification and development of innovative leaming lechnologies, as
appropriate, with a particular focus on technology-anhanced learning.

Key Roles and Responsibilities

@Mk WM

=l

8.
9.

Providing pedagogic advice, guidance, encouragement and support on the use of technology to staff
invalved in teaching.

Facilitating access to expertise, services and resources relating to technology-supported learning.
Previding technology-enhanced learning suppert for the University's users

Developing e-leaming and training materials

Designing and implementing innavations in teaching and leaming

Designing, developing, implementing and maintaining online portfolios of continuing professional
develapment (CPD) for faculty.

Advising and assisting with the introduction of lechnology-supported learning

Corducting research o keep abreast of developments in the seclor nationally and internationally.
Evaluating and monitaring effective use of learning technologies: and performance of e-leaming
devalopmeant senices.

10. Facilitating the use of on-line systems
11. Participating in relevant projects as required
12. Appraising and mentoring staff

Minimum Education Qualifications and Experience

« Master's degree in information systems, Computer Science, ICT Education or equivalent

qualification

+ 5 years’ axperience working in leaming technalogies at an institution of Higher Education
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Job Descriptions and Person Specifications

ODel Student Support Services Officer

Jab Title :0Del Student Support Sanacas Ofhoar
Grade P KLU

Location :ODel Departrment

Responsible to : Head of DDl

Responsible for ! Mane

Purpose of the Job
To pravide support in the delivery of ODe-L programmes at satellite office

Key Roles and Responsibilities

Implementing ODe-L policies, plans, strategies and standards at satellite office
Facilitating registration and admission of ODel students al satellile office.
Coordinating and implementing academic activities for ODel programmes at sateliite
Implementing quality assurance standards for ODeL programmes.

Providing career guidance to open distance and e-learning students

Responding 1o staff and students’ inquiries, queries and grievances

Organizing and conducting public awareness activities

Maonitoring students’ progress and drop out

Implementing and monitoring effective, efficient and economic utilization of resources
1|J Maintaining ODel programmes and student's databank

el e R

Minimum Education Qualifications and Experience

s Bachelors' degree in education or related qualification
« 3vyears relevant exparience
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Job Descriptions and Person Specifications

Curriculum Developrment Officer

Job Title - Curriculum Develapment Officer
Grade - KU8

Location - TLD Centre

Responsible to - Curriculum Develapment and Teaching Evaluation Manager
Rasp-unsll:rla far : Mone

Purpose of the Job

To support the creation of high-guality curriculum and instruction for the University

Key Roles and Responsibilities

fua

10.

11.

12

13.
14.

Supporting the process of establishing oulcomes and compatancy-based curficulum and instruction
aligned with a programmatic vision, institulional quality standards and appropriate to students
Prowiding guidanca in designing summative and formative course assassments

Designing tools to support the collection and analysis of program outcomes and student leaming
aulcames dala

Documenting curiculum oulcomes alignment and other programmatic features to support
accreditation, regulatory, and continuous improvemeant processes

Producing and cammunicating a schedule for curmicula reviesys 1o tha relevant HODProgramme kead.
Supporting the Academic Program Review process

Evaluating student leaming ocutcomeas and assessmeant, and instructional siralegies used within
programs o support the Academic Program Review process

Improving curriculum and assessmeants based on student, Rculty, and institutional data

Providing curriculum and instruction expertise to institutional initiatives and specdial projects
Assisting in formulating frames for the Instructional Design and Delivery System and its sub-systems
o enhance instructional efficiency and effectiveness.

Designing, developing and validating instructional materials and media to effectively cater to different
teachingleaming situations.

Participating in designing strategies of successful implementation of new curricula and programmes
and to address specific problems relating Curriculum Design and Instructional Materials Development
Generaling appropriate models for curriculum evaluation with parficular emphasis on ensuring
relevance, adequacy and effectivenass

Participaling in Schoal level Curricula commifteas and Curriculum review mesatings.

Producing periodic reports

Minimum Education Qualifications and Experience
« Master's Degree in Education or related fialds
« 5 years’ experience in curriculum development at University level
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Teaching Evaluation Officer
Job Title - Teaching Evaluation Officer

Grade - KUS

Location - Teaching and Leaming Development Centre

Responsible to : Curriculum Development and Teaching Evaluation Manager
Rasp-unsll:rla far : Mone

Purpose of the Job

To coordinate evaluation of teaching and oplimization of utilization of feadback.

Key Roles and Responsibilities

P

@~ @, e W

w

11.

12

Coardinating student evaluation of teaching (SET) throughout KUHeS:
Facilitating updating the onlfine student evaluation of teaching platform regarding courses and
lecturers to be evaluated:;

Promating timely student evaluation of teaching at all campuses:

Ensuring that all SET data is promptly analysed:

Facilitating timely feedback from student evaluation of teaching:

Ensuring teaching evaluation by students encompasses all facets of teaching:

Promoting peer assessment and self-assessment of teaching throughout all campuses:
Coardinating and faciitating student Focus Group discussions o identify obstacles to student
academic Sutcass:

Mabilizing resources and ensuring efficient utilization of the same;

. Evaluating the usage of university wide online platforms and all training aclivities conducted by TLDC

including online programmes:

Conducting research in teaching evaluation and related topics to enhance quality of services offered
by the Centre:

Preparing periodic reports.

Minimum Education Qualifications and Experience

« Bachalor's Degrea in Education or related fialds
« 2 years minimum experience leaching adull learners
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Job Descriptions and Person Specifications

Preceptor
Job Title - Preceptor

Grade - KUB

Location - Teaching and Leaming Skills Development
Responsible to - Head of Teaching and Learning Skills Development
Rasp-unsll:rla for : None

Purposa of the Job

To facilitate clinical skills training.

Key Roles and Responsibilities

fu

@ =@

8.

Providing continuity of direct instruction, and supervision of students consistent with the student’s
learning needs, course objectives and program outcomes.

Supporting students’ practice and growth with dinical inguiry and reflective praclice.

Liaising with the Lecturers on additional or alternative leaming activities consistent with the student’s
and course aulcomeas.

Supporting students’ activities in order for them to gain an understanding of the Clinical site, system
of care delivery and proceduras.

Assessing students’ clinical performance

Providing feedback to the faculty regarding the student's leaming needs and performance.
Orienting stakeholders at the clinical site on the roles, capabiities and leaming needs of the students.
Motifying Lecturers or Hospital Matron or Nurse-in-Charge of any concems regarding students” or
ehents’ safety and well-being.

Reporting students” experiencas in the clinical area

10. Serving as a role model consistent with the scope of practice of the nursing profession.

Minimum Education Qualifications and Experience

» Bachelor degree
« 1 years’ relevant practical experience
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Clinical Skills Laboratory Supervisor

Job Title  Clinical Skills Laboratory Supervisor

Grade - KUg

Location - Teaching and Leaming Development Centre
Responsible to - Senior Lecturer (Clinical Skills)
Rﬂspdl'lﬂhlﬂ far : Mone

Purpose of the Job

Tafacilitate clinical skills training using the resourcas available within the clinical skills laboratonas at all 3
campuses

Key Roles and Responsibilities

1.
2.

SN@mmeW

Managing skills laboratory bookings and allocations including seeking approvals and documenting;
Collaborating with Lecturers in Clinical Education and relevant depariments in managing the clinical
skills laboratory to ensure efficient usage and access for students; and adequate stock of equipment
and supplies:

Sefting up skills laboratory for clinical skills praclice classes as required;

Distributing necessary leaming materials to students:

Maintaining safety and cleanliness in the clinical skills laboratories at all times:

Providing technical support to staff and students in clinical gkills as may be required:

Preparing repors.

Minimum Education Qualifications and Experience

« Diploma in Clinical Medicine/Nursing and Midwifery or equivalent
« 2 years relevant professional experience gained through working in a clinical satting
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

26. CENTRE FOR POSTGRADUATE STUDIES AND RESEARCH

Directar of Postgraduate Studies and Research

Job Title - Director of Postgraduate Studies and Research
Grade - KU3

Location - Postgraduate Studies and Research Centre
Responsible to - DVC

Responsible for - Head of Postgraduate Studies

Head of Research and Innovation

Purpose of the Job

To coordinate Posigraduate Programmes in a manner that ensures thal quality contral regulations and
proceduras ane siriclly adhered to and high academic standards are maintained

Key Roles and Responsibilities

1.
2.

S .

B

10.
1.
12.
13.
14.

15.

Supervising and providing strategic direction and guidance to the directorate

Leading initiatives to significantly expand the University's schalarly productivity and increase
research funding

Sanmving as the Chief Research Officer for the Liniversity

Ensuring compliance with national and university policies governing university-sponsorad resaarch
Sarving in the University research and postgraduate committees

Providing support for faculty and students to engage in research, scholarly investigations, and
creative activities as well as recognition of outstanding student and faculty scholarship and creativity
throwgh awards programs, research forums and conferances, and publications

Owversaeing all proposals for external funding

Participating in the negatiations of funding proposals, as needed

Leading strategic planning efforts with regards to research, scholarship and student research
assistantships

Overseaing the planning and implementation of campus-wide faculty and student research and
schalarly activity events

Oversaeing the managemant researchifunding opportunities for graduate students

Provide guidance and support regarding dissertation and scholarly activity archives

Collaborating with the Schools, Academic Departments and other stakeholders in the University to
maintain and increase graduate student persistence

Sarving as a liaison with University leadership to ensure a coordinaled approach to research,
schaolarly activities for faculty and students

Preparing reports

Minimum Education Qualifications and Experience

« PhD
= 5§ years exparnence al senior academic level
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Mead of Postgraduate Studies
Job Title - Head of Postgraduate Studies

Grade - K4

Location - Postgraduate Studies and Research Centre
Responsible to  Director of Postgraduate Studies and Research
Responsible for - Postgraduate Studies Manager

Purpose of the Job

To coordinate Posigraduate Programmeas in a manner that ensures thal quality conirol requlations and
proceduras are sirclly adhered to and high academic standards are maintained

Key Roles and Responsibilities

fa

T
8.

a.

10.
11.
12.
13.

Initiating, formulating, interpreting, enforcing and reviewing postgraduale studies rules, regulations
and policias

Coordinating and monitoring the running, progress and completion of KUHeS postgraduate
programimes o ensure guality control and tha mainlenanca of high academic standards
Facililating post-graduale curriculum reviews and fracer studias

Liaising with Executive Deans of Schools to establish priorty area and recruitment of students and
extarnal axaminers for post-graduate studiaes,

Facililating resaarch skills training for bath students and supervisors through mounting higher
degrees research workshops, seminars and consullative meslings:

Reviewing exisling postoraduate programmes offered either by the University or through the
LUniversily

Assessing the viability, quality and accreditation issues of new postgraduate programmes;
Coordinating the consideration and processing of postgraduate student ressarch proposals, theses
and dissariations;

Establishing and maintaining a databank of post-graduate programmes and students

Marketing and mobilizing resources for postgraduate programmes and students’ scholarships.
Facililating intarnal and external linkages for student placemsant and general parinarship
Coardinating salaction, admission, and assessment of postgraduate students

Preparing reports

Minimum Education Qualifications and Experience

« PhD
+ 5years' experience al senior academic level
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Head of Research and Innovation

Jab Title : Head of Research and Innovation

Grade - KL

Location : Centre for Posigraduate Studies and Resaarch
Responsible to : Director of Pastgraduate Studies and Ressarch
Responsible for : Resaarch and Grants Manager

Innovation and Technology Transfer Specialist
Senior Research and Grants Managament Officer.

Purposa of the Job

To provide coordination, promotion and adminisirative safvicas (o supporl mesearch and innowvation
achivities in the Univarsity

Key Roles and Responsibilities

14.

15.

16.

Providing leadership 1o academics in identifying and communicating opportunities for research
funding

Developing. implementing, monitoring and reviewing research policies, plans, strategies and
programmes

Promoting interdisciplinary research and mentorship of junior members of staff in research
Developing internal grant and pre-review mechanisms to ensura the strongest possible proposals are
submitted for review

Assessing research activities, procasses and infrastructure and implemeanting improvements
D'I'Ed.'l‘lg and r.n-urdinalhg institufional resaarch information EIﬂ'IE.I"IQEE with other institulions
Organizing and facilitating research dissemination for a and outreach activities

Managing and updating research and innovations data

Participating in marketing and mobilizing resources for research agenda

. Vetting institutional research prapasals and leading in budgeting for research activities
. Oversesing and fostering compliance to grants financial agreements and other terms and conditions
. Providing oversight in the development, preparation and facilitation of a variety of short courses,

waorkshops, meeatings, and conferences designed o eanhance resaarch skills

. Providing leadership and guidance in the provision of clinical trials support services in the University,

including clinical frial coordinalion and moniforing

Providing leadership and guidance in the provision of data management and statistical support
services in the University

Serving on various boards andfor committees whose functions relale directly to the University’s
research enterprise

Preparing periodic reports

Minimum Education Qualifications and Experience

« PhD
+ B years professional experience in research management in a university, resaarch institute or hospital

setting.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Postgraduate Studies Manager

Job Title - Postgraduate Studies Manager

Grade - KUS

Location - Centre for Postgraduate Studies and Research
Responsible to - Head of Postgraduate Studies

Responsible for - Postgraduate Programmes Administrator

Postgraduate Data Management Officer.

Purpose of the Job

To provide coordination, promotion and administrative services to support postgraduate studies in the
University

Key Roles and Responsibilities

L P

@

10.

11.

12.

13.

14.

15.
16.

Initiating, formulating, interpreting, enforcing and reviewing postgraduate studies rules, requlations
and policies

Enhancing the graduate culture within schools/departiments

Prowiding suppart for postgraduate programmes markeating activities

Acting as liaison between schools/academic departments and postgraduate studies department in the
admission, tracking, and graduation of sludants

Advocating for graduate students in department decisions and policies

Coordinating the financial support and distribution of funds for graduate students

Initiating and coordinating the recruitment and admission of well-qualied studants to the graduate
programmes and maintaining close contact with those who parform these funclions

Providing support and advice to posigraduate students with respect to pastoral and welfare issues
Owverseging the evaluation of applications for admission and the transmitlal of departmental
recommendations for admission, academic performance, degree completion and exceptions to
posigraduate studies requlations.

Assuring that student theses, projects, parformances, and dissertations meet university
requirements and representing high quality scholarly and creative work

Coordinating student progression and attendance manitaring, liaising with students, academic staff,
professional services and employers, as appropriate

Providing suppart for the student evaluation, events such as induction, registration and graduation
and quality assurance processes

Coordinating module and programme review, collating and reparting results

Participating in mobilizing and maonitoring effective ufilization of resources

Fostering good and consistent assessmant managemeant practices across the University
Preparing periodic reports

Minimum Education Qualifications and Experience

» Master's degree in Education or equivalent qualification
« 5 years professional experience.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Research and Grants Manager

Jab Title : Resaarch and Grants Manager

Grade : KUS

Location : Postgraduate Studies and Research Ceantra
Responsible to : Head of Research and Innovation
Responsible for : Resaarch and Grants Management Officer

Sanior Research Data Managament Officer
Senior Research Training Officer

Purpose of the Job

To be responsible for providing a high-quality pre- and post-award research grant support and related
sarvices 1o researchers in the Univarsity

Key Roles and Responsibilities

1.
2.

NEm ok

=

8.

10.
11.
12.
13

Coordinating and supporting the research grant development and submission processes
Providing leadership in the development of initiatives and processes to facilitate and manage
research ap-pit.aljms and awards,

Managing the lifecycle of a grant, from expression of interest stage to project closure

Reviewing grants applications as required to comply with granting body requiremeants

Providing expert advice regarding grant administration

Interpreting and providing guidance to academic staff on grant regulations and guidelines
Designing, developing and coordinating training on grant wriling and development across the
|IE|‘.'.‘!|I'd'E fram -E‘al‘hl' career researchers and clinidan-scenlists H'I'I:H..Igl"l to established researcher
Identifying and implementing improvements in the grant application and post-award administration
PrOCESSes

Supperting in developing and implementing systems and processes fo identify, promote, and
communicate grant funding epportunities for maximum outreach and uplake

Coordinating all seminars and workshops in the University based on the research agenda.
Coordinating and supporting the publication of journals and books in the University

Identifying. building and maintaining formal and informal networks and external relationships
Preparing reports.

Minimum Education Qualifications and Experience

» Masters' degree ideally in a science or health science discipline, or demonstrated equivalent.
+ 5years professional experience in research management in a university, research institute or hespital

seting.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Consultancy and Community Engagement Manager

Job Title : Consultancy and Community Engagement Manager
Grade S KLUS

Location : Postgraduate Sludies and Ressarch Cantra
Responsible to : Director of Pastgraduate Studies and Ressarnch
Responsible for : Consultancy and Communily Engagerment Officer

Purpose of the Job

To coordinate, facilitate and promote consultancy and community engagament activities in the University.

Key Roles and Responsibilities

1.

~

Ll I

10.
11.
12.

Developing, reviewing, sensilising and implementing lenets of University Consultancy and
Community Engagement policies.

Developing and coordinating university-wide consultancy and community engagement agenda,
Sourcing for consultancies in collaboration with Schools, departments, institutes, directorates,
centres, units and individuals.

Developing and implementing strategies to build the requisite consullancy and community
engagement capacity within University staff

Monitoring implemeantation of consultancy and community engagement programmes

Ensuring that the Unit is an efficient clearinghouse for all individual and group consultancies
Providing expert advice regarding consullaney and community engagement

Interprating and providing guidance on consultancy and community engagement guidelines
Developing and implementing systems and processes to identify, promote, and communicate
consultancy opportunities for maximum outreach and uptake

Identifying, building and maintaining formal and informal networks and external relationships
Managing consultancy and community engagement records

Praparing reports.

Minimum Education Qualifications and Experience

« Masters' degree ideally in a science or health science discipline, or demonstrated equivalent.
» 5 years professional experience in consultancy management in a university or comparable setting.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Postgraduate Programmes Administrator

Job Title - Pastgraduate Pragrammes Administrator
Grade - KU8

Location - Centre for Postgraduate Studies and Research
Responsible to - Head of Postgraduate Studies

Responsible for - Pastgraduate Pragrammes Administrator

Postgraduate Data Management Officer.

Purpose of the Job
Ta suppart and facdilitate the efficient and efiective posigraduate programmes administration.

Key Roles and Responsibilities

1.
2.

b

= = @om=mi@mH

=

14.
15.

Interpreting, enforcing and reviewing postgraduate studies rules, regulations and policies

Liaising with the Regisiry, as appropriate, with regard to special cases for admission to postgraduate
programmes and for changes to regisiration arangements

Processing applications for admission into posigraduale programmes

Maintaining the posigraduate database, monitoring recruitment status and providing statistical data as
required.

Maintaining accurate records of posigraduate applicants and students

Liaising with collaborative partners, industrial partners and sponsors as appropriate

Coardinate programme schedulingimetabling

Providing support for recruitment and marketing activities

Preparing information packs for incoming students and plan induction activities

. Caleulating and genarating invoicas for feas where appropriate and liaise with appropriate officas
. Acting as the first point of contact for prospective, current and former postgraduate students to

answer queries and provide information and guidance

. Organizing the receipt, collation and distribution of all student assignments/projects for marking
13.

