
Page 1 of 24 

 

COUNTY PUBLIC SERVICE BOARD 

P.O BOX 2362-00900 

KIAMBU 

 

 

        

 

 

 

VACANCIES 

 

Kiambu County Public Service Board wishes to recruit competent and qualified persons 

to fill the following positions in the Department of Health Services pursuant to Article 

235 of the Constitution of Kenya, 2010 and Section 63 of the County Governments Act, 

2012. 

 

1. CLINICAL OFFICER III, JOB GROUP “H” (3 POSTS) 

 

DEPARTMENT/UNIT: Health Services 

REPORTS TO:   County Clinical Officer   

 

Position summary  

Apply advanced clinical procedures for treating and preventing diseases, injuries, and 

other physical or mental impairments; plan, organize and direct the work of other 

Clinical Officers. 

 

Essential job functions and standards 

Key Result Area Main Tasks Performance Indicator  

Patient care  Ensure smooth delivery of health 

services to patients by RCOs 

 Percentage increase in customer 

satisfaction 

 Number of service improvements 

identified/proposed/implemented  

As part of the medical team, 

contribute to the improvement of 

health service delivery    

Planning   Plan, roster and monitor the work 

of RCOs at the hospital  

 

 Percentage increase in staff 

satisfaction  

 Percentage increase in work climate 

perceptions 

Provision of 

health education  

Participate in the provision of 

education for prevention of disease 

and promotion of health at least 

once a month  

 Number of activities participated in a 

month  

Participate in at least one outreach  Number of outreach health activities 
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Key Result Area Main Tasks Performance Indicator  

health activity in a month  participated in 

Work planning 

performance 

management 

 

 Provide guidance in the 

development of departmental 

work plan and budget based on 

the hospital strategic plan 

 Prepare individual annual work 

plan based on department work 

plan 

 Number of planned activities 

implemented on a monthly basis 

 Using your job description and 

work plan and in consultation with 

your supervisor, continually 

appraise yourself and rectify any 

shortcomings or suggest any 

necessary assistance 

 Number of appraisals conducted on a 

timely basis in each quarter 

Financial 

management and 

sustainability  

Ensure effective financial 

management in accordance with 

Government financial and 

accounting procedures  

 Percentage rate of Strategic Plan 

implementation  

 Percentage increase in FIF 

 Percentage increase in funds raised 

from Government and other sources  

 Number of audit recommendations 

implemented  

Quality assurance   Participate in the development 

and maintenance of quality 

assurance systems in accordance 

with set protocols and 

techniques  

 Conduct routine evaluation of 

treatment and reporting 

methods by the RCO team  

 Number of internal clinical audits 

undertaken  

 Number of external clinical audits 

undertaken 

 Number of external clinical audits 

queries raised 

Training and 

research  

Supervise internships and training of 

RCOs  

 Number of RCOs trained  

Undertake research, provide 

technical support to, and direct staff 

undertaking clinical research and 

mobilize funding for research 

 Number of research projects 

undertaken by staff in department  

 Amount of funds raised for research 

Ensure that you and other members 

of the department undertake 

requisite professional development 

activities  

 Number of CPD activities 

undertaken/participated in   

Meetings Attend meetings and participate in 

committees related to RCO work  

 Number of departmental meetings 

attended 

 Number of HMT meetings attended 
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Key Result Area Main Tasks Performance Indicator  

 Number of other committees 

participating in 

Performance 

management and 

professional 

development  

Using your job description, work 

plan continually appraise yourself 

and rectify any shortcomings or 

suggest necessary assistance 

 

 Number of planned activities 

implemented on a monthly basis  

 Number of appraisals conducted on a 

timely basis in each quarter 

 

Required competencies 

Education 

(Minimum level 

of education)  

 Diploma or Higher National Diploma in Clinical Medicine & 

Surgery or other related area of specialization 

Knowledge   A comprehensive understanding of clinical and/or surgical 

procedures, patient care procedures, medical protocols and testing 

procedures 

Skills   Excellent clinical skills 

 Interpersonal skills necessary to interview, teach and counsel 

patients;  

