EXTERNAL PROJECT ADVERTISEMENT- CLOSING DATE-2ND DEC. 2011

UNIVERSITY OF NAIROBI
(FOR MORE DETAILS, PLEASE VISIT OUR WEB at http://jobs.uonbi.ac.ke)

DEPARTMENT OF CLINICAL MEDICINE & THERAPEUTICS

PACT PROJECT
PROJECT PHYSICIAN – 1 POST- AC/11/517/11- (CHS)
Applicants must be holders of a Bachelor of Medicine and Bachelor of Surgery degree (MBChB) and Masters of Medicine in Internal Medicine degree (MMed – Internal Medicine) from a recognized University. They should be registered with the Kenya Medical Practitioners’ and Dentists’ Board with a valid practice license. Applicants with PMTCT, paediatric/adult ART HIV training, research and/or work experience in HIV/AIDS care and treatment will have an added advantage. Prior work experience in the field of HIV programming or project management within the public sector will also be an added advantage. 
Reporting to the Chairman of Department, through the Co-PIs, the successful candidate will be expected to assist in the co-ordination of technical activities including mentorship and supervision in HIV Prevention, Care and Treatment within PACT- NAIROBI supported sites. He/she will also handle proposal writing and preparation of monthly and quarterly reports to the donor.
PROJECT ACCOUNTS ASSISTANT -1 POST- AD/11/518/11-(CHS)
Applicants should be holders of a Bachelor of Commerce degree or CPA Part II with at least 2 years accounting experience in a medium sized organization.  They must be computer literate and demonstrate proficiency in computerized accounting. They should have at least 2 years’ experience in accounting, including budgeting, budget tracking and audit preparation. They should be able to work with minimum supervision, possess good interpersonal and leadership skills and have high integrity.  Understanding of University of Nairobi and donor accounting procedures and experience in handling US government funded grants is an added advantage.
Duties will include maintenance of accounting systems, preparation of budgets and preparation of accounts for audits. He/she should also be able to monitor bank balances and prepare reconciliations.
PROJECT ADMINISTRATIVE ASSISTANT –1 POST- AD/11/519/11-(CHS)
Applicants should hold a diploma in Public Administration/Business Administration or similar course from a recognised institution with at least 2 years work experience as an administrative assistant. Applicants with a degree in Public Administration/Business Administration or similar degree will have an added advantage. Prior work experience with University of Nairobi projects will also be an added advantage
The successful candidate will handle the project administrative and secretarial duties which include, but are not limited to, typing, organising travel, handling all correspondence and filing, as well as administrative duties that include but are not limited to handling petty cash, entering reconciliations of petty cash expenditure in excel spread sheets and submission of receipts of petty cash usage to the grants office at University of Nairobi.  He/she shall check all documentation concerning procurement, deliveries and distributions of equipment and materials and verify their correctness. He/she will co-ordinate all office logistics.
PROJECT OFFICE ASSISTANT –1 POST-AD/11/520/11-(CHS)
Applicants must have KCSE certificate or its equivalent of mean grade C. He/She should have good inter-personal skills and excellent listening and communication skills. Duties will include procurement of office supplies under the supervision of the administrative assistant. He/She will undertake messengerial duties; maintain cleanliness of the office and other duties as assigned by the Administrative Assistant. 

Please note that the positions are full-time and are on a one year contract terms renewable on mutual agreement.

NOTE:

1. Applicants should submit seven (7) of the above supporting documents and applications letter.
2. Applications and related documents should be forwarded through the applicants’ Heads 

      Of Departments and applicants should state their current designations and salaries and other   


Benefits attached to those designations.  They should quote post reference codes as shown for 
 
each posts in the advertisement.
             3.
Applicants should also send soft copies of the cover letter, CVs and certificates to


 principal-chs@uonbi.ac.ke. Please note that this is a mandatory requirement.
     4.
Applications (Hard copies) should be addressed as per the codes below:-

CHS
the Principal, College of Health Sciences, P.O Box 30197-00100, Nairobi.

ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED.

CLOSING DATE: Friday, 2nd December 2011.
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