Communicating with central office, university academics and departmental administrators on
postgraduate matters

Planning and allending open days and ather postgraduate events

Participating in mobilizing and manitoring effective utilization of resources

Minimum Education Qualifications and Experience

« Bachalor's degres in Education. Business/Public Adminisiration or eguivalent qualifications
« Three (3) years professional experience.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

eLearning Specialist

Job Title - eLeaming Specialist

Grade - KUG

Location - Centre for Postgraduate Studies and Research
Responsible to - Head of ODeL

REEMI‘I‘E"}'B for : Mone

Purpose of the Job

To develop and manage ODel systems in liaison with relevant sections in ICT

Key Roles and Responsibilities

N

T.
8.
8.

Coordinating the development and review of e-learning software systems.

Designing and adapting face lo face materials for the online instruction made

Developing and maintaining the Learning Management System for ODeL

Cuslomizing open ware applications to the institulion's requirements

Implementing open distance and e-leaming policies, plans, stralegies, programmes and standards
ralated to instructional materials

Providing user support to staff and students for open distance and e-eaming systems and
technalogies

Developing. monitoring and reviewing the security and general parformance of ODel systems
Participating in mobilizing and monitoring effective ulilization of resources

Preparing reports

Minimum Education Qualifications and Experience

Bachelors” degree in a relevant ICT held
3 years’ relevant experience
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Innovation and Technology Transfer Specialist

Jab Title : Innovation and Technology Transier Spacialist
Grade 2 KUG

Location : Postgraduate Studies and Research Ceantra
Responsible to : Head of Research and Innovation
Responsible for : Innovation and Technology Transler Offices

Purpose of the Job

Ta coordinate, facilitate and promote innovations and transfer of technology to the end-users for the
purpose of industrialization, social and economic development and as well as building individual capacity
for technology innovation.

Key Roles and Responsibilities

1.

8.

10.
11.
12.

13

14.
15.

Dewaloping, reviewing, sensitising and implamenting terets of University Innovation and Technology
Transfer policies.

Providing guidance o facully mambers, staff and students to consider allernate applications af
technology developed as parl of their researnch;

Devaloping effective and efficiant lechnology fransfer strategies and policies

Managing invention disclosures and nventions fram all areas in the Universily

Fadilitating the transfer of intelleciual propearty fo business and indusiry in compliance with the
University’s intellectual property palicy

Protecting and assisting marketing of the intallectual property resulting from tha scholarly activities at
the University

Encouraging and assisting innovatian and technology development in tha University

Promoling and fadlifaling academia-industry collaboration, and linkages wilh Resesarch and
Devalopment arganizations, incubators, industries and others.

Organizing and carmying out oulraach aclivilies iowards lechnology fransfer parinerships.
Coordinaling all seminars and warkshops in the University on innovation and technology transier
Providing assistance for acquisibon and adaplation of technologies.

Conducting Intalleciual Properly awareness and lechnology transfer capacily bullding and skill
training progranminme.

Menloring start-ups! innovators! entrepreneurs! innovation sel-ups o provide them with the reguired
support for Intellactual Property protection and technology commercialization.

Managing innovations and technology fransfer records

Preparing reports.

Minimum Education Qualifications and Experience

« Masters' degreein a relevant field.
» 5 years' relevant professional experience.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Consultancy and Community Engagement Officer

Job Title - Consultancy and Community Engagement Officer
Grade - KLE

Location : Postgraduate Sludies and Ressarch Cantra
Responsible to : Consultancy and Community Engagement Manager
Responsible for : None

Purpose of the Job

To coordinate, facilitate and promate consultancy and community engagement activities in the University

Key Roles and Responsibilities

1.

2.

~

wom o m

10.

11.
12.

Participating in developing. reviewing, sensitising and implementing tenets of University Corsultancy
and Community Engagement policies.

Paricipating in developing and coordinating university-wide consultancy and community
engagemant agenda,

Sourcing for consultancies in collaboration with Schools, departments, institutes, directorates,
centres, units and individuals.

Developing and implementing strategies o build the requisite consullancy and community
engagemeant capacity within University staff

Monitoring implemeantation of consultancy and community engagement programmes

Ensuring that the Unit is an efficient clearinghouse for all individual and group consultancies
Providing expert advice regarding consullancy and community engagement

Interpreting and providing guidance on consultancy and community engagement guidelines
Supporting in developing and implementing systems and processes to identify, promote, and
communicate consultancy opportunities for maximum outreach and uptake

Participating in identifying, building and maintaining formal and informal networks and external
relationships

Managing consultancy and community engagement recards

Preparing reports.

Minimum Education Qualifications and Experiance

» Masters' degree ideally in a science or health science discipline, or demonstrated equivalent.
» 5 years professional experienca in consultancy management in a university or comparable setting.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Innovation and Technology Transfer Officer

Job Title - Innewation and Technology Transfer Officer
Grade - KU8

Location - Postgraduate Studies and Research Centre
Responsible to - Innowvation and Technology Transfer Specialist
Rasp-unsll:rla far : Mone

Purpose of the Job

Ta coordinate, facilitate and promote innovations and transfer of technology to the end-users for the
purpose of industrialization, social and economic development and as well as building individual capacity
for technology innovation.

Key Roles and Responsibilities

1.

8.

10.
11.
12.

13

14.
15.

Dewaloping, reviewing, sensitising and implamenting terets of University Innovation and Technology
Transfer policies.

Providing guidance o facully mambers, staff and students to consider allernate applications af
technology developed as parl of their researnch;

Devaloping effective and efficiant lechnology fransfer strategies and policies

Managing invention disclosures and nventions fram all areas in the Universily

Fadilitating the transfer of intelleciual propearty fo business and indusiry in compliance with the
University’s intellectual property palicy

Protecting and assisting marketing of the intallectual property resulting from tha scholarly activities at
the University

Encouraging and assisting innovatian and technology development in tha University

Promoling and fadlifaling academia-industry collaboration, and linkages wilh Resesarch and
Devalopment arganizations, incubators, industries and others.

Organizing and carmying out oulraach aclivilies iowards lechnology fransfer parinerships.
Coordinaling all seminars and warkshops in the University on innovation and technology transier
Providing assistance for acquisibon and adaplation of technologies.

Conducting Intalleciual Properly awareness and lechnology transfer capacily bullding and skill
training progranminme.

Menloring start-ups! innovators! entrepreneurs! innovation sel-ups o provide them with the reguired
support for Intellactual Property protection and technology commercialization.

Managing innovations and technology fransfer records

Preparing reports.

Minimum Education Qualifications and Experience

« Masters' degreein a relevant field.
» 5 years' relevant professional experience.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Postgraduate Data Officer

Job Title - Postgraduate Data Officer

Grade - KU8

Location - Centre for Postgraduate Studies and Research
Responsible to - Postgraduate Studies Manager

Rﬂspdl'lﬂhlﬂ far : Mone

Purpose of the Job

To develop and manage ODel systems in liaison with relevant sactions in ICT

Key Roles and Responsibilities

1.

ook L B

&

B.
8.

Manitar and maintain student records so that they accurately reflect the current study programmea,
status and cormec! fee for the student

Verifying student information

Coordinating the development and review of postgraduate data management systerms.

Assisting with the production of posigraduate teaching timetable

Providing support for and guidance on sludent reconds processes and procedures bo
schools/departments

Acling in an advisory capadity on postgraduate data management systems and processes
Fadilitating easa of retrieval and availability of information for effective administration and
operations of the instiution

Cairying oul records managemeant aclivities

Dewaloping, monitoring and reviewing the security and general perormance of posigraduate data
managament systems

10. Participating in mobilizing and menitoring effective utilization of resources
11. Pradusing reports

Minimum Education Qualifications and Expariance

» Bachelors’ degree in a relevant ICT field
« 3 years relevanl experiance
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Senior Research and Grants Management Officer

Jab Title : Benior Research and Grants Management Cfficer
Grade - KUT

Location : Postgraduate Sludies and Ressarch Cantra
Responsible to : Research and Grants Manager

Responsible for : Research Data Management Officer

Ressarch Training Officar

Purpose of the Job

To be responsible for providing a high-quality pre- and post-award research grant support and related
sarvices to researchars based at Lilongwe campus

Key Roles and Responsibilities

1. Coordinating and supporting the research grant development and submission processes

Providing leadership in the development of initiatives and processes to facilitate and manage

research ap-pit.aljms and awards,

Managing the lifecycle of a grant, from expression of interest stage to project closure

Reviewing grants applications as required to comply with granting body requiremeants

Providing expert advice regarding grant administration

Interpreting and providing guidance lo academic staff on grant regulations and guidelines

Designing. developing and coordinating training on grant writing and development across the

lifecycle from early career researchers and elinician-scientists through to established researcher

Identifying and implementing improvements in the grant application and post-award administration

processes

8. Supporting in developing and implementing systems and processes to identify, promote, and
communicate grant funding epportunities for maximum outreach and uplake

10. Identifying, building and maintaining formal and informal networks and external relationships

11. Preparing reports.

M@k

Minimum Education Qualifications and Experience

« Bachelors® degres ideally in a scence or health science discipline, or demansirated aguivalent.
« 3years professional experiance in research managerment in a university, resaarch institule or hospital
satting.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Senior Research Training Officer

Jab Title : Sanior Research Training Officer

Grade - KUT

Location - Postgraduate Sludies and Ressarch Cenlre
Responsible to : Research and Grants Manager
Responsible for : None

Purpose of the Job

To develop and coordinate implementation of research training programmes organized by the Research
Ceantre and ather deparmeant

Key Roles and Responsibilities

ok W R =

@~

9.

10.
11.
12.
13.

Implementing research training policies, plans, srategies and standards
Organizing and coordinating research training sessions

Processing of registration of research Iraining participants.

Assisting in the marketing of research training programmes

Maintaining updaled databasas of funders of haalth research, résearch lraining cowrses, coursa
facilitators, course participants and curriculum for all key training programmes hested by the RC.
Evaluating training programmes/courses and facilitators.

Coordinating annual Research Open Days and research-related meetings, workshops, conferences.
Participating in identifying and applying for grants relevant for research

Participating in establishing collaboration networks, as appropriate, for training

Responding to inguiries relating to research fraining programmes

Implementing and monitoring effective, efficient and economic utilization of resources

Maintaining training attendance records

Preparing reports

Minimum Education Qualifications and Expariance

+ Bachelors” degree in education, HF Education or related fields
« 3 years relavant waork experience al officer lewel
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Senior Research Data Management Officer

Jab Title : Sanior Rasearch Data Managemen! Officer
Grade - KLE

Location - Postgraduate Sludies and Ressarch Cenlre
Responsible to : Research and Grants Manager
Responsible for : Research Data Management Officer

Purpose of the Job

To be responsible for organizing, storing and analysing data as efficiently as possible, while always
upholding agreed-upon security standards

Key Roles and Responsibilities

Lol

=

10.
11.
12.
13.

14.

Ersuring that the data is stored aceording to data security protocols and KUHeS data management
policy and guidefines.

Developing and reviewing pre-axisting data management policies, procedures to make sure that they
are up to date and effective.

Owversesing and managing staff members in the daily use of data systems

Managing all incoming and outgaing data files.

Ensuring that all data files are well ceaned with all relevant data files securely managed including
source documents file, audit trails, data cleaning files, data analysis files etc

Retrieving special reports or data sets effectively without risking any data loss.

Collabarating with fellow staff members to discuss any data problems that may arise and develop
potential solutions

Supporting in data analysis for generating reports and publications

Managing and updating the database of grants hosted within the University and in research affiliates
Carrying out database design and maintenance, data collection, analysis and report writing from the
assessments carried ouf inthe M&E programme in liaison with the Manitoring and Evaluation Officer
Hanaging and up-daii‘ng databases of research courses, resaarch clinics and research seminars
Analysing and produce evaluation reports for research courses, seminars, workshops conferences
Updating and maintaining a Research Centre database of funders, clientele. participants. facilitators
and inventory of assets

Updating and maintaining a University Research Directory and Research Centre website;

Minimum Education Qualifications and Experience

« Bachelor's degree in Statistics and or Computer Science from a recognised university.
« 1 years' experience of managing large data sels and managing data arising from research studies

imvalving human subjects
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Research and Grants Management Officer

Jab Title : Research and Grants Managameant Officar
Grade : KLUE

Responsible to : Sanior Research and Grants Managament Officer
Location

Responsible for : Mone

Purpose of the Job

To be responsible for providing a high-quality pre- and post-award research grant support to the
University

Key Roles and Responsibilities

1.
2.

SN @m e W

10.

11.

Supporting the research grant proposal developmeant and submission processas

Providing leadership in the development of initiatives and processes lo facilitale and manage
rasearch applications and awards,

Assisting in managing the lifecycle of a grant, from expression of interest stage to project dosure
Azsisting in reviewing grants applications as required bo comply with granting body requiremeants
Providing experl advice regarding grant administration

Interpreting and providing guidance to acadamic staff on grant regulations and guidalines
Assisting in designing, developing and coordinaling training an grant writing and devalopment across
ihe lifecycle from early carear researchers and clinician-scienlists through to established resaarcher
Supporting identification and implameaniation of improvermeants in the grant application and post-award
administration processes

Assisting in developing and implementing systems and processes to identify, promote, and
communicate grant funding opportunities for maximum outreach and uptake

Assisting in idenlifying., building and maintaining formal and informal networks and axiemal
ralationships

Preparing reports.

Minimum Education Qualifications and Experience

Bachelors’ degree ideally in a science or health science discipline, or demansirated equivalent.
2 years professional experianca in research managerment in a university, research institule or hospital
satting.
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Research Data Management Officer

Jab Title : Resaarch Data Managemant Officer

Grade : KLUE

Location : Postgraduate Studies and Research Cenfre
Responsible to : Senior Research Data Managemant Officer
Responsible for : Mone

Purpose of the Job

To be responsible for organizing, storing and analysing data as efficiently as possible, while always
upholding agreed-upon security standards

Key Roles and Responsibilities

Lol
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10.
11.
12.
13.

14.

Ersuring that the data is stored aceording to data security protocols and KUHeS data management
policy and guidefines.

Developing and reviewing pre-axisting data management policies, procedures to make sure that they
are up to date and effective.

Owversesing and managing staff members in the daily use of data systems

Managing all incoming and outgaing data files.

Ensuring that all data files are well ceaned with all relevant data files securely managed including
source documents file, audit trails, data cleaning files, data analysis files etc

Retrieving special reports or data sets effectively without risking any data loss.

Collabarating with fellow staff members to discuss any data problems that may arise and develop
potential solutions

Supporting in data analysis for generating reports and publications

Managing and updating the database of grants hosted within the University and in research affiliates
Carrying out database design and maintenance, data collection, analysis and report writing from the
assessments carried ouf inthe M&E programme in liaison with the Manitoring and Evaluation Officer
Hanaging and up-daii‘ng databases of research courses, resaarch clinics and research seminars
Analysing and produce evaluation reports for research courses, seminars, workshops conferences
Updating and maintaining a Research Centre database of funders, clientele. participants. facilitators
and inventory of assets

Updating and maintaining a University Research Directory and Research Centre website;

Minimum Education Qualifications and Experience

« Bachelor's degree in Statistics and or Computer Science from a recognised university.
« 1 years' experience of managing large data sels and managing data arising from research studies

imvalving human subjects

Fage T2




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Research Trainimg Officer

Jab Title : Resaarch Training Officar

Grade : KLUE

Location : Postgraduate Studies and Research Cenfra
Responsible to : Senior Research Data Managemant Officer
Responsible for : Mone

Purpose of the Job

To develop and coordinate implementation of research training programmes organized by the Research
Ceantre and ather deparmeant

Key Roles and Responsibilities

ok W R =
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9.

10.
11.
12.
13.

Implementing research training policies, plans, srategies and standards
Organizing and coordinating research training sessions

Processing of registration of research Iraining participants.

Assisting in the marketing of research training programmes

Maintaining updaled databasas of funders of haalth research, résearch lraining cowrses, coursa
facilitators, course participants and curriculum for all key training programmes hested by the RC.
Evaluating training programmes/courses and facilitators.

Coordinating annual Research Open Days and research-related meetings, workshops, conferences.
Participating in identifying and applying for grants relevant for research

Participating in establishing collaboration networks, as appropriate, for training

Responding to inguiries relating to research fraining programmes

Implementing and monitoring effective, efficient and economic utilization of resources

Maintaining training attendance records

Preparing reports

Minimum Education Qualifications and Expariance

= Bachealors' degree in education, HP Education or related fislds
« 1 years relevant work experience
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Job Descriptions and Person Specifications

2.7. UNIVERSITY LIERARY
University Librarian

Job Title : University Librarian
Grade 2 KL

Location : Library

Responsible to 2 Wica Chancellor
Responsible for : Campus Librarian

Main purpose of the job
Ta provide leadership and straleqic direction in the managemeant of library and information sarvicas.

Key Duties and responsibilities

1. Providing strategic leadership and overall management of the University's Library and
infarmation services;

2. Dewveloping, implementing, monitoring and réviewing Library and information managament
stralegies, policias, procedures and regulations:

3. Initiating the infroduction and implemantation of emerging information technologies to library

SBIviCEs,

Planning activities for the library and information servicas,

Maohilizing and managing library resources afficiently and effectively:

6. Establishing effective partnerships and collaborations with both intermal and external
slakeholdars

7. Providing lechnical advice on Library and information services fo all line managers and usars;

8. Conducting research and consultations,

3. Ensuwring the Univarsity complies with local and intermational Library and information services
regulations and standards:;

10. Organizing orentation sessions for Library users:

11. Managing risks associated with Library and information sarvices

12. Preparing and presenting finandial and investment repors and other reports

13. Samvicing relevant commitiees of the Council

Ll

Education Qualification and Experience
« PhD in Library and Information Sciencas
» B yaars' experiencs in managing an academic library and senior managament level
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Campus Librarian

Job Title : Campus Librarian

Grade 2 KL

Location : Campus Library

Responsible to : Head of the Direclorate
Responsible for : Heads of Sechons under him/her

Main purpose of the job

To provide leadership and management in the management of library and information services

Key Duties and responsibilities

fud

8.
9.

10.
11.
12.
13.
14.

15.

Providing user-friendly and efficient service to academic staff, researchers and students at the
Campus.

Promaoting the optimal use of information sources and senices in the Campus Library.

Owverseeing the integration of campus library functions with all other library functions in KUHaS library
EarvitEs

Developing stralegy and plan for the development of the campus library service in consulation with
thw Librarian

Providing leadership in developing. review and implementation of campus library policies and
proceduras.

Preparing operational and capital budgets for the Campus Library.

Liaising with academic staff and the Librarian regarding the development of the Campus Library
callection.

Prowiding instruction in the access, usa, and evaluation of library resources

Providing targeted support of writing-intensive classes including

Managing and preserving resources and equipment in the Campus Library

Initiating recruitment of campus library staff.

Identifying new servicesfechnological developments from which the Campus Library could benefit.
Represanting the Campus Library at mestings

Ligiging with acadamic departments on campus in order o ensure alignmeant of library services to
their teaching. learning and research strategies.