 Ability to analyze and evaluate patient history, physical 

examination findings and laboratory values, and make preliminary 

diagnosis of patients for review by physician if necessary  

Required license 

/Certificate   

 Registered with the Clinical Officer’s Council of Kenya  

Work experience 

 

 2 years’ experience in provision and management of clinical services  

 

The intent of this job description is to interpret and provide a representative summary of 

duties and responsibilities as outlined in the applicable scheme of service.  It shall not be 

construed as a declaration of the specific duties and responsibilities of the position. The 

position holder may be requested to perform job-related tasks other than those 

specifically presented in this description. 

 

Working conditions  

 Works in a normal hospital environment where there are limited physical 

discomforts due to temperature, noise, noxious smells, disease agents, distractions, 

chemicals, unpredictable clients and other people’s behavior.  

 Possible risk exposure to communicable diseases, hazardous materials, and 

pharmacological agents with likelihood of harm - thus established precautions 

should be followed. 
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Relationships  

Internal Customers External Customers 

Who Why Who Why 

Consultants and 

other medical 

staff 

 

To consult on 

patient treatment 

and care;  

to collaborate with 

other cadres of staff   

Clients  To provide clinical care, 

guidance and counselling 

and disease prevention 

 Visiting students 

and consultants 

To provide training, 

exchange, and share 

medical knowledge   

 

Values 

The five values described below capture the essence of the Hospital’s culture and play an 

important role in the way we assess the performance of our staff as individuals and 

members of a team. These values should be read in conjunction with the Public Service 

Values and Code of Regulations.  

 

Excellence 

We attain excellence by putting patients first, by taking pride in our work, and by 

attending to them in detail. As a hospital and as individuals, we will recognize and 

reward excellence in our team. Our commitment to excellence means doing everything 

as well as we possibly can. Every role at the Hospital contributes in some way to patient 

care and so this commitment applies to every member of staff. 

 

Teamwork & leadership 

We recognize and value the importance of teamwork and leadership. Excellent teams are 

supported by leaders that inspire and motivate them. We expect Team Leaders to set 

standards of behavior for others to follow and will work to consistently foster the 

attributes of teamwork and leadership in all our staff. 

 

Care & professionalism 

Caring for patients is our first priority and is a responsibility shared by the entire staff. We 

respect the dignity of our patients and treat them and their families with grace and 

compassion. The Hospital is a tightly knit community and we strive to provide a safe 

environment for patients, staff and visitors. We also respect and care for our staff and 

colleagues. Recognizing the value that each of us brings to a team, we treat others 

equally and in the way that we wish to be treated. 

 

Accountability & effectiveness 

As members of the Hospital community, we are accountable as individuals for our 

decisions and actions. We understand that we are all responsible for delivering outcomes 

on a daily basis that improve the lives of patients and contribute toward achievement of 

the Hospital’s vision. Holding each other accountable for these outcomes is a shared 
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responsibility that we take seriously. Though Team Leaders ensure that roles and 

responsibilities are clearly assigned, we expect staff to exercise initiative, discretion and be 

proactive in carrying out their duties. This will sometimes mean doing things which do 

not fall neatly into our day-to-day roles. 

 

Integrity & honesty 

We are committed to integrity and honesty as cornerstones of our relationship with each 

other, our patients and the community we serve. Accordingly, we hold ourselves and our 

colleagues to the highest standards of professional and personal conduct. Our 

expectations of behavior are clearly set out in the Public Officer Ethics Act, 2003. 

 

Service standards 

HCRH has a service charter which has been cascaded to the department level. The 

hospital and department service charters provide the minimum level of service that all 

staff working at HCRH are expected to provide. The service standards are premised on 

the hospital’s avowed principle to treat patients, customers and all others who we 

interact with courtesy, respect and care. 

 

 

2. MEDICAL LABORATORY TECHNOLOGIST III, JOB GROUP “H” (2 POSTS) 

 

DEPARTMENT/UNIT: Laboratory 

REPORTS TO:   County Medical Laboratory Technologist  

 

Position summary  

To conduct routine and complex haematological, clinical chemistry, histological, 

serological and other laboratory procedures involving manual or automated techniques. 

 

Essential job functions and standards 

Key Result Area Main Tasks  Performance Indicator  

Laboratory 

procedures and 

tests  

 Prepare stains, reagents, media and 

solutions necessary for the 

performance of all laboratory tests 

 

 Receive specimens or obtain specimens 

directly from patients 

 Store, culture, isolate, harvest cell 

cultures  

 Perform routine and complex 

laboratory procedures involving 

manual or automated techniques  

 Provide technical information about 

test results to physicians, patients and 

researchers 
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Key Result Area Main Tasks  Performance Indicator  

Equipment 

installation and 

maintenance  

 

 Participate in the installation of new 

equipment 

 Standardize, calibrate and undertake 

planned preventive maintenance   

 Percentage of 

equipment in 

working and 

serviceable condition  

 

Safety and security   Observe established laboratory safety, 

security and environmental procedures 

and protection procedures 

 Number of reported 

accidents/incidents that 

could have been 

avoided  

Quality control and 

quality assurance 

 Observe established quality control 

procedures  

 Observe established laboratory safety 

and security procedures 

 Contribute in the development, 

updating and implementing of 

laboratory Standard Operating 

Procedures (SOPs)/Manuals (job Aids) 

 Participate in various QA/QC and 

regulatory agency activities within the 

assigned section, including developing 

and documenting QC monitors  

 Number of 

decisions/actions 

guided by SOPs  

 Number of QA/QC 

activities involved in 

Training and 

research  

Induct, supervise, train new employees 

and interns in the department  

 Number of students 

completing internships  

Undertake research, provide support to 

hospital staff and external researchers 

undertaking research   

 Number of research 

projects 

undertaken/participate

d in  

Attend, participate in continuous 

education (CPD) activities e.g. in service 

workshops and seminars 

Number of CPD       

activities 

undertaken/participated 

in 

Administrative  Stores Management 

 Ensure that there are adequate supplies 

of chemicals, reagents, equipment and 

other laboratory requirements at all 

times  

 Ensure maintenance of stocks registers  

 Ensure that expired or unusable 

chemicals and reagents are separated 

from active stock and disposed using 

appropriate procedures  

 Number of reported 

cases of stock outs  

 Number of registers 

maintained correctly 

 Meetings    Number of 
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Key Result Area Main Tasks  Performance Indicator  

 Participate in departmental meetings  

 Contribute to the work of the various 

committees related to laboratory work   

departmental meetings 

attended 

 Number of committee 

meetings attended  

Work planning, 

performance 

management, and 

professional 

development  

 Participate in the preparation of 

departmental work plan and budget 

 Prepare individual annual work plan 

based on department work plan 

 Number of planned 

activities implemented 

on a monthly basis  

Using your job description and work plan 

and in consultation with your supervisor, 

continually appraise yourself and rectify 

any shortcomings or suggest necessary 

assistance 

 Number of appraisals 

conducted on a timely 

basis in each quarter 

 

Required competencies 

Education 

(Minimum level of 

education)  

 Diploma in Microbiology, Medical Laboratory Technology 

Knowledge   Considerable knowledge of the basic principles and laboratory 

applications of biology, microbiology and chemistry 

 Medical Laboratory Technicians and Technologists Act 10 of 1999 

 Knowledge of current laboratory facilities, methods, equipment, 

materials  

 Knowledge of use of computers for laboratories 

 Knowledge of public health laboratory laws and regulations; 

sanitary bacteriology regulations 

Skills   Ability to perform standardized biological, chemical, and 

microbiological examinations independently 

 Ability to make and record scientific observations accurately, 

prepare and present scientific records and reports and observe 

safety precautions and precautions 

 Ability to carry out and consult with other departmental staff and 

the public on this issue 

 Ability to deal with staff and patients in a positive and successful 

manner 

Required license 

/Certificate   

 Registration with the Kenya Medical Laboratory Technicians 

and Technologist Board 

Work experience 

 