Preparing reports

Education Qualification and Experience

PhD
Mumber of publications required for an associate professorial post
5 years’ experience in managing library operations
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Job Descriptions and Person Specifications

Systems Librarian
Jaob Title : Systams Librarian
Grade : KUS

Location : Library
Responsible to : Campus Librarian
Responsible for : Assistant Librarian

Main purpose of the job

To administer, maintain, and support all modules of library systems and manage the university library's
platforms and servers.

Key Duties and Responsibilities:

1.

pua

T
8.

8.

Providing collaborative leadership in the implementation, support, and maintenance of ibrary systems
and applications.

Identifying amerging library applications and knowladge systams

Ensuring that syslems are oplimized and interoperable with the goal of providing a posiive and
seamless user axpenence.

Supporting web development and design o ensure a seambess look and feel to services supported or
affered by the university library.

Participating in library commitlees related to primary job assignmeanl as appropriate.

Coordinating general library systems Iraining for siaff by maintaining awareness of useful training
programs from software vendors and other sources, and disseminating information to appropriate
slaff.

Developing, reviewing, communicaling and interprating development plans, policies and procedures.
Implermenting both anling and offine backup solutions for ibrary business -critical data.

Participating in information lileracy instruction programs

10. Engaging in professional development, research, and scholarly activity

11. Preparing reports.
12. Appraising and mentoring staff

Education Qualification and Experience

« Master's degree in Library and Information Science or any strongly related field
« 5 ?E'EFE' wWork E‘Ipﬂ'ihl‘ﬁa in a similar woark
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Client Services Librarian

Jaob Title : Chenl Services Librafian

Grade : KUS

Location - University Library

Responsible to : Campus Librarian

Responsible for : Assistant Chent Services Librarian

Main purpose of the job

To manage front desk team and circulation of Library materials, responsible for all clients’ wealfare, and
markats he library sericas.

Key Duties and Responsibilities:

1.

ok L b
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8.
a.

10.
1.
12
13.
14.
15.

16.
17.

Advocating for the library through personal contact and customer service, and represents the library
in a positive way.

Planning wark according to library schedule or standard routine.

Participating in the development of operating policies, procedures and plans of library services.
Evaluating circulation operating procedures, and makes adjustments as needed o improve afficiency.
Supervising tha circulation of the library collection of books and non-book materials; and receiving
and recording of overdue fines.

Owverseaing the enrollment of patfons and providing general information, assislance and instruction in
using library services, equipment, and facilities.

Providing training exercises for circulation unit employees.

Inspecting damaged circulation materials, including books and equipment.

Identifying cataloging errors and reflers books or materials to technical unit.

Maintaining performance and repair of circulation equipment

Maintaining circulation data and prepares regular statistical reports for the campus lbrarian.
Designing, facilitating and coordinating information literacy classes for clients

Assisting in selecting materials for acquisition and withdrawal, as assigned

Conducting research, thesis reviews, teaching, supervision and outreach

Seeking opportunities to collaborate and establish partnerships with faculty members and
departments.

Preparing periodic reports.

Appraising and methoring staff

Education Qualification and Experience

Master's degree in Library and Information Science or any strongly related field
5 years’ work experience in a similar waork
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Job Descriptions and Person Specifications

Technical Services Librarian

Jaob Title : Technical Services Librarian

Grade : KUS

Location - University Library

Responsible to : Campus Librarian

Responsible for : Assistant Technical Sarvicas Librarian

Main purpose of the job

Ta manage procurement processas of library information resourcas in laison with the Client Sarices
Librarian, Scholarly Communications Librarian and other stakeholders: and manage the University library

catalogue and bindery.

Key Duties and Responsibilities:

Coordinating, reviewing, monitoring and implementing acquisition policies, plans, standards,
sirategies and procedures.

Facilitating acquisition of library resources

Conducting needs assessment for information resource requirements

Liaising with publishers and vendors 1o identify new and altemative titles

Preserving library and information resources

Preparing bulletins of newly acquired information resources

Classifying and cataloguing information resources

Creating and maintaining informaltion resource database

Securing library materials

. Planning and moenitoring library bindery operations

. Facilitating user information literacy programmes

. Procuring and managing new cataloguing technologies and tools

. Maintaining quality control of bibliographic records induding autharity work:

. Participating in digital projects by assigning and verifying metadata

. Condueting periodic monitaring and evaluation of the quality of library catalogues of affliated colleges
16.
17.

Engaging in professional development, research, and scholarly activity
Preparing reports.

Education Qualification and Experience

Master's degree in Library and Information Science or any strongly related field
5§ years” work experiencs in a similar waork
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Scholany Communications Librarian

Job Title - Scholarly Communications Librarian

Grade - KUS

Location - Library

Responsible to : Campus Librarian

Responsible for : Assistant Librarian (Scholarly Communications)

Main purpose of the job

To develop the KUHeS resouwrces and sarvicas rnelated lo Open Educational Resourcas, open access, open
textbooks, scholarly communication, and digital scholarship.

Key Duties and Responsibilities:

1.

10.

1.
12

13.

14.
15.

16.

17.

18.

8.

Participating in education and fraining regarding open educational resources, open access publishing,
related copyright issues, new scholarly communication models and digital scholarship to students,
staff and faculty.

Staying informed on current developments in these areas and acting as a contact person for
inferested faculty and scholars.

Exploring open textbooks and other curricular materials and how they could benefit students and
faculty if adopted for use in classes.

Aiding faculty who want to adopt, adapt or creale open aducational resources for use in the university
curriculum.

Working with faculty, students and olher ibrarians to raise awaneness of, develop, and maintain such
content in the university’s institutional repository.

Supporting digital scholarship projects undertaken by faculty and students.

Keeping abreast of trends in scholarly eommunication and related areas by identifying and attending
refevant workshops and conferences.

Providing resaarch servicas, library instruction and other assistance to faculty, staff and students.
Providing liaison service and collection development in support of the research and information needs
of academic departmants in assign areas.

Serving as an effective part of the library community through exploration, professional development
and service.

Actively contributing towards the formulation of library-wide policies, procedures, goals and priorities.
Wiorking with partners in migrating o new digital collection platforms, open educational resources and
axploring the integration of open schalarly assets in library and university work.

Developing strategies o determine best approaches to scholarly communications issues and library
sanvices.

Developing standards in open scholarly assets, experience with digital projects

Preparing and delivering curricular and co-curricular instruction for classroom, library and online
learning environments.

Developing all aspects of the research and research-creation lifecycle within assigned subject areas
including research methods, research-creation, digital tools, scholarly communication and research
data managemen.

Developing and managing digital and print collections in assigned subject areas.

Working with faculty and professional staff across the university in scholarly communications and
digital scholarship

Appraising and mentoring staff
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Job Descriptions and Person Specifications

Education Qualification and Expariance

« Masier's Degree in Library and Information Science or any strongly ralated field
« 5 years work experience in a similar work
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Job Descriptions and Person Specifications

Assistant Sysfems Librarian

Job Title - Assistant Systems Librarian
Grade - KUT

Location - University Library

Responsible to - Systemns Librarian

Responsible for - Chief Library Assistant (Systems)

Main purpose of the job

Ta assist in the facilitation of efficient and effective delivery of the functions of the Acquisitions and
Cataloguing Section.

Key Duties and Responsibilities:

1. Developing, troubleshooting and maintaining Integrated Library System

2. Preparing fraining materials for user education and conduct training

3. Managing library databases and digital storage of library materiats

4. Orenting new staff and students

5. Uploading catalogue records on the server

6. Upgrading library databases

7. Digitizing materials and archives them into the institutional repository

8. Updating library member accounits

9. Crealing bibliographic databases for special collections

10. Identifying and implementing approved new library applications and platforms

Education Qualification and Experience

= Bachalaors” Degrea in library and Information scencalsiudies.
« 2 years work axpanance
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Assistant Scholarly Communications Librarian

Job Title - Assistant Scholarly Communications Librarian
Grade - KUT

Location - University Library

Responsible to : Scholarly Communications Librarian

Responsible for - Chief Library Assistant (Scholarly Communications)

Main purpose of the job

To assisl in the efficient and effective provision of scholady communications sendces.

Key Duties and Responsibilities:

Assist in promating and managing the development and growth of IR

Assist in promating and supporting Open Access Policy and related efforts across the

University

Assist in developing, identifying, and premoting digital tools to enhance research and teaching

including mentorship of student and staff in digital projects

5. Assist in building and maintaining collaborative partnerships related to digital initiatives with
faculty, researchers, and other campus units

B. Assist in monitoring advancements in scholarly communication, OA. IRs, and related areas and
eommunicate implications 1o university stakeholders

7. Assistin providing guidance and training on schelarly communicationidigital seholarship for library
and CAMpLS constituencies

8. Assist in delivering in information literacy sessions related to scholarly communication to faculty,

students and interested parties

Ll

Education Qualification and Experience

« Bachalors' Dagrea in library and Information scance/studies.
« 2 years relevant work experience
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Job Descriptions and Person Specifications

Assistant Technical Services Librarian

Job Title - Assistant Technical Services Librarian
Grade - KUT

Location - University Library

Responsible to - Technical Services Librarian

Responsible for - Chief Library Assistant (Technical Services)

Main purpose of the job

Ta assist in the facilitation of efficient and effective delivery of the functions of the Acquisitions and
Cataloguing Section.

Key Duties and Responsibilities:

Reviewing condition of existing siock

erifying acquisition information

Conducting neads assassment for infarmation rasources requiremeants

Liasing with publishers and vendors to identify new and alternative lilles

Assisting in the acquisition, cataloguing, dassification and all core related processes

Assisting in the assessment of library materials requiring preservation.

Assisting in ensuring thal KUHES library catalogues comply to recognised standards through
guality contral.

Aszsisting in budgeting and managing expendiliures.

9. Assislting in compiling slatislical nformation and olher reports

e

=

Education Qualification and Experience

= Bachalor's in library and Information sciencelstudies.
« 2 years’ work axperience in acquisitions and cataloguing roles
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KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Assistant Client Services Librarian

Job Title - Assistant Client Services Librarian
Grade - KUT

Location - University Library

Responsible to - Client Services Librarian

Responsible for - Chief Library Assistant (Client Services)

Main purpose of the job

To assis! the dient services librarian in supervision of a team providing face-lo-face ganaral
information and circulation services and associaled backroom and materalks handling activities such
as shelving and refurned malerials.

Key Duties and Responsibilities:

Assisting in supervision of the circulation of the library collection of books and non-book materials.
Assisting in enrolment of new patrans to the library.

Assisting in the supervision of managing overdue fines

Assisting in periodic evaluation of assigned employees.

Assisting in training exercises for circulation unit employees.

Assisting in facilitation of information literacy classes

Assisting in mairtenance of creulation data and preparation of regular statistical reperts for the
campus librarian.

8. Monitaring and implementing standards for the University Library

9. Training staff and students in the usa of library resources

10. Facilitating user information literacy programmes

11. Facitating the management of dienl sanvices resourcas, new lechnologies and facilities

e

Education Qualification and Expariance

= Bachalor's Degrea in library and Information scencelstudies.
« 2 years’ relevant work experience
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Job Descriptions and Person Specifications

Bindery Technici

Job Title : Bindery Technician

Grade : KLUE

Responsible to - Assislant Librarian (Technical Services)
Location : Library

Responsible for : Assislant Bindery Technician

Purpose of the Job

To manage bindery services in the University library

Key Roles and Responsibilities

0ok W

nm~m

Coordinating and monitaring bindery operations
Examining job orders to determine details such as quantities, production times and stack
spedfications

Compiling statistical reports of uploaded collections

Developing and implementing schedule of maintenance checks of equipment

Inspecting and examining printed products for print clarity, colour accuracy, conformance to binding

specifications, and external defects

Conducting demaonsirations to media clients

Securing bindery materials and equipment

Manitaring effective and efficiant ulilization of resource and matarialks
Preparing summary of finished products and incident reports

Minimum Education Qualifications and Experience
= Diploma in related fald
« 1 years’ experience in managing library operations
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Job Descriptions and Person Specifications

Chief Library Assistant (Client Services)

Job Title - Chief Library Assistant (Client Services)
Grade - KUg

Location : University Library

Responsible to - Senior Library Assistant (Client Services)
Rasp-unsll:rla far : Mone

Main purpose of the job

To assist the dient services librarian in providing genaral information and circulation services as well as
associated backroom and materials handling activities such as shalving and returned materials.

Key Duties and Responsibilities:

1. Responding to routine inquiries, and refer patrons in need of professional assistance to librarians.
Irstructing patrors on how o use reference sources, cand catalague, and automated information
syslems.

3. Assisting clients locate library materials, including books, periodicals, tape casseftes, Braille
volumes, and piclures

4. Registering new patrons and issue borrower identification cards that permit patrons fo borrow

books and other materials.

Updating patrons’ records on computers.

Lending and collecting books, periodicals, videotapes, and other materials at circulation desks

Inspecting retumed books for condition and due-date status, and compute any applicable fines.

Maintaining records of items received, stored, issued, and retumed, and file catalogue cards

according o system used.

9. Providing assistance to librarians in the maintenance of collections of books, periodicals,
magazines, newspapers, and audio-visual and other materials.

10. Taking action against disruplive or problem patrons.

11. Assisting in the preparation of book displays

e R

Education Qualification and Exparience

+ Cerificate in library and Information sciencefstudies or related fields
» 2 years’ work experience at Senior Library Assistant level.
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Job Descriptions and Person Specifications

Assistant Bindery Technician

Job Title : Assistani Bindery Technician
Grade S KUAD

Location : Library

Responsible to : Bindery Technician
Responsible for : Bindery Attendant

Purpose of the Job
To provide bindery services

Key Roles and Responsibilities
1. Designing and binding dlients’ work
2. Examining job orders to determine details such as quantities, production times and stock specifications

3. Examining printed products for print clarity, colour accuracy, confarmance to binding specifications,
and external defects
4. Facilitating and implementing repairs and maintenance of equipment

5. Assisting in developing and maintaining an inventory of resources for binding
6. Supporting the sourcing and maintenance of equipment and accessories

Minimum Education Qualifications and Experience
« Cerlificale in a relevant technical hield
« 2 years’ experience in binding operations.
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Job Descriptions and Person Specifications

Senior Library Assistant (Client Services)

Job Title - Senior Library Assistant (Client Services)
Grade - KU1D

Location : Library Client Senices

Responsible to - Senior Library Assistant (Client Services)
Rasp-unsll:rla far : Mone

Main purpose of the job

To assist the dient services librarian in providing genaral information and circulation services as well as
associated backroom and materials handling activities such as shalving and returned materials.

Key Duties and Responsibilities:

1. Responding to routine inquiries, and refer patrons in need of professional assistance to lbrarians.
Instructing patrons on how lo use reference sources, card catalogue, and automated information

systems.

3. Assisting clients locate library materials, including books, periodicals, tape casseltes, Braille

vialumes, and piclures

4. Registering new patrons and issue borrower identification cards that permit patrons to borrow

books and offer materials.
Updating patrons' records on computers.

e R

according o system used.

9. Providing assistance to librarians in the maintenance of collections of books, periodicals,
magazines, newspapers, and audio-visual and other materials.

10. Taking action against disruplive or problem patrons.

11. Assisting in the preparation of book displays

Education Qualification and Exparience

+ Cerificate in library and Information sciencefstudies or related fields
« 2 years’ work experience at library assistant.

Lending and collecting books, periodicals, videolapes, and other materials at circulation desks
Inspecting retumed books for condition and due-date status, and compute any applicable fines.
Maintaining records of items received, stored, issued, and retumed, and file catalogue cards
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Job Descriptions and Person Specifications

Library Assistant (Client Services)

Job Title - Library Assistant (Clienl Services)
Grade - KU1

Location : Library Client Senices

Responsible to - Senior Library Assistant (Client Services)
Rasp-unsll:rla far : Mone

Main purpose of the job

To assist the dient services librarian in providing genaral information and circulation services as well as
associated backroom and materials handling activities such as shalving and returned materials.

Key Duties and Responsibilities:

1. Responding to routine inquiries, and refer patrons in need of professional assistance to lbrarians.
Instructing patrons on how lo use reference sources, card catalogue, and automated information

systems.

3. Assisting clients locate library materials, including books, periodicals, tape casseltes, Braille

vialumes, and piclures

4. Registering new patrons and issue borrower identification cards that permit patrons to borrow

books and offer materials.
Updating patrons' records on computers.

e R

according o system used.

9. Providing assistance to librarians in the maintenance of collections of books, periodicals,
magazines, newspapers, and audio-visual and other materials.

10. Taking action against disruplive or problem patrons.

11. Assisting in the preparation of book displays

Education Qualification and Exparience

« Certificate in library and Information sciencafstudies or related fields
« One (1) year work experience in similar work.

Lending and collecting books, periodicals, videolapes, and other materials at circulation desks
Inspecting retumed books for condition and due-date status, and compute any applicable fines.
Maintaining records of items received, stored, issued, and retumed, and file catalogue cards

Fage 84




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Library Assistant (Technical Services)

Job Title : Library Assistant (Technical Services)

Grade - KU1

Location : Library

Responsible to . Senior Library Assistant (Technical Services)
Raspnnsll:rla far ! Mone

Main purpose of the job

To assist in the facilitation of efficient and effective delivery of Acquisitions, Cataloguing and related servicas.

Key Duties and Responsibilities:

1.

;o fa
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Verifying delivered lbrary materials and maintaining the orders and accessions register, and any other
additional information;

Labedling and stamping all new books and other information sources and replacing labels where
necassary;

Compiling lists of newly acquired books and donations, including their total value.

Maintaining the accessions register and records of missing books and replacements,

Performing copy cataloguing and adapting online records according to guidelines in AACR2, MARG21
standards and Library of Congress Classification System (LCSH);

Creating catalogue records where no suitable records can be found for import:

Processing books such as spine laballing and book cards typing and insertion.

Conducting digitization of library materials and creation of digital repositories

Compiling lists of books on display.

Education Qualification and Experience

# Coertificate in library and Information sciencalstudies or ralated fields.
« One (1) year work experience in acquisitions and cataloguing roles
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Job Descriptions and Person Specifications

Library Assistant (Scholary Communications)

Job Title - Library Assistant {Scholarly Communications)
Grade - KU1

Location - University Library

Responsible to - Assistant Scholarly Communications Librarian
REEMI‘I‘E"}'B for : Mone

Main purpose of the job

To assisl in the efficient and effective provision of scholady communications sendces.

Key Duties and Responsibilities:

2.

5.
.

Assisting in creating metadata and uploading contert ta the institutional repository to support

content discoverability

Assisting in using faculty profile information along with web-based toals and publisher databases

to identify appropriate content to be added to the reposilary

Assisting in determining and handling copyright and publication status for articles, book chaplers,

conference papers, and other scholarly output

Assisting in managing workflows for processing new publications, presentations, and creative

activities from faculty and student authors/creators
Assisting in providing support for outreach activities such as Open Access days
Assisting with planning of library events related to student scholarship

Education Qualification and Experience

« Certificale in ibrary and Information sciencalstudies or related fialds
« One (1) year work experience in sirmilar work.
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Job Descriptions and Person Specifications

Library Assistant (Systems)

Job Title - Library Assistant {Systems)
Grade - KU11

Location - University Library
Responsible to - Assistant Systems Librarian
Responsible for : Mone

Main purpose of the job

To assist in the facilitation of efficient and effective delivery of the funclions of the Acquisitions and
Cataloguing Section.

Key Duties and Responsibilities:

fu
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Assisting in managing and maintaining library platforms and servers.

Assisting in promoting and managing the development and growth of library information
technologies.

Assisting in upgrading and managing library databases.

Assisting staff and students conducting research in infarmation searching.

Assisting in managing the storage of library materials.

Assisting in providing guidance and fraining on the utilization of library infarmation systems.

Assisting in the digiization of library materials and creation of digital repositories

Education Qualification and Experience

Cestificate in library and Information sciencefstudies or related fields
One (1) year work experience in similar wark.
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Bindery Affendant

Job Title : Bindery Attendant
Grade S KU1
Responsible to : Head of the Unil
Location : Library
Responsible for - Mone

Purpose of the Job

To support provision of bindery services

Key Roles and Responsibilities

1.
2.
3.

4.
3

Collating, stitching and binding documents

Crperating bindery machines

Examining job orders to delermine datails such as quantiies, production timas and siock
spacifications

Supparting maintenance of binding equipment

Preparing summary of finished products and incident reports

Minimum Education Qualifications and Experience

« MSCE
« Certificata in a rélavant tachnical fiald
» One (1) year relevant experience
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Job Descriptions and Person Specifications

Library Commissionaine

Jab Title ! Library Commissionairs
Grade P KEU12

Responsible to : Head of the Section
Location : Saction

Responsible for ! Mone

Purpose of the Job
To support general library services

Key Roles and Responsibilities
Idenlifying, collecting and compiling worn out materials

Undertaking miner book repairs

Callecting and shehving unserted library materials

Parforming pre- and post-bindery processing activities

Caompiling statistics of library materials sent for binding

Searching users on library entry or exit.

Dusting of library materials and shelves

Arranging chairs and tables

Undertaking library patrols

10. Reporting emerging cases in the library and condition of library materials.
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Minimum Education Qualifications and Experiance
= MSCE
= | yaar work axpanence
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Job Descriptions and Person Specifications

2.8. REGISTRY SERVICES DIRECTORATE
Registrar
Job Title - Registrar
Grade - KU3
Location - Registry Services Directorate
Responsible to = Vica Chancellor
Responsible for - Deputy Registrar
Assistant Registrar (Human Resource)
Assistant Registrar (Legal)
Assistand Registrar (Academic Support Services)
Job Purpose

To provide strategic leadership and overall management of the University's administrative services to
support fulfilment of the University's corporate aims, objectives and culture.

Key Duties and Responsibilities

ol
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8.

Developing and reviewing adminisirative and relaled operational policies, plans, siralegies,
procedures, guidelines, requlations and budgets
Coordinating and spearheading the implemantation of the University's general, aperational and
academic regulations and policies with particular regard 1o staff, students and quality assurance;
Baing the prancipal point of contact of tha University;
Advising the Vice Chancellor, other line managers and committees on govemance, operational matters
and academic regulatory frameworks,
Prowviding secrelarial services (o the University Council and its Commitiess;
Owverseeing the management of records in the University
Prowviding first line human resounce management Sanices on senior university management;
Manitaring provision of health care and othar staff welfare services

Coardinating the development, mainbenanca and leasing of University estates

10. Organizing and monitoring ceremonies and other congregation functions of the University
11. Networking and pramoting the University image both nationally and internationally.
12. Appraising and mentoring staff

Minimum Education, Qualification and Experience

Master's degree in business or public administration, management and any relevant field:
B years’ axperience al senior management level
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Job Descriptions and Person Specifications

Deputy Registrar

Job Title - Deputy Registrar

Grade - K4

Location - Reqistry Services Directorate

Responsible to : Registrar

Responsible for - Assistant Registrar (Estates)
Assistant Registrar (Administration)

Job Purpose

Tao provide strategic leadership and overall management of the University's administrative services to
support fulfilment of the University's corporate aims, objectives and culture.

Key Duties and Responsibilities

1. Participating in developing and reviewing administrative and related operational policies, plans,
sirategies, procedures, guidelines, requlations and budgets

2. Assisting in coordinating and spearheading the implemantation of the University's general,
operational and academic regulations and policies with particular regard to staff, students and
guality assurancs;

3. Advising the Vice Chancallor, other line managers and commillées on governance, operational

matters and academic regulatory framensorks;

Providing sacrafarial sarvicas to Commillees as direced;

Oversesing the management of records, estates and campus administration in the University

Manitaring provision of heallh care and other staff welfare sarvices

Coordinating the development, maintenance and leasing of University estates

Participating in organizing and monitoring ceremonias and other congregation funclions of the

University

9. Assisting in networking and promoting the University image both nationally and internationally.

10. Appraising and mentoring staff

e~ mo ok

Minimum Education, Qualification and Experience

« Master's degree in business or public administration, management and any relevant field:
« 7 years’ experience al senior management level
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Assistant Registrar (Administration)

Job Title - Assistant Registrar {Administration)
Grade - KUS
Location - Registry Services Direclorate
Responsible to : Deputy Registrar
Responsible For - Senior Security Officer

Estates Officer

Administrative Assistant

Acadamic Suppor Services Officer
Sanior Human Resource Officar
Adminisiration Officer

Clinical Officer

Assistant Administration Officer
Adminisiration Officer

Job Purpose

Ta efficiently and effectively coordinate all administrative funclionsfsendices for the smooth running of all
campus activities

Key Duties and Responsibilities:

Managing campus facilities:
Managing outsourced services at campus level;

Sarvicing relevant commitiees at campus level;

Coordinating the administration of staff and students’ medical schemes

Managing fleet and logistical systems and processes:

Participating in develaping and reviewing administrative policies, stralegies, procedures and systems
for the campus;

Maintaining administrative managament information systems:

Organizing and coordinating Campus functions:

Interpreting, implementing and moniloring campus administrative strategies, policies, procedures and
systems:

Developing and implementing resource mobilization strategies

Manitering and promating efficient and effective utilization of resources

Preparing campus budgets and operational plans

Coordinating and overseeing occupational health and safety standards on campus:

Appraising and mentoring subordinate staff.

Minimum Education Qualification and Experience

Master degreea in Businass Administration, Public Administration, Human Resource and other related
fields
& years of relevant experience.
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Job Descriptions and Person Specifications

Assistant Regisirar (Records)

Job Title - Assislant Regisirar (Records)

Grade 2 KLUS

Location : Registry Services Dirsctorate
Responsible to : Deputy Registrar

Responsible for : Sanior Records and Archives Assistant

Job Purpose

To manage university records

Key Duties and Responsibilities

1. Participating in planning, developing and implementing records management policies, siralegies,
systems and regulations for the University:
2. Monitaring and reviewing existing University records management systems: policies, strategies

and regulations

DE~@m; e

Producing relevant reporis;

Advising line managers on records management requirements:
Developing and implemeanting resource mobilization stralegies
Monitoring and promoting effective ulilization of resources
Managing risks associated with Universily records;

Producing consolidated records index far the University;
Appraising and mentoring staff.

Minimum Education Qualification and Experience

« Masters® degres in Library and Information Science, Records Management or relevant field,

« Five (5) years relevant work experience
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Job Descriptions and Person Specifications

Assistant Registrar (Human Resource)

Job Title - Assistant Registrar (Human Resource)

Grade - KU5

Location - Registry Services Directorate

Responsible to : Registrar

Responsible for : Senior Human Resource Officer (Planning and Developmant)
Job Purpose

To provide human resource management and development services in the university

Key Duties and Responsibilities

1. Paricipating in developing and reviewing human resourcs palicias, plans, stralegies, systems,
procedures and regulations,

2.  Interpreting, implementing and monitoring human resource policies, plans, strategies, proceduras

and ragulations:

Coordinating the recruitment and selection procass of staff;

Providing human resource related advisory servicas ta all line managers:

Controlling university staff establishmeant;

Preparing consolidated Human Resource reports:

Sarvicing disciplinary hearing for all staff;

Establishing and maintaining relationships with relevant stakeholders,

9. Chersesing management of staff contracts and labour relations matters,

10. Coordinating Universily staff devalopment activities;

11. Deweloping and implementing staff orentation and induction programmes.

12. Owerseeing and enforcing the mainstreaming of cross-cutling issuas (La. HIViAD:s, Gander, social
responsibility]);

13. Maintaining Human Resource Managament Information Syslem and database

14. Coordinating staff welfara matiers;

15. Promating occupational haalth and safely

16. Enswring compliance o legal and regulalory requireamenis;

17. Appraising and mamoring staff.

Education Qualification and Experience

= Master's degree in HR, Public Administration, Business Adminisiration or any relevani qualifications,
» 5 years’ experience in a relevant field.
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Job Descriptions and Person Specifications

Assistant Registrar (Legal)
Post Title - Assistant Registrar (Legal)
Grade - KUS
Location - Registry Services Direclorate
Responsible to : Registrar
Responsible for - Senior Legal Services Officer

Purpose of the Job
To oversee and provide legal representation and advisory services to the University

Key Duties and Responsibilities
1. Conducting litigations initiated by and against the University before the appropriate courts in
closa coordination with the concermed function

Proactively resolving legal issues and providing solutions to avaid litigation

Sefting up systems to ensure compliance with statutory requirements

Liaising with outsourced legal service providers in the discharge of their obligations

Guiding the University in interpretation of laws regarding all its functions

Providing legal advice to University management and staff on official matters

Initiating and pursuing legal proceedings as required

Preparing cases for submission to outsourced legal service providers

8. Liaising with outsourced legal service providers in the discharge of their obligations

10. Drafting, vetting andfor reviewing legal letiers, confracts and agreements

11. Menitoring legal obligations under agreements

12. Producing relevant reports

13. Maintaining a database of statusas of all court matbers

14. Representing the university at arbitration and mediation

15. Participating in relevant commitiee meetings

16. Managing institutional risks

17. Appraising and mentoring staff

e B

Minimum Education Qualification and Experience

+  Masters of Law (Hons) or related qualification
+  Registered praclitioner with MLS
+ 5 years relevant experience
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Job Descriptions and Person Specifications

Assistant Registrar (Estates)

Job title - Assistant Registrar (Estates)
Grade - KUS

Location - Registry Services Direclorate
Responsible to : Deputy Registrar
Responsible for - Works Supervisor

Job Purpose

To manage astales development and mainienancs services.

Key Duties and Responsibilities:

fud
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10.
11.
12.
13.
14.
15.
16.
17.

Providing leadership in the development and maintenance of estates;

Initiating, implementing, monitoring and reviewing estates development and maintenance policies,
plans, strateqgies, systems, procedures and regulations ;

Providing advisory services related to Estales development and maintenance to line managers;
Dealing with tenancy and leasehold matters:

Ensuring quality control of infrastructure development and maintenance works:

Monitaring implementation of estates development projects:

Managing and maintaining estates records;

Assessing and certifying completed works:

Senvicing relevant commitiees;

Preparing product specifications and Terms of reference for consfruction works and services
Preparing bill of quantities for budgel astimates for astates development and maintenance works
Preparing infrastructure and maintenance reports;

Managing relationship with external stakeholders

Preparing Estates reports:

Initiating aesthetic ways of face lifing the existing built facilities:

Manitoring and evaluating oulsourced astates related services;

Appraising and mentoring staff.

Education Qualification and Exparience

Masters' degree in in Quaniity Surveying or Architecture or other relevant fields
5 years' experience in the relevant field.
Professional cerification with relevant professional body
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Job Descriptions and Person Specifications

Assistant Registrar (Academic Support Services)

Job Title : Assislant Regisirar (Academic Supporl Services)
Grade : KIS

Location : Registry Services Dirsctorate

Responsible to : Registrar

Responsible for : Academic Support Assistant

Job Purpose

To provide efficient and eflective academic supporl saricas

Key Duties and Responsibilities

1. Parficipating in developing and reviewing academic support policies, plans, stralegies, systems,
procedures and regulations:

Implementing and monitoring academic support services;

Coardinating recruiltment and salaction of students;

Providing advisory academic support services to line managers, students and stakeholders;
Managing students’ registration, records and Information system:

Manitoring University academic information in the public domain;

Organizing academic functions:

Resolving queries relating to academic affairs;

9. Preparing academic transcripts, cerifications and other documeants:

10. Servicing relevant commitlees;

11. Appraising and mentoring staff.

12. Preparing petiodic reports

B~ @ e W

Minimum Education Qualification and Experience

= Masler's degree in Educalion, Business Administration, Education planning and other related fields)
= § yaars” axpafience in a relavant field.
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Senior Legal Services Officer
Post Title - Senior Legal Services Officer
Grade - KUT
Location - Registry Services Direclorate
Responsible to - Assistant Registrar (Legal)
Responsible for : None

Purposea of the Job

Ta provide legal services

Key Duties and Responsibilities

1. Conducting litigations initiated by and against the University before the appropriate courts in
closa coondination with the concermed function

2. Providing legal advice to University management and staff on official matters

3. Proactively resolving legal issues and providing solutions to avoid litigation

4. Preparing cases for submission to outsourced legal service providers

5. Setling up systems to ensure complianca with statutary requiremants

B. Liaising with outsourced legal service providers in the discharge of their obligations

7. Drafting, vetting and reviewing legal letters, confracts and agreements

8. Monitoring legal obligations under agreements

8. Guiding the University in interpretation of laws regarding all its functions

10. Producing relevant repaorts

11. Maintaining a database of staluses of all court matters

12. Representing the University at arbitration and mediation and negotiations

13. Paricipating in relevant commitiee meetings

14. Managing institutional legal risks

Education Qualification and Experience

+ Bachelors” degree in law or relevant qualification
+ Registered practitioner

+ 3 years relevant experience
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Job Descriptions and Person Specifications

Senior Security Officer

Job Title - Senior Security Officer
Grade - KUT

Location - Security

Responsible to - Assistant Registrar (Administration)
Responsible for - Assistant Security Officer

Job Purpose

To provide of security advisory and management services

Key Duties and Responsibilities

1.
2.

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

Developing, reviewing and ensuring compliance to securily standards, policies, and procedures
Preparing and reviewing security-related documents, reports, propasals, and tactical/strategic
initiatives

Facilitating background checks on the employees hired by the University

Training security professionals or other members of staff in security rules, policies and procedures
Planning and managing security for special and high-profile corporale events

Advising staff and students on security issues

Escorting staff, students and visitors when necessary:

Supervising and assessing performance of outsourced sacurity personneal:

Coardinating with public law enforcement and ather agencies ashwhen required

Investigating security incidences

Assisting in emergency management and contingency planning

Managing executive/VIF security activities

Analyzing and evaluating security operations to identify risks er opportunities for improvemeant
Monitoring implementation of security policies, programs or procedures

Conducting periodic and unscheduled patrols of University premises:

Minimum Education Qualification and Experience

+ Degree in Security Studies or related fields
« 3 years relevant work axperience.
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Job Descriptions and Person Specifications

Senior Human Resource Officer

Job Title - Senior Human Resource Officer
Grade - KUT

Location - Registry Services Direclorate
Responsible to - Assistant Registrar (Administration)
Responsible for - Human Resource Officer (PMS)

Human Resowrce Assistant

Job Purpose
To ensure effective development and implementation of human resource activities in the campus

Key Duties and Responsibilities
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10.
11.
12.
13.
14.
15.
16.

Supporting the development, review and implementation of HR policies, plans, programmes,
strategies and procedures including budgets

Planning genaral human resource managemsant activities

Coordinating grievance and dispute resolution meetings:

Coordinating review of collective bargaining agreements:

Coordinating and administering employee welfare matiers:

Facilitating recruitment, selection and disciplinary processes;

Providing HR technical support and advice to line managers and staff:

Processing payroll, insurance and compensation of staff,

Facilitating the processing of terminal benefits and access to educationfiraining loans and other
opportunities.

Flanning for recruifment and retention initiatives;

Providing recruitment and selection technical support to ineé managers;

Interpreting human resource practices and policies to staff

Preparing recruitment and selection reports and other reports as may be required

Managing staff contracts. deployment and leave; and HR Management Information system
Servicing appropriate commitiees;

Appraising and mentoring staff.

Education Qualification and Experience

+ Bachalor's degree in Public or Business Administration, Human Resource and otber related fialds
= 1 years’ axpanénce in a relevant field at officer level
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Job Descriptions and Person Specifications

Senior Human Resource Officer {Planning and Development)

Job Title : Banior Human Resource Officer (Planning and Developrmant)
Grade : KUT

Location : Registry Services Dirsctorate

Responsible to - Assislant Regisirar (Human Resource)

Responsible for - Mone

Job Purpose

To provide human resource planning and facilitate leaming and development of staff

Key Duties and Responsibilities

1. Parlicipaling in developing human resource plarning and development policies, procedures and
syslems

2. Parlicipating in developing staff training and induction matarials;

3. Providing technical advice on fraining matbers o line managers and stalf;

4. Implementing training and staff development plans and activilies,

5. Conducting fraining needs assassmeant

6. Preparing projections of manpower requirements

7. Organizing and facilitating training and orientation sessions;

8. Evalualing implemented lraining programmes Lo meaasung resulls;

8. Maintaining staff skills inveniory

10. Servicing Training Commities;

11. Praviding career quidance services and succession planning;

12. Preparing training and developmeant repors;

13. Appraising and menloring subordinate staff.

Minimum Education Qualification and Experience

* Bachelors® degree in Human Resource or relevant fields
« 3 years’ exparience in a relevant fisld af office lewvel.

Page 106




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Human Resource Management Officer (PMS)

Job Title - Human Resource Management Officer (PMS)
Grade - KUSB

Location - Registry Services Direclorate

Responsible to : Sanior Human Resourca

REEMI‘I‘E"}'B far : Mone

Job Purpose

To facilitate the implemeantation of the Perfarmance Management System (PMS) and its alignment to
business nbienii-ms

Key Duties and Responsibilities

Providing technical advice on performance management matters to staff;
Facilitating the formulation of performance agreemeants and appraisals:
Identifying performance gaps and recommend interventions;

Planning for performance managemeant activities:

Providing induction on performance management to staff

Managing performance management information system:

Ensuring adherence to University performance management calendar:
Preparing performance managament repors;

9. Servicing relevant PMS committees:

10. Maniloring and evaluating PMS activilias;

11. Appraising and mentoring staff.

e A

Minimum Education Qualification and Experience

+ Bachelor's degree Public or Business Administration, HR and other related and relevant fialds
« 3 years axpanence in a relevant feld.
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Estates Officer

Job Title : Estates Officear

Grade : KLU

Location : Registry Sefvices Directorata
Responsible to - Assislant Registrar (Administration)
Responsible for : Wiarks Suparnisor

Job Purpose

To manage astales’ maintenance sanices.

Key Duties and Responsibilities
1.

2
3
4
5.
B.
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0.

Coordinating landscape architecture, waste management, space management and building services
wiorks,

Managing outsourced services for both maintenance and facilities;

Managing infrastructure and related maintenance and improvements:

Assessing and certifying completed works:

Senvicing relevant commitiees;

Preparing product specifications and Terms of reference for construction works and services
Preparing bill of quantities for budgel astimates for astates development and maintenance works
Preparing infrastructure and maintenance reports;

Managing relationship with external stakeholders:

Appraising and mentoring staff.