 At least 2 years’ experience in an approved laboratory,  

 Demonstrable skills and experience in quality assurance and people 

management     

Machines, tools, 

and equipment 

 Analytical and Clinical Lab Equipment  

 PC and PC applications and other general office equipment 

 



Page 8 of 24 

 

Authority/decision-

making 

 Prioritizes and organizes work to meet changing and multiple 

demands  

 

The intent of this job description is to interpret and provide a representative summary of 

duties and responsibilities as outlined in the applicable scheme of service. It shall not be 

construed as a declaration of the specific duties and responsibilities of the position. The 

position holder may be requested to perform job-related tasks other than those 

specifically presented in this description. 

 

Working conditions  

 Works in a normal hospital environment where there are limited physical 

discomforts due to temperature, noise, noxious smells, disease agents, distractions; 

chemicals, unpredictable client and other people’s behaviors.  

 Possible risk exposure to communicable diseases, hazardous materials, and 

pharmacological agents with likelihood of harm - thus established precautions 

should be followed. 

 

Relationships  

Internal Customers External Customers 

Who Why Who Why 

Clinical 

departments  

 

To receive/collect 

specimens 

To submit/discuss lab 

results     

Clients  To conduct lab tests 

and give results  

 Visiting 

students and 

interns and 

researchers  

To provide training, 

exchange, share 

pharmaceutical 

knowledge   

 

Values 

The five values described below capture the essence of the Hospital’s culture and play an 

important role in the way we assess the performance of our staff as individuals and 

members of a team. These values should be read in conjunction with the Public Service 

Values and Code of Regulations.  

 

Excellence 

We attain excellence by putting patients first, by taking pride in our work, and by 

attending to detail. As a hospital and as individuals, we will recognize and reward 

excellence in our team. Our commitment to excellence means doing everything as well as 

we possibly can. Every role at the Hospital contributes in some way to patient care and 

so our commitment applies to every member of staff. 
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Teamwork & leadership 

We recognize and value the importance of teamwork and leadership. Excellent teams are 

supported by leaders that inspire and motivate them. We expect Team Leaders to set 

standards of behavior for others to follow and will work to consistently foster the 

attributes of teamwork and leadership in all our staff. 

 

Care & professionalism 

Caring for patients is our first priority and is a responsibility shared by the entire staff. We 

respect the dignity of our patients and treat them and their families with grace and 

compassion. The Hospital is a close community and we strive to provide a safe 

environment for patients, staff and visitors. We also respect and care for our staff and 

colleagues. Recognizing the value that each of us brings to a team, we treat others 

equally and in the way that we wish to be treated. 

 

Accountability & effectiveness 

As members of the Hospital community, we are accountable as individuals for our 

decisions and actions. We understand that we are all responsible for delivering outcomes 

on a daily basis that improve the lives of patients and contribute toward achievement of 

the Hospital’s vision. Holding each other accountable for these outcomes is a shared 

responsibility that we take seriously. Though Team Leaders ensure that roles and 

responsibilities are clearly assigned, we expect staff to exercise initiative, discretion and 

proactivity in carrying out their duties. This will sometimes mean doing things which do 

not fall neatly into our day-to-day roles. 

 

Integrity & honesty 

We are committed to integrity and honesty as cornerstones of our relationship with each 

other, our patients and the community we serve. Accordingly, we hold ourselves and our 

colleagues to the highest standards of professional and personal conduct. Our 

expectations of behavior are clearly set out in the Public Officer Ethics Act, 2003. 