Minimum Education Qualification and Experience

Bachelor's degree in Quantity Surveying/Architeciure or relevant field;
3 years’ experience in the relevant field:

Experience in maintenance works will be an added advantage
Member of Board of Architects and Quantity Surveying
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Administration Officer

Jab Title : Administration Officer
Grade <KL&
Location : Registry Sefvices Directorata
Responsible to - Assistant Reqgistrar (Administration)
Responsible for : Transport Supendisar

Diriver

Sanior Front Desk Assistant

Office Assistant
Job purpose

To provide administrative saniaces for smodth running of instilulional operations

Key Duties and Responsibilities
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9.

Owverssaing fleal managemant and maintenance,

Budgaling and monitoring the use of fuel for all instifuional vehicles;
Authorzing transport requests;

Implementing adminisirative policies, regulations and proceduras;
Monitoring and facilitating the maintenance of office facilities and furniture;
Managing outsourcing of sarvices;

Allocating working space;

Managing inventory for the campus;

Safeguarding and issuing of sports equipmeant;

10. Hiring out facilities, equipment and other services:
11. Appraising and mentoring staff.

Minimum Education Qualification and Experience

= Bachalor's degree Public or Business Adminisiration, HR and other related fields
« 3 years of relevant work axperience.
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Senior Administrative Assistant

Job Title : Adminisirative Assistant
Grade : KLUE

Location : Regisfry Services Direclorate
Responsible to = Vice Chancellor
Responsible for : Mone

Job Purposa:

Ta support and fadilitate the efficient and effective delivery of services in respective offices assigned

Key Duties and Responsibilities

Drafting, typing, printing and opening corespondences and other documeants;
Opearating office aquipment and reporting faullts:

Maintaining relevant recards

Filing and managing confidential cormespondences and documents;
Managing and maintaining office supplies and accessonies,

Managing and maintaining daily, mail register and contact list;

Attending o visilors, telephone calls and booking appaintments

Making travel arrangements;

9. Providing logistical support during meetings, events, visits and conferences;
10. Taking and compiling minutes for meatings,

11. Participating in the developmeant and review of offica procedures and systems

|~ @k -

Minimum Education Qualification and Experience

« Diplama in Business Administration, Administrative Sludies, Sacratarial Management, Office
Administration or ralated fields
« T years' ralevant work axpenance.
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Records Officer

Job Title : Records Officer

Grade : KLA

Location : Reqgistry Services Direclorata
Responsible to - Assistant Reqgistrar (Administration)
Responsible for : Records & Archives Assistant

Job Purpose

To ensura progper I‘I‘IEI.I‘IEIQEI‘I‘IEI‘Il of records and nformation for Ef'ﬁl.‘.-lﬂr"lt'gr and eflectivenass
Key Duties and Responsibilities

Crealing and maintaining dalabase 1o ensure quick refrieval of information;

Implementing reconds policies, strategies, systems and regulations:

Auditing the information thal is created and presented for storage:;

Implementing risk management interventions:

Managing the statulory requirement of the sarvice;

Planning, monitoring and evaluation of recards and information system and aclivities for the records
sachion:

7. Prowiding training o staff on records management and use:

8. Managing all aspects of records fransfier and disposal,
g
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. Producing relevant reports,
0. Supervising subardinate staff.

Minimum Education Qualification and Experience

= Bachelor's degree in Library and Information Sciences, Records Management or any related field
« 3 years relevant axperience.
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Clinical Officer
Job Title : Clinical Officer
Grade : KLU
Location : Registry Services Dirsctorate
Responsible to - Assislant Registrar (Administration)
Responsible for : Laboratory Technician
Murse/Midwife Technician
Pharmacy Technician
Clinic Clark
Clinic Attendant

Purposa of the Job
To pravide health care servicas

Key Roles and Responsibilities

1. Participating in developing, reviewing, and monitoring implementation of health care policies, plans,
programmes, stralegias, systems, procedure and regulations including standards and budgets.
Prowviding primary health care services lo staff, students and surrounding communities.
Dhagnasing and treating patients

Developing and maintaining patients” dalabase

Muaobilizing resources for the clinic

Facilitating and implemeanting community oulreach programmes

Preparing duty raster

Preparing reports

Appraising and mentoring staff
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Qualifications
= [iploma in a relevant fisld
» 3 years’ relevant experience in clinic management
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Academic Programmes Administrator

Job Title - Academic Programmes Administrator

Grade - KUSB

Location - Registry Services Direclorate

Responsible to - Administratively - Head of the School(s) assigned

Functionally — Assistant Registrar (Academic Support Services)
REEPIDII‘E"J"B far : Mone

Job Purpose:

Ta support and facilitate the efficient and effective academic programmes administration services in
the school assigned

Key Duties and Responsibilities

Planning and managing the operations of newlexisting degree programmes

Assisting in timetabling/scheduling of classes. as well as booking of facilities

Assisling in exam matters such as proofreading exam scripts

Organizing and managing events such as workshops, meetings and dialogue sessions
Administering procurament process for various programmes

Managing and monitoring programme budgets, expanditure and assets

Recording notes/minutes of academic/Mfaculty meetings

Managing student matters such as processing student claims and withdrawal

. Assisting in the preparation for programme accreditation

10. Providing other programme support assignments as required

11. Assisting facully by arswering student questions and providing/locating desired information
12. Assisting in erganizing and conducting school/departmental academic events, as directed,
13. Organizing the faculty evaluation process

14. Fadilitating the maintenance and timely updating of the school/deparimental websilefdatabases
15. Verifying and processing student and parl-time employee time records

L e R N

Minimum Education Qualification and Experience

= Bachelor's Degres in Education or related fields
« Three (3) years’ relevant work experience.
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Administrative Assistant

Job Title - Administrative Assistant

Grade - KLE

Location : Registry Services Direclorate

Responsible to - Administratively - Head of the Office(s) assigned
Functionally - Administration Officar

Responsible for : None

Job Purpose:

Ta support and facilitate the efficient and effective delivery of services in respective offices assigned
Key Duties and Responsibilities

Drafting, typing, printing and opening correspondences and other docurments:
Operaling affice equipment and reporting faulls,

Maintaining relevant records

Filing and managing confidential correspondences and documents:
Managing and maintaining office supplies and accessorias,

Managing and maintaining daily, mail register and contact kst

Altending to visilors, telephone calls and booking appoiniments

Making travel arrangements:

Providing logistical support during meetings, events, visils and conferences:
1[I Taking and compiing minutes for maatings;

11. Participaling in the developrment and review of office proceduras and syslems

W kN

Minimum Education Qualification and Experience

= Diploma in Business Adminisiration, Administrative Sludies, Secretanal Management, Office
Administration or related helds

= Two years’ relavani work expeneance.
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Assistant Administration Officer

Job Title - Assistant Adminestration Officer
Grade :KLUHE
Location : Reqgistry Services Direclorata
Responsible to - Assistant Reqgistrar (Administration)
Responsible for - Assistant Administration Officer
Diriver
Handyman

Senior Front Desk Assistant
Jab purpose
To provide administrative services for smoolh running of institufional operations at the satellite campus

Key Duties and Responsibilities

Overseaing fleat management and maintenance at the sateliite campus:
Budgeting and monitoring the use of fuel for all instifutional vehicles for the satellile campus;
Authodzing transport reguests,;

Implementing adminisirative policies, regulations and proceduras:;
Monitoring and facilitating the maintenance of office facilities and furniture;
Managing outsourcing of sericas;

Allocating waorking spacea;

Managing inventory for the campus;

g9, Safeguarding and issuing of sports equipmeant;

10. Hiring out faciliies, equipmeant and olher services:

11. Appraising and mentoring staff.

L

Minimum Education Qualification and Experience

= Bachalor's degrea Public of Business Administration, HR and ather related fields
+ 3 years of relevant work experience.
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Assistant Security Officer
Job Title - Assistant Security Officer
Grade - KUg

Location - Security

Responsible to - Senior Security Officer
Responsible for : Mone

Job Purpose

To assist in providing and managing security services

Key Duties and Responsibilities

;b M
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9.

10.
11.
12.
13.
14.
15.
16.

Participating in developing, reviewing and ensuring compliance o security slandards, palicias,
and procedures

Preparing sacurity-ralated docurments, reports, proposals, and taclical’sirateqgic initiatives
Facililating background checks on the employeeas hired by the University

Training securily professionals or other mambers of stalf in securily rules, palicies and procedures
Assisting in managing security for special and high-profile corporate events on campus or as
delegaled by the Sacurity Officer

Advising staff and students on securily iEsues

Eszcorting slaff, students and visilors whan necassary,

Farticipating in supervising outsourced security personnel;

Coordinating with public law enforcament and othar agencias asiwhen required

Investigating security incidences

Assisting in emergency management and contingency planning

Managing exaculivealIP security activitias

Analyzing and evaluating security operations to identify risks or opportunities for improvement
Monitoring implementation of security policies, programs or procedures

Conducling periodic and unscheduled palrals of Universily pramises;

Preparing security reports;

Minimum Education Qualification and Experience

« MSCE
+ Diploma in Security Studies or relaled fields
« 2 years relevant experience.
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Transport Supervisor

Jab Title : Transport Supeénisor

Grade : KLE

Location : Registry Services Dirsctorate
Responsible to : Administration Ofhcer
Responsible for = Driver

Job Purpose

To assist in the management of University fleat

Key Duties and Responsibilities

Providing overall supervision to the Transport activities

Facilitating processing of insurance and certificates of fitness for institutional vehicles:
Preparing fuel consumption and monthly transport reports:

Maintaining vehickes records

Preparing ransport schedules and routing of all ulility trarspert facilities of the University
Monitaring fuel consumplion and vehicle performance

Preparing fleel management annual budget estimates and other operational plans
Manitoring and promoting efficient utilization of transport and related resources

. Organizing vehicle maintenance;

10. Processing accident claims and transport requests:

11. Facilitating special fraining courses for drivers.

12. Preparing vehicle preventive and routine maintenance schedules and enfording their implementation.
13. Preparing monthly fleet management reports for management decision-making

B ~mm bk Wk =
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Minimum Education Qualification and Experience

+ Diploma in Transport and Logistics, Fleet Management or other related fields
# 3 years of relevant experience in relevant fisld.
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Warks Supervisor

Job Title - Works Supenvisor
Grade - KU

Location - Registry Services Directorate
Responsible to - Estates Officer

Responsible for : Handyman

Purpose of the Job
Ta facilitate timely and quality maintenance of University estates

Key Roles and Responsibilities
1. Monitoring construction and maintenance works

2. Inspecting activities on constructions sites

3. Inspecting materials going into construction projects

4. Implemeanting plans and designs according to standards
5. Requisitioning building materials

6. Monitaring compliance to OSHE standards

7. Preparing reports

8. Allacating work and appraising staff

Minimum Qualification and Experience
= Diploma in a relevant fiseld
= 2 years relevant experience at senior managerial lewvel
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Nurse/Midwife

Job Title = MursaMidhwife

Grade : KLUE

Location : Registry Services Dirsctorate
Responsible to : Clinical Officer

Responsible for - Mone

Purpose of the Job
To provide nursing and midwifery services

Key Roles and Responsibilities
1. Taking vital signs

2. Administering and monitaring medications

3. Providing nursing care to clients including counseling of patients and guardians
4. Facilitating introduction of staff and students’ medical schemes

5. Implemanting community oulreach programmes

B. Organizing and implemeanting training programmes on health-related matiers
7. Maintaining clients and patients’ data including drugs and supplies

8. Recommending re—order and disposal drugs and medical supplies

9. Preparing reports

Minimum CQualifications
« Diploma in nursing and midwifery
« 3 years relevant experience.
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Clinic Laboratory Techmician

Job Title : Clini¢: Laboratory Technician
Grade : KLUE

Location : Registry Services Dirsctorate
Responsible to : Clinical Officer

Responsible for - Mone

Purpose of the Job
To provide laboratory services

Key Roles and Responsibilities
Implementing laboratory policies, plans, systems, procedure and regulations and standards.
Collecting, processing and storing biological samples

Conducting laboratory tests and analyzing results

Ordering and safekeeping of reagents and supplies

Maintaining clients and patients’ data including drugs and supplies

Counseling patients and guardians

Maintaining general cleaniiness of the laboratory

Preparing reports

e -~ @ ;g & W M =

Qualifications
+ Diploma and registered with relevant professional bodies
+ 2 years' relevant experience.
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Senior Front Desk Assistant

Job Title : Banior Front Desk Assistant
Grade S KUAD

Location : Registry Services Dirsctorate
Responsible to : Administration Officer
Responsible for - Mone

Job Purpose

To faciltate communication in the University imternally and with external stakeholders

Key Duties and Responsibilities

Attending to and directing visitors to appropriate offices
Operating the switchboard

Recording the incoming and outgoing telephone calls

Receiving and signing for hand delivered mail and directing to relevant offices
Reporting PBX faults for timely maintenance

Taking and relaying messages

Maintaining the time register

Operating communication systems:

Producing reports of communications:

Compiling telephone usage data;

Reporting communication equipment faults;

Facilitating emergency response;

Minimum Education Qualification and Experiance

+« MSCE:
= Cerificale Business Adminisiration, Froni Office Dperations, HR, Markeling or related halds

« 1 years relevani experience.
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Handyman

Job Title : Handyman
Grade S EU10

Location : Estates
Responsible to : Works Suparvisor
Responsible for - Mone

Job Purpose

To support the provision of estales development services

Key Duties and Responsibilities

B~ @Mk b=

9.

Maintaining and rehabilitating all carpentry works:
Submitting material requirements for maintenance and rehabilitation of carpentry works;
Checking quality of all carpentry materials on delivery by suppliers;

Recommending to the Estates office on the approved standards as they emerge;
Assisting in monitoring inspecting maintenance works performed by oulside vendors;
Determining sources of carpentry malfunctions and making recommendations
Inspecting and conducting repairs or maintenance as needed.

Underaking minor electrical installaion and maintenance warks

Carrying out plumbing and carpentry works

10. Carrying out building maintenance works
11. Identifying and reporting areas that need major repairs
12. Preparing and submitting requisitions for required work materials

Minimum Education Qualification and Experience

« MSCE;
+ Certificate in a relevant technical field
s 2 years' experience.
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Senior Records and Archives Assistant

Jab Tithe : Sanior Records and Archives Assistant
Gradea S EUAD

Location : Regisfiry

Responsible to : Assislant Regisirar (Records)
Responsible for : Records and Archives Assistant

Job Purposa

To provide record management services

Key Duties and Responsibilities

Preparing records and computer databases:

Filing and securing of source documeanis of reconds;

Implemeanting relevant records policies, procedures, syslams and regulations,
Fadilitaling access o records,

lssuing and recaiving records:

Evaluating, selecting, retrieving and arranging materials,

Respanding to quedies and requests regarding records;

Preparation of relevant reports.

Appraising and mentaring staff

DE~@m ek W=

Minimum Education Qualification and Experiance

= Carlificate in Library and Informalion Scences, Records Managameant or any related field
= 2 yaars relevant experiancs.
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Records and Archives Assistant

Job Title ! Records and Archives Assistant
Grade : K11
Location : Reqisiry Services Directorale
Responsible to : Campus - Records Officer
Head Office - Senior Records and Archives Assistant
Responsible for : Mane
Job Purpose

To provide record management sarvicas

Key Duties and Responsibilities

Praparing records and compuler databases;

Filing and securing of source documents;

Implemanting relevant records policies, procedures, systems and regulations;
Fadilitating access (o records,

Issuing and receiving records;

Evaluating, selecting, retreving and arranging malerials;

Responding to queries and requests regarding records:

Preparation of ralevant reports.

el L

Minimum Education Qualification and Experience

» Certificate in Library and Information Sciences, Records Management or any related field
« One (1) year relevant exparience.
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Human Resource Assistant

Jab Title : Human Réesource Assistant
Grade S KU1

Location : Human Rasourca
Responsible to : Human Resource Officer
Responsible for . Human Resouwrce Assistant
Job Purpose :

To suppart the provision of human resource management senices

Key Duties and Responsibilities

1. Arranging the deployment of staff;

2. Compiling and updating human resource records;

3. Preparing and updating schedule of staff lzave days,

4_ Preparing and drafting HR relaled correspondences,

5. Sarvicing recruitment inlendiews;

6. Facilitating processing of work permits for staff members;

7. Fadilitating production of human resource work plans and reporis;
8. Procassing slalf benafils.

Minimum Education Qualification and Experiance

« Certificate in Human Resource or related fialds
« 2 years' experience in relevant field
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Academic Support Services Assistant

Job Title : Academic Support Services Assistant
Grade S KU1

Location : Registry Services Dirsctorate
Responsible to : Academic Supporl Services Officer
Responsible for - Mone

Job Purpose

To support the provision of academic support services to the university

Key Duties and Responsibilities

B~ @Dk W -

8.
10.
11.

Assisting in facilitating studants’ recruitmeant and salection;
Preparing academic schedules,

Aszsisting in facillating academic events:

Assisting in registering students,

Maintaining students records,

Updating academic information on the weabsite, social media and similar public farums;
Caompiling academic data;

Advising prospective students on courses offerad in the University,
Preparing students transcripts and cerifications:;

Preparing class room allocation;

Facililating studants’ academic disciplinary hearing;

Minimum Education Qualification and Experieance

= Carificata in Businass Adminisiration and ather related fialds
« 1 years’ experience in relevant field.
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Diriver

Jab Title : Diriver

Grade S KU1

Location : Registry Sarvicas Diraciorale

Responsible to : Transport SuparvisorfAssistant Adminisiration Officer
Responsible for : None

Job Purpose

To provide effective and safe driving services

Key Duties and Responsibilities

1. Driving mambers of the University and visitors as assigned

2. Cheaning vehicles,

3. Reporting on vehicle repair requirements and renewal of licenses, certificates and insurance:;
4. Conducting daily and routine molor vehicle checks;

5. Maintaining vehiclka logbook

G. Delivering mail and packages fromflo various offices

7. Loading and off-oading official items.

8. Reporting wehicle issuves and maintaining minor vahicle faults

9. Reporting breakdowns and accidents

10. Preparing wehicles status report

Minimum Education Qualification and Experience
= MSCE;

= Clean Driving Licensa;

+ Professional Driving Permit (PDP);

= 2 years expanence.