 

Service standards 

HCRH has a service charter which has been cascaded to the department level. The 

hospital and department service charters provide the minimum level of service that all 

staff working at HCRH are expected to provide. The service standards are premised on 

the hospital’s avowed principle to treat patients, customers and all others who we 

interact with courtesy, respect and care. 
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3. DIETICIAN/NUTRITIONIST III, JOB GROUP “H” (2 POSTS) 

 

DEPARTMENT/UNIT: Nutrition   

REPORTS TO:   County Dietician/Nutritionist Officer 

 

Position summary  

Provide nutritional care to patients in various disease states and conditions; monitor, 

assess, and optimize nutrition status based on a patient's current medical condition 

and/or nutrition adequacy; make recommendations for tube and intravenous feedings 

and/or dietary supplements. 

 

Essential job functions and standards 

Key Result Area Main Tasks  Performance Indicator  

Patient Care  Dietary Ward Chart 

 Screen and assess patients on admission 

for risk of under-nutrition as per 

protocol 

 Ensure patients receive appropriate 

menus according to their oral and fluid 

status 

 Continually update Nursing Staff on 

patients’ oral and fluid status 

 

Menu Selection 

 Provided assistance to patients in menu 

selection in accordance with their oral diet 

and fluid status, whilst incorporating 

prescribed nutritional supplements and 

patient food preference 

 Number of water 

and food samples 

randomly collected 

for bacteriological 

and chemical 

analysis 

Meals and menu 

preparation   

 Oversee food preparation  

 Maintain adequate menu items, standard 

portion sizes and menu specifications for 

all standard and therapeutic menus 

 Make appropriate product substitutions in 

agreement with therapeutic diet 

specifications. 

 Order extra food items as per agreed 

protocols in an efficient manner 

 Provide food supplements in accordance 

with patient treatment plan 

 Report any shortfalls/ problems with food 

products  

 Number of clients 

satisfied with 

hospital catering 

services  
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Key Result Area Main Tasks  Performance Indicator  

Administrative  Work planning 

 Prepare departmental work plan and 

budget based on the hospital strategic 

plan 

 Prepare individual annual work plan 

based on department work plan 

 Number of planned 

activities 

implemented on  a 

monthly basis 

Performance Management 

 Using your job description and work 

plan and in consultation with your 

supervisor, continually appraise 

yourself and rectify any shortcomings 

or suggest necessary assistance 

 Number of 

appraisals conducted 

on a timely basis in 

each quarter 

Meetings   

 Facilitate departmental meetings 

 Participate in departmental meetings  

 Contribute to the work of the various 

committees related to catering, food 

handling      

 Number of 

departmental  

meetings attended 

 Number of 

committee meetings 

attended  

Professional Development 

 Undertake requisite professional 

development activities 

 Number of CPD 

activities 

undertaken/participa

ted in 

Reports 

 Prepare and submit monthly and annual 

reports 

 Number of reports 

submitted on a 

timely basis  

Quality assurance, 

safety and security  

 Adhere to current policies and procedures 

regarding provision of both therapeutic 

and non-therapeutic diets 

 Participate in quality and research audits 

and other data collection 

 Number of Public 

Health 

requirements/standa

rds disseminated   

 Number of 

departments  

reporting use of 

Public Health SOPs 

Training and 

research  

Induct, supervise, train  interns  in the 

department 

 Number of students 

completing 

internships  

Undertake research, provide support to 

hospital staff and external researchers 

undertaking research  

 

 Number of research 

projects 

undertaken/participa

ted in  
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Required competencies 

Education 

(Minimum level of 

education)  

 Diploma in Community or Nutrition Health 

 

Knowledge   Knowledge of dietetics, foods and nutrition, food service systems 

management, or a related area 

Skills   Interpersonal skills necessary to interview, teach and counsel 

patients  

Required license 

/Certificate   

 Registered by the Kenya Nutritionists and Dieticians Institute  

Work experience 

 

 At least two  years’ experience as a Nutritionist 

Machines, tools, 

and equipment 

 PC and PC applications and other general office equipment 

 Patient assessment tools  

Authority/decision- 

making 

 Participates in the development of procedures for the department. 

 Makes decisions regarding work processes based on established 

guidelines.  