Page 127




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Clinic Clerk

Jab Title 2 Clinie Cherk
Grade KU1
Location = Climiie:
Responsible to = Climical Officer
Responsible for = Mone

Purpose of the Job

To provide clinic clerical services

Key Roles and Responsibilities

B oW M=

Providing clinic front office services

Filing, securing and backing up clinic documeants
Capturing, compiling and sorting clinic data
Taking details of patients

Minimum Qualifications and Experience

« MSCE

« Cerlificate in Records Managemeant, Administrative Studies, Human Resourca, or related fialds
« Dine (1) year relevant wark experiences.
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Clinic Attendant

Job Title = Clinie Attendant

Grade KU1z

Location : Registry Services Dirsctorate
Responsible to : Clinical Officer

Responsible for - Mone

Purpose of the Job
To provide support in clinical services

Key Roles and Responsibilities

1. Cleaning the dinic

2. Cleaning and maintaining clinic equipment and materials
3. Circulating files:

4. Ensuring safe custody of clinic materials

5. Reporting any clinic security cases

Minimum Education Qualifications and Experience
= MSCE
= 1 year expanance relevamn exparienta.
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Office Assisiant

Job Title : Office Assistant

Grade KU12

Location : Registry Servicas Direclorate
Responsible to : Administration Ofhcer
Responsible for : Mone

Job Purposa

To provide office support services

Key Duties and Responsibilities

Cleaning offices and olher areas as advisad,
Collecting and delivering mail and messages:
Preparing refreshments

Circulating files and documents;

Distributing office reading material and consumables,
Operating office equipment:

Assist in providing front office services,

Preparing avents venues:

9. Directing visitors lo relevant offices;

10. Rurning office errands

11. Assist in supervising and guiding the outsourced cleaners.

e A

Minimum Education Qualification and Experience

« MSCE,
= -year relevant work experiancea.
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2.9.

FINANCE AND INVESTMENTS DIRECTORATE

Director of Finance and Investments

Job Title - Director of Finance and Investments

Grade - KU3

Location  Finance and Investments Directorate

Responsible to : Vice Chancellor

Responsible for - Deputy Direclor of Finance and Investments
Investments Specialist

Main purpose of the job

To provide leadership and strategic direction in the management of financial resources, assats and
investments.

Key Duties and responsibilities

1.
2.

3.

~

B.
T

B.
8.
10.
11.

12.
13

Providing owerall keadership and direction on financial and investmant matters

Advising the University executive Management Team and the Council an matters ralating to
finandial managemeant and invasiments

Devaloping and reviewing financial and investmeni policies, plans, strategies, procedures and
regulations

Overseeing management of assats insurance and pension portfalios

Coordinating and facilitating the development of budget estimates for the University and
regulating expanditure 1o ensure conformity with approved budgets, existing regulations and
grants coniract

Autharizing payments

Implemeanting, monitoring and reviewing stores, financial and investment policias, plans,
budgels, stralegies, procadures and regulations

Designing and implemanting intamal controls

Dewaloping and implementing resource mobilization and affective utilization strategies
Parforming due diligence of invesiment opportunities; and investment portfolio risk assessmean
Liaising with davelopment partnars, govermment and agencies and other stakeholders in the
provision of support to the Univarsity's programmes

Preparing and presenting finandcial and investment reports and other reports

Sarvicing relevant commitleas of the Council

Education Qualification and Exparience

Master's degree in Accounting or related fields
Professional accounting qualification
B years” axperience al management level
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Deputy Director of Finance and Investments

Jab Title : Deputy Director of Finance and Investments
Grade - KL

Location : Finance and Investmeants Directorabe
Responsible to : Director of Financa and Investments
Responsible for : Finance Manager

Sanior Grant Finance Officer

Main purpose of the job

To provide leadership and strateqic direction in the management of financial resources, assets and
investmeants.

Key Duties and responsibilities

1.
2.
3.

™o

10.

11.

12.
13

Prowviding overall leadership and direction on financial management matters

Advising the Director of Finance and Investments relating to financial management
Participating in developing and reviewing financial and investment pelicies, plans, strategies,
procedures and regulations

Participating in overseeing management of assets insurance and pension portfolios

Assisting in coordinating and facilitating the development of budget estimates for the University
and regulating expenditure to ensure confarmity with approved budgets, existing regulations and
grants contract

Authorizing payments as delegated

Implementing, monitoring and reviewing stores, financial and investment policies, plans,
budgets, strategies, procedures and regulations

Participating in designing and implementing internal controls

Participating in developing and implementing resource mobilization and effective ulilization
stralegies

Assisting in performing due diligence of investment opportunities: and investment portfolio risk
assassment

Liaising with development partners, govemnment and agencies and other stakeholders in the
provision of support to the University's programmes

Assisting in preparing and presenting financial and investrment reports and other reports
Sanmvicing relesant commitiees of the Council as delegated by the Director of Financa and
Investments

Education Qualification and Experience

Master's degree in Accounting or related fields
Professional accounting qualification
8 years’ experience al management level
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Finance Manager

Job Title : Finance Managar

Grade - KUS

Location - Department

Responsible to - Deputy Director of Finance and Investments
Responsible for - Serior Finanoce Officer

Main purpose of the job

To provide financial managament serices

Duties and Responsibilities:

1. Advising the DFI on all aspects of Financial and assels management

2. Contralling and eoordinating the University's accounting funclions

3. Facilitating the preparation of budget estimates

4. Confralling of expenditure

5. Analyzing and consolidating management accounts and financial statements

6. Reviewing and analyzing the payroll

7. Facilitating the management and revaluation of assets and stores

8. Supporting the development and reviewing financial and investment policies, plans, strategies,
procedures and regulations

9. Authorizing payments when delegated by the DFI

10. Implermenting, monitoring and reviewing stores. financial and investment policies, plans, strategies,
procedures and regulations

11. Supporting in designing and implemeanting internal controls

12. Supporting the development and implamentation of resource mobilization sirategies

13. Fostering efficient ulilization of resources in the division

14. Managing audits inchuding grants specific audits

15. Preparing financial accounts

1B6. Preparing and consolidating financial reports

Education Qualification and Experience

« Master's degrea in Accounting or related fields
+ Accounting professional gualification
« 5 years’ experience at management level
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Investments Specialist
Job Title - Investments Specialist

Grade - KUG

Location  Finance and Investments Directorate
Responsible to  Director of Finance and Investments
Responsible for  Investments Officer

Main purpose of the job
Ta provide efficient and effective grants financial management.

Key Duties and Responsibilities:

@Mk WP =

.
a.

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

Maonitoring expenditure relating to grants to avoid overspanding within projects

Providing advice on granis financial management matters

Consolidating grants managemeant accounts, financial statements

Approving journal vouchers

Reviewing grants budgets and reconciliations

Maonitoring grants periods and ensure that grant phase out financial requirements are adequately
met and grants are smoothly phased out

Reviewing and consolidating grants financial reports in accordance with donor requirements in a
timely manner.

Recommending disposal of fixed assets related lo research grants

Facilitating smooth grants audits by providing necessary suppor and information in a timely
manner

Implementing grants audits recommendations

Preparing of grants financial reports

Consolidating grants financial reports

Managing grants specific audits

Ensuring compliance of internal controls in relation to donor requirements.

Appraising and mentoring staff

Education Qualification and Experience

« Bachelor's degree in Accounting or related fields
+ Accounting professional qualification
« 5 yaars' relevant work experience
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Senior Finance Officer

Jab Title - Sanior Finance Officer
Grade - KUT

Location : Finance and Ineestmeams
Responsible to : Finance Manager
Responsible for : Sanior Finance Officer

Main purpose of the job

To provide efficient and effective financial Management at Campus lawel.

Key Duties and Responsibilities

12.
13.
14.
15.
16.

Owversesing the operations of accounts section in the Campus to ensure it is effective and efficient
and managing queries related to payments
Preparing and menitoring campus budget and cash flows

Processing payments according to the established policies, procedures and the budget
Ensuring that payroll is up-to-date at all times and is ready in ime for fimely and accurate
payment of salaries

Preparing campus annual budgets in conjunclion with schools and other dapartments
Monitoring expenditure and advising on any deviations and overruns

Maintaining books of accounts and fixed assets register in the campus

Recommending strategies to achieve more efficiency in service delivery and resource utilization
throughout the campus

Preparing financial reports for the campus

. Coardinaling and supporting financial audits within the campus
. Responding to audil queries arising from internal and external auditors and providing information

o internal or external Auditors in imes of audil aclivilies
Producing panodic reparts

Preparing management accounts for the campus

Managing insurance portfolios for the campus

Facilitating the management and revaluation of assets and stores
Appraising and menioring staff

Education Qualification and Experience

» Bachelor's degree in Accounting or related fields
+ Accounting professional qualification
» 5 years' relevant work experience
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Senior Grants Finance Officer

Job Title - Senior Grants Finance Officer
Grade - KUT

Location  Finance and Investments Direclorate
Responsible to - Deputy Director of Finance and Investments
Rasp-unsll:rla far : Grants Finance Officer

Main purpose of the job

To provide grants financial management services

Duties and Responsibilities:

Cﬂr‘ﬁtliﬂélﬁr'g gr'anis r'nanagar'mni accounts, financial stalements
Approving journal vouchers

Conducing reconciliations

Preparing grants budgets in liaison with Principal Investigators

Mok W R =

requirements
Corfrolling expenditure to avoid overspending within projects

=

Checking costs that are chargeable to grants, adhering to intermnal control standards and donor

7. Assisting in monitoring grants periods and ensure that grant phase out financial requirements are

adequately met and grants are smoothly phased out

8. Preparing, reviewing and consolidating grants financial reporls in accordance with donor

reguirermants in a timealy manner.

9. Generating financial analysis on grant financial information that will provide managemeant with

information for decision making
10. Ensuring payments are made in compliance with donor requiremeant

11. Recommending disposal of fixed assets

12. Facilitating smooth grants audits by providing accurate information in a timely manner
13. Implementing grants audits recommendations

Education Qualification and Experience

+ Bachelor's degree in Accounting or related fields
+ Professional accounting qualification
» 3 years' relevant work experience
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Investments Officer
Job Title  Investments Officer
Grade - KU8

Location - Investments Division
Responsible to  Investments Specialist
Rasp-unsll:rla far : Mone

Main purpose of the job
Ta provide investment managemeant servicas

Duties and Responsibilities:

Drafting investment management accounts

Conducting investment reconciliations

Recommending disposal of obsolete fixed assets for Income Generating Units
Assessing and recommending establishment of appropriate investment portfolios
Conducting research to identify investrment appoarfunities

@Mk WP =

and daims records
Manitoring and reviewing performance of investment portfolios

=

Developing and maintaining investment records for Universily business units including insurance

8. Establishing and maintaining partnerships with financial institutions, professional advisers and

ather relevan! stakeholders on investmants matlers.

9. Assisting in developing, reviewing and meniloring implementation of sound investment risks

management machanisms

10. Participating in mobilizing resources and monitoring its effective. efficient and economic utilization.

11. Preparing investments reports

Education Qualification and Experience

+ Bachelor's degree in Accounting or related fields
+ Professional accounting qualification
+ 3 years' relevant work experience
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Finance Officer

Job Title : Finance Officar
Grade S KLUA

Location : Finance
Responsible to : Senior Finaroe Officer
Responsible for * Mone

Main purpose of the job

To praovide financial managamant serices

Duties and Responsibilities:

Drafting budgets, financial statements and management accounts for campus, schools and
corporate units

Checking journal wouchers, daily banking summaries, paymant vouchers, cash imprest and
advances for grani activities.

Preparing budgets, payroll reports, and schedules for audit, management accounts and assels
disposal

Reconciling bank, receivables and payables accounts

Pricing of income generaling activities

Caollecting, updating and posling payroll data

Filing payrall and other relevant docurments.

Preparing and maintaining tax records and accounting information in the systam
Maintaining and updating Fixed Assel Register and records of accountable documents

. Conducting general ledger reconciliations and stock-take

. Checking purchases against LPOs and other relevant documents

. Collecting debis

. Manitoring and advising schools and corporate units on expenditure
. Approving journal vouchers and daily banking summaries

. Authorizing payment claims and vouchers

. Managing fixed assets

Education Qualification and Experience

Bachelor's degree in Accounting or related fields
Accounting professional qualification
3 years' related wark experiancs
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Grants Finance Officer

Jab Title : Grants Finance Officar
Grade : KLUE

Location : Grants Finance Saction
Responsible to : Grants Financa Officar
Responsible for : Mone

Main purpose of the job

To provide grants financial management services

Duties and Responsibilities:

Mok W R =

requirements

=

Cﬂr‘ﬁtliﬂélﬁr'g gr'anis r'nanagar'mni accounts, financial stalements
Approving journal vouchers

Conducing reconciliations

Preparing grants budgets in liaison with Principal Investigators
Checking costs that are chargeable to grants, adhering o internal control standards and donors

Corfrolling expenditure to avoid overspending within projects

7. Assisting in monitoring grants periods and ensure that grant phase out financial requirements are
adequataly met and grants are smoothly phased out

B. Preparing, reviawing and consolidating grants financial reports in accordance with donor
requiremeants in a timaly manner.

9. Generating financial analysis on grant financial information that will provide managemeant with
information for decision making

10. Ensuring payments are made in compliance with donorigrant requirement

11. Recommending disposal of fived assets related to grants

12. Facilitating smoath grants audits by providing accurate information in a timely manner

13. Implementing grants audit recommendations

14. Preparing periodic reports

Education Qualification

and Experience

+ Bachelor's degree in Accounting or related fiekds
+ Professional accounting qualification
« 3 years' relevant work experience

Page 139




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

2.10. STUDENT AFFAIRS DIRECTORATE
Director of Student Affairs

Post Title - Director of Student Affairs

Grade - KU3

Location - Direciorate

Responsible to  Viee Chancellar

Responsible for - Student Affairs Manager

Sludent Affairs Officer

Job Purpose

To provide owarall sirateqic leadership, oparational managament and administrative direction of studant
affairs functions in the University.

Key Duties and Responsibilities

1. Providing leadership and management of student affairs in the University
Coordinaling activities and programmes associated with student intermships, industry attachment
and career guidance;

3. Developing, implementing, monitoring and reviewing students’ welfare policies, plans, strategies,
systems, regulations and procedures

4. A-ﬂfﬁlﬁg the: Vice Chancallor, otfher line managears and committees on students’ affairs matiers:

developing and reviewing student welfare policies, rules and regulations in line with overall

University strategies and policies:

Sending as a mamber of students discplinary committes on conduct and academic matters,

Serving as a patron of the student representative body;

Being the point of contact on all matters affecting students’ welfare;

9. Maintaining alumni relationship with the University:

10. Developing and implementing resource mobilization strategies

11. Handling students’ complaints and grievances:

12. Supervising and mentoring staff

&

| o=m

Education, Qualification and experience

= Masker degree in Management, Education, Health related fiald or related helds,
« 8 years' relevant experiance at management level.

Page 140




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Student Affairs Manager (General and International Affairs)

Job Title - Student Affairs Manager (General and International Affairs)
Grade - KUS
Location - Student Affairs Section
Responsible to - Student Affairs Manager
Responsible for - Assistant Student Affairs Officer
Coach
Counsellor
Chaplain
Warden
Job Purpose

To provide student welfare services o ensure quality of life for international and other students in the
University.

Key Duties and Responsibilities

7.
8.
9.

10.
11.
12,
13.
14.

Planning, directing and implementing campus student affairs programs

Participating in developing and reviewing students’ affairs policies, plans, strategies, systems,
regulations and procedures

Interprating, implameanting and monitoring students’ affairs policies, plans, stralegies, systems,
regulations and procedures

Sarving as a mamber of relevant commitiees as delegated by the Director;

Conducting investigations and attending to students’ discplinary matlers, complaints and
grievances:

Establishing and maintaining effective working relationship with studants, siaff, axiamal stakeholders
and general public

Advising line managers and students on welfare matiers;

Prowviding support to vulnerable and special neads studants

Managing and coordinating international students” affairs including marketing and recruilmeant
Facilitaling the integration of inlernational students

Implemeanting resource mobilization plans

Maintaining databank for spacial student issues, alumni and relevant stakahalders

Scouting t&chnical expers in counsalling, sporls and other relevant areas,

Appraising and mentoring staff.

Education, Qualification and Experience

» Masters' degree in Management, Education or related fields:
» 5 years’ relevant experience.

Page 141




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)
Job Descriptions and Person Specifications

Student Affairs Officer

Job Title - Student Affairs Officer
Grade - KU8
Location - Student Affairs Section
Responsible to - Student Affairs Manager
Responsible for - Assistant Student Affairs Officer
Coach
Counsellor
Chaplain
Warden
Job Purpose

To provide student welfare services lo ensure quality of student life in the University.

Key Duties and Responsibilities

1.
2

=
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11.
12.
13.
14.
15.

Planning, directing and implemeanting campus student affairs programs

Padicipaling in developing and reviewing students’ affairs policies. plans, strategies, systems,
regulations and procedures

Interpreting, implementing and monitoring students’ affairs policies, plans, strategies, systems,
regulations and procedures

Serving as a member of relevant committees as delegated by the Director:

Coordinating, establishing and monitoring operations of students’ clubs, societies, associations and
other extra-curricular programmeas

Conducting investigations and alending to students’ disciplinary matters, complaints and
grievances;

Establishing and maintaining efective working relationship with students, staff, external stakeholders
and general public at campus level

Advising ine managers and students on welfare matters:

Providing support o vulnerable and special needs students

Providing support in the management and coordination of international students’ affairs including
marketing and recruitment

Facilitating the integration of international students

Implementing resource mobilization plans

Mairdaining databank for special student issues, alumni and relevant stakeholders

Seouting technical axperts in counselling, sports and other relevant areas:

Appraising and mentoring staff.

Education, Qualification and Experience

» Bachelors’ degree Managerment, Education or related fialds:
» 3 years relevant experience.
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Assistant Student Affairs Officer

Job Title - Assistant Student Affairs Officer
Grade - KUg

Location - Student Affairs

Responsible to - Student Affairs

Rﬂspdl'lﬂhlﬂ far : Mone

Job Purpose

To support the provision of student welfare services

Key Duties and Responsibilities

L el T

10.
11.
12.
13
14.

15.
16.
17.

Compiling and handling student's welfare issues

Allocating rooms o students and handling keys

Identifying and reporting hostel faults for maintenance

Maonitoring hostel sanitation and hygiene

Reporting non-compliance of students in halls of residence

Reporting security and maintenance issues in halls of residence

Maintaining inventory of furniture, mattresses, equipment and keys in halls of residence
Maintaining record of local and international studants

Processing study permits for students;

Updating the website, social media and similar public forums on students’ welfare aclivities;
Ligising wath students on waliare issues,

Providing logistical support during student welfare functions:

Fadilitating students disciplinary hearing:

Maintaining scholarship records and following up with students” scholarship funders on
payments,

Processing insurance and compensation issues for students;

Preparing reports

Appraising and mentoring staff

Education, Qualification and Experience

= Diploma in redated fisld,
+ 3 years’ relevant experience.
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Sports Coach

Job Title : Sports Coach

Grade KUE

Lacation : Student Affairs
Responsible to : Student Affairs Officer
Responsible for : Mone

Job Purpose

Tao provide technical expertise in sporls

Key Duties and Responsibilities

1. Teaching relevant sports skills, tactics and techniques

2. Manitoring and enhancing parformanca in various sporting disciplines
3. Providing sports instruction, encouragement and constructive feadback
4. Advising students an health and lifestyle-related issuas

5. Developing training programmes

6. Undertaking adminisirative fasks

7. Facilitating sports promaotion and developmant

B. Resolving relevant disputes and grievances

8. Menloring sludents in vanous disciplines including athletics

10. Accompanying students during sporting aclivities

Education, Qualifications and Experianca

- Diploma in Sports Administration, Physical Education or related fields
« 2 years relevant experiance
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Warden

Job Title - Wardan

Grade S KLUE

Location : Student Affairs
Responsible to : Sludent Affairs Officar
Responsible for : None

Job Purpose

To provide student welfare support services in the halls of residenca

Key Duties and Responsibilities

Ll
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9.

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

Coordinating student’s allecation in halls of residenca

Reinforcing lenancy agreements for residential students

Fadilitating maintenance and répair in halls of residance

Providing welfare support for students who may be experiencing personal problems or
difficulties in halls of rasidences

Supporting new residents settle in halls of residence

Linking students with Student Affairs Officer

Monitaring sanitation and hygiena in halls of residence

Monitaring security and safety of sludents in the halls of residence

Preparing reports

Maintaining residences inventary:

Resalving minor disputes among students:

Facilitating social activities to support the development of a sense of community:
Ensuring compliance with residences regulations:

Providing leadership in case of amergency:

Recording and reporting all significant incidences;

Education, Qualifications and Experience

+ Diploma in Hospitality managemeant, Housekeeping or related fields:
+ 2 years' relevant experience.
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Chaplain

Job Title : Chaplain

Grade : KLU

Location : Student Affairs Direclorale
Responsible to : Student Affairs Officer
Responsible for : None

Job Purpose

Ta provide maral and spiritual support to students for their general well-being

Key Duties and Responsibilities

N @AW

Participating in developing, implementing. monitoring and reviewing students’ welare policies, plans,
sirategies. systems, regulations and procedures related to chaplaincy

Providing advice to line managers in matters relating to religion and morals at campus level.
Providing general counselling to students.

Attending to pastoral needs of students

Coordinating religious services of the various groups on campus in liaison with student leaders
Presiding over caremonias like funerals and meamonal services and olher relevant spacial events
Developing and maintaining rapport between the University and religious bodies

Qualification, Experience & Competencies

- Diploma in Theology, Refigious Studies or Spiritual Leadership in relevant fields
« 3 years relevant experience
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Counsellor

Job Title : Counsellor

Grade KUE

Location . Student Affairs
Responsible to . Students Affairs Officer
Responsible for : None

Job Purpose

To promate psychosocial wellbeing of students

Key Duties and Responsibilities

Providing psychotherapy and counselling services

Prowviding crisis intervention, consultation and referral services

Administering and interpreting psychological assessments

Providing outreach programmes on a variety of mental health topics to the campus community
Facilitating various training programs related lo psychosocial wellbeing

Monitoring and recording clients’ progress;

Developing therapeutic processes:

N @me WM -

Education, Qualifications and Experience

= Diploma in Education or related fields
» 2 years' relevant experience
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211,

QUALITY ASSURAMNCE DEPARTMENT

Chief Quality Assurance Officer

Job title : Chief Quality Assurance Officer

Grade s KLU4

Location : Quality Assurance Depariment
Responsible to : Wice Chancellor

Responsible for : Quality Assurance Manager (Operations)

Quality Assurance Manager (Operations)

Main purpose of the job

To ensure compliance to quality standards and requirements of provision of services across all
syslems in the University.

Key Duties and Responsibilities

P
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11

12.
13.

14.

Developing. reviewing, implementing and monitoring quality assurance and enhancament policies,
plans, programmes, strategies, procedures induding budgets

Leading the development of guality management and academic regulatory framewarks
Facilitating and enforcing compliance with intemal and extemal quality assurance standards,
regulatory, professional bodies and legal frameworks

Developing. reviewing and implementing schedule of cycles for academic programmes in liaison with
Executive Deans

Initiating and coordinating quality assurance audits

Mobilizing resources and monitoring its effective, efficient and economic utilization

Developing and maintaining partnership with government, industry and other relevant institutions,
development partners and inlernational communities

Iritiating and coordinating institlutional assessments, outreach programmes and racer studies

Preparing reports

. Collating and distributing information from regulatory bodies {e.g. The Mational Council for Higher

Education and other relevant professional bodies) and monitoring quality compliance by the
University.

. Eslablishing and communicaling a Universily calendar to be followed in the internal monitoring

processes,
Monitaring and fostering efficient utilization of resources in the deparimeant

Assisting in organizing and contributing to the University inductions for quality assurance and any
other associated saminarsiworkshops thal may be arranged from time o time:

Appraising and menloring staff

Key Duties and Responsibilities

« Master's Degrees in a relevant field
« 7 years relevant work experience
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Senior Quality Assurance Officer (Acadermic)

Job title - Senior Quality Assurance Officer (Academic)
Grade - KUT

Location : Quality Assurance Departrment

Responsible to - Chilef Quality Assurance Officer
Responsible for : Quality Assurance Officer (Academic)

Main purpose of the job

To collect data, analyse and prepare reports on adherence to quality standards on all academic functions
in the University.

Key Duties and Responsibilities

1.

L

8.
a.

10.
1.
12
13.
14.
15.

Initiating the process of quality assurance monitoring direclted at all academic programmes and
activities of the University

Assisting Executive Deans to coordinate staff performance evaluation by students and analysing the
dala in iaison with Heads of D&paﬁmrrts avery semasier;

Preparing reports on the quality moniloring exercises,

Receiving feedback from concemed academic heads on agreed action points from Senate and
preparing action plans for unresohved quality issues;

Determining. negotiating and agreeing in-house quality procedures evaluation:

Ensuring that the Teaching and Learning Development Centre is informed of the outcomes of internal
and exfernal evaluations:

Gathering information and working wilh academic heads in the formulation of the University quality
monitoring framework;

Preparing a schedule for cycles of academic raviews for all programmas of the University.

Working with Executive Deans in the University to review each programme at the end of the approved
Cycle;

Aszsisling in produciion of academic programme avalualion report for submission fo Senate;
Maintaining records for academic programme raviews;

Determining training neads for academic staff:

Organizing workshops to train members of staff in matters related to quality enhancement;
Conducting academic quality audit and producing a report for submission to the University Senate.
Collecting and keeping annual records from internal and external examination moderators.

Minimum Education Qualifications and Experience
= Bachelors' degres in a relevant field
= Three (3) years’ relevan! experience al officer level
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Senior Quality Assurance Officer (Operations)

Job title : Senior Quality Assurance Officer (Operations)
Grade - KUT

Location : Quality Assurance Department

Responsible to : Chief Quality Assurance Officer

Responsible for : Quality Assuranca Officer (Operations)

Main purpose of the job

To collect data, analyse and wrile reports on adherence to quality standards on policy and administrative
systemns, estates and students' affairs in the University.

Key Duties and Responsibilities

1. Assessing the University physical facilities to ensure that they are meeting the standards sat by

University and regulatory bodies.

Manitoring institutional equipment and have an up-to-date equipment inventary.

Monitoring transport facilities for administrative, teaching and research suppaort.

Assessing security of the college premises.

Manitoring and ensuring that the University's waler supply and sanitation services meets quality

standards.

Assessing studant accommodation, food, recreation, health services

Assessing and manitoring academic support services for students.

Assessing and moanitoring 1CT infrastructure and senices.

Developing and distributing a schedule for assessing learning and teaching resources.

0. Facilitating assassmeni of facilities (library, ICT, classrooms, laboralories, ebc.) and services for
purpase of improving teaching and learning.

11. Kesping an up-to-date record of all teaching and learning resources in the college.

12. Preparing and submitting periodic reports.

;o fad b

= @ m = om

Minimum Education Qualifications and Experieance

« Bachelors' degree in a relevant field
« Three (3) years' relevan! experience at officer level
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Quality Assurance Officer (Academic)

Job title

Grade

Location
Responsible to

Responsible for

Main purpose of the job

: Quality Assurance Officer (Academic)
- KUB

: Quality Assurance Department

: Senior Quality Assurance Officer (Academic)

: Mone

To collect data, analyse and prepare reports on adherence to quality standards on all academic functions

in the University.

Key Duties and Responsibilities

Preparing relevant reports

L=l R

Planning for Quality Assurance and enhancament activities for the assigned portfolio
Organizing inductions and workshops on quality assurance
Managing and maintaining relevant records

Disseminating of quality assurance information to relevant stakeholders

Conducting fallow ups on quality assurance and enhancement related recommendations
Compiling feedback on service provision.

Conducting quality assurance and enhancament audits

Analysing data for quality assurance purposes.

Minimum Education Qualifications and Experience
+ Bachelors' degrée in a relevant field

« 3 years’ relevant experience
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Quality Assurance Officer (Operations)

Job title : Quality Assurance Officer (Operations)
Grade - KUB

Location : Quality Assurance Department
Responsible to : Chief Quality Assurance Officer
Responsible for : Mone

Main purpose of the job

To collect data, analyze and wrile reports on adherence to quality standards on policy and administrative
systemns, estates and students' affairs in the University.

Key Duties and Responsibilities

1. Assessing the University physical facilities to ensure that they are meeting the standards sat by

University and regulatory bodies.

Manitoring institutional equipment and have an up-to-date equipment inventary.

Monitoring transport facilities for administrative, teaching and research suppaort.

Assessing security of the college premises.

Manitoring and ensuring that the University's waler supply and sanitation services meets quality

standards.

Assessing studant accommodation, food, recreation, health services

Assessing and manitoring academic support services for students.

Assessing and moanitoring 1CT infrastructure and senices.

Developing and distributing a schedule for assessing learning and teaching resources.

0. Facilitating assassmeni of facilities (library, ICT, classrooms, laboralories, ebc.) and services for
purpase of improving teaching and learning.

11. Kesping an up-to-date record of all teaching and learning resources in the college.

12. Preparing and submitting periodic reports.

;o fad b
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Minimum Education Qualifications and Experience
« Bachelors' degree in a relevant field
= Three (3) years' relevan! experience
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212 RESOURCE MOBILIZATION DEPARTMENT

Chief Resource Mobilizafion Officer

Post Title : Chief Resource Mohilization Officer
Grade - K4

Location : Chief Resource Mohilization Officer
Responsible to : Vice Chancellor

Responsible for : Relationships Manager

Business Development. Manager

Job Purpose
Ta lead in the development and implementation of resource mobilization strategy of the University.

Key Roles and Responsibilities

Undertaking effective financial engineering to unlock and mobilize private capital into the university,

Leading in the development of the University's existing and new enferprises in line with its vision

Initiating, developing and reviewing business development policies, plans and strategies

Preparing reports

Leads the development and implementation of a comprehensive resource mobilization & enterprise

development strateqgy.

Leading in the development of appropriate resource Mobilization & enterprise development policies.

Leading in the development of business plans for existing and new commercial entities.

Leading the conduct of major resource mobilization campaigns.

Developing tools for identifying, cultivating and managing relationships.

Negoliating with denors and othar extarnal partners for development of multi- year programmatic

iniliatives.

11. Championing the development of partner and alumni data bases necessary for effective and efficient
relationship management.

12. Fostering effactive working relationships, engagement and responsiveness of internal collaborating
functions essential for successful resource mobilization and enterprise development.

13. Appraising and mentoring staff

ok
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Minimum Qualifications and Expearience

= Mastar's degree in Business Administration, Bconomics, Finance and related fields
« 7 years' sénior management experience in Finance, resource mobilization and commercial anerprise
developrment.
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Business Development Manager

Post Title : Business Development Manager
Grade - KUS

Location : Resource Mobilization Department
Responsible to : Chief Resource Mobilization Officer
Responsible for : Business Development Specialist
Job Purpose

Ta be responsible for identifying potential business opportunities that can be exploited into expanded or
néw businaesses for the I.lI‘i'n'E'r"-Eihl'.

Key Roles and Responsibilities

1.
2.

ol

B

B.
8.

10.
11.
12.
13
14.

15.

Initiating, developing and reviewing business development policies, plans and sirategies
Conduct infernal assessment of business potential inherent in schools and departments
Conduct an external assessment of products and services that are demanded by the university that can
be developed into own enterprises

Evaluating and propasing appropriate funding options for the enterprises

Assisting in nurturing the growth of the new enterprises

Dewvalaping the IP commercialization policy.

Wiorking with schools and academic teams to identify high value IP that can be exploited or
commercialized

Championing the licensing of significant 1P

Developing and executing IP exploitation plans

Securing business incubation partnerships and funding oplions

Evaluating and recommending funding oplions and negotiate funding terms

Conducting business planning of spin oul companies

Assisting in nurturing the spin oul companies

Encouraging staff to seek to commercially evaluate new ideas arising out of research and
davelopment

Preparing reports

Qualifications & Experience

Minimum of a Master's Degree in entreprensurship, marketing or finance
Professional qualification (CIMA, CIM, ACCA)
5 years' experisnca in business planning or enterprise developmeant experisnces
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Relationships Manager
Post Title - Relationships Manager
Grade - KUS
Location : Resource Mobilization Department
Responsible to : Chief Resource Mobilization Officer
Responsible for : Relationships Specialist
Job Purpose

To be responsible for building, nurturing and growing relationships for purpeses of raising resources from
partners.

Key Roles and Responsibilities

Initiating, develaping and reviewing policies, plans and strategies relating to partnerships
Prospecting for new parinerships

Establishing new partnerships

Nurturing and growing partnerships

Maintaining the data base of partnerships in a manner that facilitates better communication with and
fundraising from partners.

Assessing appropriate fundraising channels and fundraising vehicles to use in fundraising activities

B.
7. Dewvaloping tailor-made key messages for fundraising purposes
a8
g8
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Organizing fundraising activities
. Drafting funding proposals
10. Preparing reports

Qualifications & Experience

« Minimum of a Master’s Degree in entrepreneurship, marketing or finance
«  Professional qualification (CIMA&, CIM, ACCA)
« 5 years’ experienca in business planning or enterprise development experience
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Business Development Specialist

Post Title : Business Development Specialist

Grade : KU

Location : Resource Mobilization Department
Responsible to : Business Development Specialist Manager
Responsible for : Mone

Job Purpose

Ta be responsible for identifying potential business opportunities that can be exploited into expanded or
néw businaesses for the I.lI‘i'n'E'r"-Eihl'.

Key Roles and Responsibilities

1.
2.

ol

B

B.
8.

10.
11.
12.
13
14.

15.

Initiating, developing and reviewing business development policies, plans and sirategies
Conduct infernal assessment of business potential inherent in schools and departments
Conduct an external assessment of products and services that are demanded by the university that can
be developed into own enterprises

Evaluating and propasing appropriate funding options for the enterprises

Assisting in nurturing the growth of the new enterprises

Dewvalaping the IP commercialization policy.

Wiorking with schools and academic teams to identify high value IP that can be exploited or
commercialized

Championing the licensing of significant Intellectual Praperty

Developing and executing IP exploitation plans

Securing business incubation partnerships and funding oplions

Evaluating and recommending funding oplions and negotiate funding terms

Conducting business planning of spin oul companies

Assisting in nurturing the spin oul companies

Encouraging staff to seek to commercially evaluate new ideas arising out of research and
davelopment

Preparing reports

Qualifications & Experience

Bachelor's Degree in entreprenaurship, marketing or finance
Professional qualification (CIMA, CIM, ACCA)
5 years' experisnca in business planning or enterprise developmeant experisnces
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Relationships Specialist

Post Title : Relationships Specialist

Grade - KUG

Location : Resource Mobilization Department
Responsible to - Relationships Manager
Responsible for : Mone

Job Purpose

To be responsible for building, nurturing and growing relationships for purpeses of raising resources from
partners.

Key Roles and Responsibilities

Initiating, develaping and reviewing policies, plans and strategies relating to partnerships
Prospecting for new parinerships

Establishing new partnerships

Nurturing and growing partnerships

Maintaining the data base of partnerships in a manner that facilitates better communication with and
fundraising from partners.

Assessing appropriate fundraising channels and fundraising vehicles to use in fundraising activities

B.
7. Dewvaloping tailor-made key messages for fundraising purposes
a8
g8
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Organizing fundraising activities
. Drafting funding proposals
10. Preparing reports

Qualifications & Experience

« Minimum of a Bachelor's Degree in entreprenaurship, marketing or finance
«  Professional qualification (CIMA, CIM, ACCA)
« 5 years’ experienca in business planning or enterprise development experience
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211 PROCUREMENT AND DISPOSAL DIVISION

Procurement and Disposal Manager

Job Title : Procurement and Disposal Manager
Grade : KUS

Location : Procurament and Disposal Division
Responsible to : Vice Chancellor

Responsible for : Procurement Officer

Job Purpose

To manage procurement activities in compliance with legal requirements while adopting best
practices in procurement.

Key Duties and Responsibilities

1. Developing, implementing, monitaring and reviewing procurement policies, plans, strafegies,
sysiems and procadures:

2. Providing procurement relaled advisory services o all line managers and users:

3. Processing procuremeant dotuments such as such bidding documents LPO, IPDC minutes
procurament repors efc.

4. Managing contract administration to ensure delivery of goodsisenices is in accordance with the

conract terms and user requirameants;

Carrying oul ressarch on market trands on kay producl prices, availlability and suppliers

Drafting contract documents, orders and similar documents in accordance with IPC instructions

Analyzing supplier parformanca;

Preparing and submitting relevant reports and records to PPDA

9. Planning and monitoring procurement ackivities:

10. Servicing IPDC;

11. Appraising and mentoring staff.

e

Minimum Education Qualification and Experiance

= Bachalar's Dagrea in Procuremant/ Procurameant and Logistics or relavant feld
=  Master's Degree in Supply Chain management or relevant field

= LIPS Professional Cualification

=  Must be a member of MIPS

+ 5 years' experience at a leadership position in procurement
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Procurament and Disposal Officer

Jab Title : Pracurement and Dispasal Officer

Grade - KLE

Location - Procurement and Disposal Division
Responsible to : Procurement and Disposal Manager
Responsible for : Assislant Procuramsant and Disposal Offices
Job Purpose

To be responsible for carrying out procurement of goods, works and services in an efficient and cost-
effective manner within the University's policies and in compliance with legal requirements while adopting
best practices in procuremant.

Key Duties and Responsibilities

Participating in the planning, implementation and monitoring campus procurament activities;

Preparing campus procurement reports;

Procassing procurement documents,

Managing the bidding process;

Managing the assels disposal process;

Determining praduct specifications and Terms of Referenca in liaison with Heads of

Departments;

Providing procurament related advisory sarvices to all ling managers and users;

Maintaining procurement records;

9. Managing contract administration to ensure delivery of goods/services is in accordance with the
contract terms and user requirements,

10. Carrying out research on market trends on key product prices, availability and suppliers

11. Drafting contract documents, orders and simillar documents in accordanca with |PC instructions

12. Aftending to client’s queries:

13. Preparing and submitting relevant reports and records to PPDA;

14. Servicing internal procurement committee;

15. Appraising and mentoring staff.

@Dk W -
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Minimum Education Qualification and Experience

» Bachelor's Degree in Procurement/Procurement/Bachelor of Supply Chain and Logistics on any
ralevant fiald.