 Prioritizes and organizes work to meet changing conditions.  

 

The intent of this job description is to interpret and provide a representative summary of 

duties and responsibilities as outlined in the applicable scheme of service. It shall not be 

construed as a declaration of the specific duties and responsibilities of the position. The 

position holder may be requested to perform job-related tasks other than those 

specifically presented in this description. 

 

Working conditions  

 Works in a normal hospital environment where there are limited physical 

discomforts due to temperature, noise, noxious smells, disease agents, distractions; 

chemicals, unpredictable client and other people’s behaviors.  

 Possible risk exposure to communicable diseases, hazardous materials, and 

pharmacological agents with likelihood of harm - thus established precautions 

should be followed. 

 

Relationships  

Internal Customers External Customers 

Who Why Who Why 

Consultants and 

other medical 

staff 

 

To coordinate 

medical and 

nutritional needs 

Clients  To advise/teach patients on 

how to make nutritionally 

sound food choices to speed 

the recovery process, 

prevent disease and maintain 

a healthy lifestyle. 
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HMT  To consult and 

contribute to 

health service 

improvement and 

planning in the 

hospital  

Visiting students 

and consultants 

To provide training, 

exchange, share medical 

knowledge   

 

Values 

The five values described below capture the essence of the Hospital’s culture and play an 

important role in the way we assess the performance of our staff as individuals and 

members of a team. These values should be read in conjunction with the Public Service 

Values and Code of Regulations.  

 

Excellence 

We attain excellence by putting patients first, by taking pride in our work, and by 

attending to detail. As a hospital and as individuals, we will recognize and reward 

excellence in our team. Our commitment to excellence means doing everything as well as 

it can possibly be done. Every role at the Hospital contributes in some way to patient 

care and so this commitment applies to every member of staff. 

 

Teamwork & leadership 

We recognize and value the importance of teamwork and leadership. Excellent teams are 

supported by leaders that inspire and motivate them. We expect Team Leaders to set 

standards of behavior for others to follow and will work to consistently foster the 

attributes of teamwork and leadership in all our staff. 

 

Care & professionalism 

Caring for patients is our first priority and is a responsibility shared by the entire staff. We 

respect the dignity of our patients and treat them and their families with grace and 

compassion. The Hospital is a tightly knit community and we strive to provide a safe 

environment for patients, staff and visitors. We also respect and care for our staff and 

colleagues. Recognizing the value that each of us brings to a team, we treat others 

equally and in the way that we wish to be treated. 

 

Accountability & effectiveness 

As members of the Hospital community, we are accountable as individuals for our 

decisions and actions. We understand that we are all responsible for delivering outcomes 

on a daily basis that improve the lives of patients and contribute toward achievement of 

the Hospital’s vision. Holding each other accountable for these outcomes is a shared 

responsibility that we take seriously. Though Team Leaders ensure that roles and 

responsibilities are clearly assigned, we expect staff to exercise initiative, discretion and 

proactivity in carrying out their duties. This will sometimes mean doing things which do 

not fall neatly into our day-to-day roles. 
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Integrity & honesty 

We are committed to integrity and honesty as cornerstones of our relationship with each 

other, our patients and the community we serve. Accordingly, we hold ourselves and our 

colleagues to the highest standards of professional and personal conduct. Our 

expectations of behavior are clearly set out in the Public Officer Ethics Act, 2003. 

 

Service standards 

HCRH has a service charter which has been cascaded to the department level. The 

hospital and department service charters provide the minimum level of service that all 

staff working at HCRH are expected to provide. The service standards are premised on 

the hospital’s avowed principle to treat patients, customers and all others who we 

interact with courtesy, respect and care. 

 

 

 

4. MEDICAL PHARMACEUTICAL TECHNOLOGIST III, JOB GROUP “H” (1 POST) 

 

DEPARTMENT/UNIT: Pharmacy 

REPORTS TO:   County Pharmacist  

 

Position summary 

Store, preserve, pre-pack, dispense medicines and counsel patients on their proper use 

and possible adverse effects of drugs and medicines dispensed. 