« CIPS Professional Cualification
# Must be a member of MIPS
# 3 years’ experience in a similar position
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Assisfant Procurement and Disposal Officer

Jab Title - Assistant Procurement and Disposal Officer
Grade S KA

Location : Procurement and Asset Disposal Division
Responsible to : Procurement and Asset Disposal Officar
Responsible for : Procurement Assistant

Job Purpose

To support procurement services

Key Duties and Responsibilities:

1. Assisling in planning, implementation and maonitoring portfolio procurement activities
2. Assisling in production of portfolio procurement reports

3. Assisling in processing procurement documents

4. Assisting in managing the bidding process

5. Determining product specifications in liaison with Heads of Departments:

B. Assisling in maintaining procurerment records

7. Attending to client’s queries

8. Appraising and mentoring procurement assistants.

Minimum Education Qualification and Experiance

+ Diplama in in Procuremant’Supply Chain and Logisties on any relavant fald.
« Must be a member of MIPS;
= 2 years work axpanance.
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Procurament and Disposal Assistant

Jab Title : Procurement and Dispasal Assistant
Grade S KU1

Location : Procurement Division

Responsible to - Assistant Procuramant Officar
Responsible for - Mone

Job Purpose

To support procurement and asset disposal aclivities

Key Duties and Responsibilities

Capturing data for all procurement activilies;
Checking and werifying procured goods and services;
Altanding to procuremeant gueriss;

Preparing LPOs and procurement schedules;
Registering and distributing fender documeants;

@ o, kWM =

Maintaining procurement records.

Education Qualification and Experience

=« MSCE;
=« Certificale in relevant fiald,
= Dne (1) year work expanience.
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2.14. MARKETING AND COMMUNICATION DIVISION

Marketing and Communications Manager

Job Tilla - Marketing and Communications Manager
Grada S KUS
Location : Markeling and Communications Division
Rasponsible to 2 Vica Chancellor
Reasponsible for: - Communications Officer

Markeling Officer

Purposa of the Job

To be responsible for leading the development and management of all spheres of marketing activities lo
drive the institution’s growth, publicity and reputation.

Key Duties and Responsibilities

1. Developing, reviewing and oversesing the implementation of marketing, communication and public
relations management strategies, annual plans, procedures and budget that is in line with the
University's overall corporale strateqgy and delivers the KUHeS brand promise.

Managing markeling research

Identify opportunities to reach new market segments and expand market share

Coordinate market needs assessment studies with registry, schools and ather business units
Coordinate Identification of patential programmes, products and services to be launched and work
chosely with registry, schools and business units to establish viability (technically & financially).
Leading in development and implementation of programmefproduc and service launch plans.
Leading in reviewing the performance of programmes, products and services periodically 1o identify
gaps and recommend corrective action.

8. Leading in the development of value adding social responsibilities programmes.

9. Owverseeing the implementation of corporate social responsibility programmes

10. Appraising and mentoring staff

;b LM

@

Minimum Educational Qualifications and Expeariencea

= Master's degree in Business admanisiration or eguivaleni qualifications in a relevant fiald.

+ Membership of a relevant professional marketing body.

s 4 years’ work experience as head of marketing or communication preferably within the higher
education industry
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Marketing Officer

Jaob Title ! Marketing Offices

Grade : KU8

Location : Marketing and Communications
Responsible to : Marketing and Communications Manager
Responsible for : None

Purpose of the Job

To ensure that all marketing operations are successful in meating the goals set by the University.

Key Roles and Responsibilities

Lol

n

T.

8.

8.

Dewveloping, reviewing and managing implementation of plans, policies and stralegies

Facilitate the development, procurement and distribution of marketing promotional material
Monitoring and evaluating marketing strategies and take comective action

Providing guidance, advice and updates to KUHeS staff on matters relating to marketing, ensuring
that the University's marketing objectives are achieved and professional brand standards and key
messages are mainfainead

Organizing and attending marketing activities or events to raise brand awareness of the University;
Planning advertising and promotional campaigns for products or sarvices on a variety of media
(social, print ate.):

Liaisi'lg with stakeholders and vendors (o pfumnl:a success of acltivities and enhance the Uﬂi'll'EI'Eil'j"E
presence:;

Coordinating and writing the School's entries into University prospeciuses

Conducting market research to identify opportunities for promotion and growth and

10. Collaborating with Head of Department in preparing budgets and moniloring expenses
11. Representing KUHeS at different marketing fora.

12. Preparing periodic reports

Relevant qualifications

» Dagree in Marketing or related fislds
» 3 years’ work experience
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Communications Officer

Jaob Title : Commiunications Officer

Grade : KU8

Location : Marketing and Communications
Responsible to : Marketing and Communications Manager
Responsible for : Creative Designer

Purpose of the Job

To develop and implameant high impact communication campaigns that creale awareness of the university
and its undertakings and enhance its image and reputation.

Key Roles and Responsibilities

1. Participating in developing, reviewing and managing implementation of brand marketing, creative,

high impact communications campaigns, University Crisis Communications, and external

communication plans

Leading in the development of corporate content and messaging and suppor its use across KUHeS.

Reviewing and managing the brand profile of the University.

4. Developing, reviewing and managing implementation of Internal communication programmes and
activitias

5. Assisling in managing and monitoring KUHeS Communication policy implementation

Managing media relations

Participating in developing a CSR stralegy and plan and implementing all CSR and community

outreach activities

8. Supporting the planning, organizing and publicizing promotional, business and social events of the
wniversity

8. Ensuring the confinual development of the website by develop parinership working arrangements with
staff across the University to facilitate University content developmeant and maintanance and lead in the
development of annual plans for the ongoing development of the site.

10. Ensuring that the wabsite is sector leading, meals user neads and is fully integrated with social
media and other communications channels.

11. Leading in the development of a strategic plan: services and facilities for alumni to encourage them
to remain engaged with the University.

12. Identifying and utilizing oppartunities for alumni to enhance University marketing and recruitment
ambitiors in a way which is also banefical o tham.

13. Coordinating and managing timely production of KUHeS annual report and internal newsletier

14. Coordinating relationships and monitoring third party partners performance for effective execution of
joint programs.

15. Producing reparts on Communication activities and events

16. Manilaring and controlling resource ulilization (o achave afficiency and affectivenass.

i A

N

Relevant qualifications

« Degree in Marketing/Communication or related fields
« 3 years' work experience
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Creative Designer

Job Title - Creative Designer

Grade - KUg

Location - Marketing and Communication Division
Responsible to - Communication Officer

Responsible for : Mone

Purpose of the Job
To shape the visual aspects of KUHeS communication campaigns, tools and promotion materials.

Key Duties and Responsibilities

1. Defining creative design requirements in lerms of time, budget and personnel; and managing external
design works agencies

2. Visualizing and creating graphics, animations, videos

3. Warking hand in hand with Communication léam in developing concepts and themes for KUHeaS
communication campaigns that apply across different media

4. Monitoring and tracking performance of visual and creative content in communication campaigns

5. Managing photography and videa shooling sessions

6. Oversaeing management of image, photo and video lbrary

Minimum Educational Qualifications and Experience

« Degree in Design, Fine Arts or related fields
« 3years work experience in designing adverts (multimedia). newsletters, websile designs & content ete.
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215. PLANNING, MONITORING AND EVALUATION DIMISION

Planning, Monitoring and Evaluation Manager

Job Title - Planning. Manitoring and Evaluation Manager
Grade : KUS

Responsible to  Planning

Location : Planning, Manitoring and Evaluation Manager Division
Responsible for : Planning and Strategy Specialist

Sanior Monitoring and Evaluation Officar

Purpose of the Job

To provide technical support to all the funclions of KUHeS so as to ensure that the development and
implermentation of the University Strategic Plan meets the highest standards, and in particular.

Key Roles and Responsibilities

1.

L pa

a.

0.

1.

Supporting the process of development and updating of KUHeS stralegy working with university
management and staff to follow a process that includes appropriate stakeholder engagemant whila
also adhering 1o standards and building in learning and ensuring that KUHES is focused on achieving
these in strategy.

Contributing towards the measurermnent of strateqy by providing data on progress of implementation.
Leading the development of a comprehensive MAE Plan and Systern for KUHeS.

Leading the development of annual budgets and work plans plans for the M&E and university
schools/departments and staff, looking at key targets for each year and how these will contribute to
supporting departments and research projects to confribute to strategy; ensure that these are
appropriate to budget availability

Taking lead in the design and implementation of a monitoring framework to track delivery against
KUHES goals and objectives.

Taking kead in the analysis of data callected under the monitoring framework for assassmant of
progress and areas for improvemant.

Facilitating periodic evaluations of KUHeS projects and academic programmes to determine impact
kavelds,

Prowiding regularly updated raports 1o the Senior Managemenl Team on the status of implementation
against KUHeS goals and objectives.

Working with the different Schools, faculty and departments in preparing performance reports for the
Council.

Working with grants Project Managers to ensure timely and quality technical reports as per KUHES
standards and denor reguirarmants

Preparing periodic reports

Minimum Education Qualifications and Experience

« Mastars’ Dagres in a relevant field
= 5 years’ work axpanence
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Planning and Strategy Specialist

Job Title : Planning and Strategy Specialist

Grade - KUG

Location - Planning, Monitoring and Evaluation Division
Responsible to : Planning, Monitoring and Evaluation Manager
Responsible for : Planning Officer

Purpose of the Job

To manage the development and implementation processes of the strategic plan and associated initiatives,
projects and activities.

Key Roles and Responsibilities

1.

Assisting the executive team in developing the mission and vision of the arganization

2. Assisling senior management in formulating the strategy that aims to achieve the mission and vision

3.

m

10.

m

12

13.

Translating strategic plan into concrete strategic and operational objectives and activities that can be

I:JE.El"l'gl' communicated o nfganizatimal members

Preparing implementation plan to guide the execution of the University Strategic plan and associated

initiatives and activities

Coordinating implemeantation of KUHeS Strategic Plan and changefreform programs and associated

initiatives, projects and activities

Supporting development and implemantation of schoolideparimental and ather secloral plans and

ensure they are aligned to the Strategic Plan

Supporting review, adaptation and adjustment of the Strategic Plan to reflect the changing

circumsiances.

Ensuring alignment of the KUHeS Strategies, Goals and Objectives to Government Requirements
Supporting the planning and management of surveysiresearch related 1o the Strategic Plan and
change/reforms agenda.

Communicating and transmitling the strategy's evolution to the rest of the organization

. Organizing and leading the Strategic Review Meetings and documenting the agreements and

adjustmeants approved during the meetings for thair follow-up

Acting as a liaison among the distinet areas (o ansure that the sirategic iniiatives reécaive the
necessary resources and attention for their completion

Ensuring that all operation areas are correctly aligned with the corporate strategy o guaraniee that
thay are all working lowards a common goal

Minimum Education Qualifications and Experience

Masters” Dagrea in a relevant field
5 years' work axpanance

E‘Ege 168




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

F-"Erge 164




KAMUZU UNIVERSITY OF HEALTH SCIENCES (KUHeS)

Job Descriptions and Person Specifications

Senior Monitoring and Evaluation Officer

Post Title . Senior Monitoring and Evaluation Officer

Grade - KUT

Location - Planning, Monitoring and Evaluation

Responsible to : Planning, Monitoring and Evaluation Manager

Responsible for : Monitoring and Evaluation Officer

Job Purpose

Ta provide technical support to all the functions of KUHES so as to ensure that the implementation of the

Lin

Ke
1.

2.

5.
B.

T.
8.
8.
10.
11.
12.

13
14.

iversity Stralegic Plan meets the highest standards.

y Roles and Responsibilities

Leading in the design and implementation of a monitoring framework to frack delivery of services against
KUHES goals and objectives.

Leading the development of annual work plans for the M&E and universily schools/departments and
slaff

Supporting the process of data collection, capturing, collation, quality assessments, analysis, and ensure
it is available in simple-to-use formats for stakeholder engagement.

Adapting or developing tools and methodologies o meeat the strategy output and outcome monitoring
requiraments in collaboration wilh heads of schools and deparimeants.

Reviewing monitoring data regularly and systematically to ensure cormect analysis and interpretation.
Guiding departments to develop action plans to support implementation of actions, based on evidence
and lessons learned.

Providing overall technical guidance for quality baselines, surveys and evaluation processes.
Tracking best practices in monitoring and evaluation.

Supporting and contributing to the development of Management Information System

Establishing and maintaining relevant networks in M&E in the country and internationally.
Representing KUHES in relevant coordination meetings if and when delegated.

Fadilitating coordination with other aclors such as relevant Government dapariments, and ather NGDs if
and when delegated

Preparing reports

Appraising and mentoring staff

Qualifications & Experience

At least a Master's Degree in Public health, Epidemiology. Social Science, Statistics, Economics,
Project Management disciplines or related fiedd.
5 years’ relevant work experience in Monitoring and Evaluation
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Planning Officer

Job Title : Planning Officer

Grade - KUB

Location - Planning, Monitoring and Evaluation Division
Responsible to : Planning and Strateqy Specialist
Responsible for : None

Purpose of the Job

To manage the development and implementation processes of the strategic plan and associated initiatives,
projects and activities.

Key Roles and Responsibilities

1. Menitoring and managing the development and implementation of projects and assess thair
confribution to the university strategy.

2. Co-ordinating and guiding the development of University budget

3. Preparing reports and data on strategic projects for key University Commiltees ensuring and
appropriate level of datail to inform the strategic decision-making process.

4. Devising systems to monitor student infakes on new programmes and review the programmes’
performance against targets

5. Preparing management information and Key Performance Indicators to inform strategic decision
making

6. Extracling student, staffing and financial information from databases and management information
syslems for collation and presentation for corporate planning:

7. Compiling and submitting data of returns to funding and regulatory bodies:

B. Co-ordinating student recruitment planning; and understanding the impact of student intake targets on
recruitment activities and business planning:

9. Developing costing and resource allocation models,

10. Facilitating the linkage betwesn academic and resource planning;

11. Prowiding strategic management information; official institutional statistics; and current, archive and
projected data to support quality audits:

12. Mainlaining of published institutional slatistics,

13. Coordinating the development and review of the University’s Govemance policies and responses.

14. Managing and reporting of the University's risk management procedures and key performance
indicator reporting

15. Providing input 1o the University's strategic planning procass

16. Any further duties as commensurate with the scope of tha role

Minimum Education Qualifications and Experience

= Mastars’ Dagrésa in a relevant field
= 5§ years work axpanance
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Monitoring and Evaluation Officer

Post Title : Moritering and Evaluation Officer

Grade - KUS

Location  Planning, Manitoring and Evaluation Division
Responsible to - Senior Monitoring and Evaluation Officer
REEFIEII‘IE“}H far ! Mone

Job Purpose

To assist in providing technical support to all the functions of KUHES so as to ensure that the
implementation of the University Strategic Plan meets the highest standards.

Key Roles and Responsibilities
1.

2.

&

— —

om

0.
1.

Participating in designing and implementation of a monitoring framework 1o track delivery against
KUHES goals and objectives.

Leading the development of annual wark plans for the MAE and university schools/depariments and
staff

Supporting the process of data collection, capluring, collation, quality assessments, analysis, and ensure
it is available in simple-to-use formats for stakeholder engagement.

Participating in adapting or developing lools and methodaologies to meet the stralegy oulpul and
outcome I‘I"Il::lr'ﬂﬂi"l‘lg raqu.i'mmts. in collaboration with heads of schools and deparlmmls.
Reviewing monitoring data regularly and systematically to ensure correct analysis and interpretation.
Guiding departments to develop action plans to support implementation of actions, based on evidence
and lessons learmed.

Providing technical guidance for quality baselines, surveys and evalualion processes.

Tracking best practices in moniloring and evaluation.

Participating in establishing relevant networks in MAE in the country and internationally.
Representing KUHES in relevant coordination meetings if and when delegated.

Facilitating coordination with other actors such as relevant Government departments, and other NGOs if
and when delegated

12. Preparing reports

Minimum Qualifications & Experience

Bachelor's Degree in Public health, Epidemiology, Sodial Science, Statistics, Economics, Project
Management disciplines or related field.
5 years’ relevant work experience in Monitoring and Evaluation
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2.16. INTERMAL AUDIT DIVISION
University Internal Auditor

Job Title : University Internal Auditor
Grade - KU4

Location - Internal Audit

Responsible to - Administratively 1o VC

Functionally to University Council

Responsible for : Internal Auditor

Purposa of the Job
To provide an independent and objective assurance on the efficacy of control systems, corporate

govarnance and risk management and value addition imersentions

Key Roles and Responsibilities

0 @ - @,k

Developing. reviewing, implementing, and monitoring internal audit and risk management policies,
plans, strategies, programmes, systems and procedures induding budgets

Reviewing and advising on the effectiveness and adequacy of financial and operational systems and
procedures.

Setting, developing and monitoring compliance with internal control procedures, systems, statutory
rules and regulations.

Identifying key risk areas in consultation with Management and advising on appropriate interventions
Conducting performance and investigative audits in liaison with relevant stakeholders.
Collaborating with external auditors on audit matters.

Undertaking pre-audit and post audit of financial, stores and personnel records as may be required.
Fallowing up on audit queries 1o ensure audit obsarvations are properly and adequately addressed
Preparing reports and servicing relevant committeas

10. Appraising and mentoring staff

Minimum Education Qualifications and Experience
« Master's degree plus professional gqualification
« 5 years relevani post qualification experience
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Internal Auditor

Job Titke : Internal Auditor

Grade : KU8

Location : Internal Audit
Responsible 1o : University Internal Auditor
Responsible for : Assistant Internal Auditor

Purpose of the Job
To provide internal audil servicas

Key Roles and Responsibilities

1. Reviewing, implementing, and monitoring internal audit and risk management policies, plans,
stralegies, programmes, systems and procedures including budgets

2. Conducting internal audits in line with local and international best practices
Canducling investigations on any incidents of fraud, thefl, forgeries, accidents and other losses
and advise remeadial measures

4. Reviewing and advising on the effectiveness and adequacy of financial, administrative and operational
praclices, systems and procedures.

5. Testing the validity and reliability of financial, accounting and ofher data and reporting any deviations

B. Meonitoring and advising on compliance with internal control procedures, syslems, statulory rules and
regulations.

7. Identifying key risk areas and advising on appropriate interventions

8. Collaborating with external auditors an audit matiers.

8.

Undertaking pre-audit and post audit of financial, stores and personnel records as may be required.
0. Reviewing of audil files, preparing and submitting reports

—

Minimum Education Qualifications and Experience
« Bachelor's degree.
» 3 years relevant post gualiication experience
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Assistant Infernal Auditor

Job Titke : Assistant Internal Auditor
Grade : KUS

Location : Internal Audit Department
Responsible 1o : University Internal Auditor
Reasponsible for : Mone

Purpose of the Job

To assist in developing a risk-based audit plan, budget and timelines for the Internal Audit o provide
internal audit services

Key Roles and Responsibilities

Providing assistance to the ULA 6 complete the Annual Audil Plan within presant deadiines
Assisting in developing audil scope and audit programs for assigned audil engagements

Preparing internal audit working papers and reports for review by the UIA

Conducting fallow-up audits and ensure that previous audit recommendations are implemented: and
Assisting in conducting investigations

Identifying key risk areas and advising on appropriate inlerventions

Caollaborating with axternal auditors an audit matiers

Undertaking pre-audit and post audit of financial, stores and personnel records as may be required
Reviewing of audit files, preparing and submitting reports

L el T

Minimum Education Qualifications and Experience

« Al leas! a Bachelor's Degres in Accounfancy of Intarnal Audit:
& Two [(2) years' axperiancs in a bust Intermal Audit Unit and external Audit Firm.
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