 

Essential job functions and standards 

Key Result Area Main Tasks  Performance Indicator  

Clinical  Check prescriptions for proper dosages and 

prepare prescribed pharmaceutical 

products as necessary  

 Number of ward 

rounds participated 

in  

 Number of 

prescriptions 

dispensed  

 Number of clients 

satisfied with 

pharmacy services  

Dispense prescribed pharmaceuticals to 

clients or to other health care professionals 

and advise them on indications, contra-

indications, adverse effects, drug 

interactions and dosage 

Provide counselling on prescribed 

medications where appropriate 

Administrative  Drugs Stores Management 

 Take part in supply chain management 

to ensure that essential stocks are 

available in the main pharmacy and 

internal outlets you may be responsible 

for 

 Ensure proper receipt and storage of 

pharmaceuticals and maintain 

 Number of registers 

maintained correctly 

 Number of updated 

drug lists available 

to Clinical team  

 Number of ward 

rounds participated 

in 
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Key Result Area Main Tasks  Performance Indicator  

appropriate documentation for 

accountability 

 Maintain stocks registers and updated 

price lists  

 Continually update wards/clinical 

teams on available drugs from the 

pharmacy  

 

 Number of reported 

cases of stock of 

drugs 

 Number of stock 

takes undertaken 

 Number of reported 

instances of drugs 

outstanding  

Reporting 

 Prepare monthly, quarterly pharmacy 

reports 

 Number of reports 

submitted on time  

 Meetings   

 Participate in departmental meetings  

 Contribute to the work of the various 

committees related to Pharmacy work 

as delegated  

 Number of 

departmental 

meetings attended 

 Number of 

committee meetings 

attended  

Quality assurance  Promote and maintain quality in all 

services and ensure continuous quality 

improvement measures are in place  

 Monitor storage conditions, expiry 

status and security of pharmaceuticals 

 Monitor patient adherence to long-

term treatment especially anti-

retrovirals (ARVs) 

 Ensure compliance with occupational 

health and safety at work policies and 

procedures 

 Number of 

pharmacovigilance 

reports prepared  

Training and research  Induct, supervise, train interns in the 

department  

 

 Number of students 

completing 

internships  

Undertake research, provide support to 

hospital staff and external researchers 

undertaking research   

 Number of research 

projects 

undertaken/participa

ted in  

Undertake requisite professional 

development activities  

 Number of CPD 

activities  

 undertaken/participa

ted in 

Work planning, 

performance 

management, and 

professional 

Prepare and implement individual annual 

work plan based on department work plan 

 number of planned 

activities 

implemented on a 

monthly basis  
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Key Result Area Main Tasks  Performance Indicator  

development  Using your job description and work plan 

and in consultation with your supervisor, 

continually appraise yourself and rectify 

any shortcomings or suggest necessary 

assistance. 

 Number of 

appraisals conducted 

on a timely basis in 

each quarter 

 

Required competencies 

Education (Minimum 

level of education)  

 Diploma in Pharmacy  

 

Knowledge   Knowledge of medical and pharmaceutical laws  

 Familiar with the Code of Ethics and Standards for Pharmacy 

Practice in Kenya 

 Deep understanding of the Pharmacy and Poisons Act, and 

regulatory requirements of the Pharmacy and Poisons Board 

Skills  Communication  

 Ability to communicate and explain treatments to patients as 

well as liaise and co-ordinate treatment with other clinical staff   

 

Attention to Detail  

 Dispensing the right medicines in the right dosage can be a 'life 

and death' activity. Mistakes could be fatal. 

 

Organization 

 The hospital pharmacy and its outlets can at times be extremely 

busy and hectic. Needs to be highly organized not only to meet 

the demands of the role but also to avoid mistakes being made 

along the way. 

 

Interpersonal skills 

 Most patients find Doctors intimidating, and may not ask the 

questions they need about their medication. As a result, it's vital 

that the pharmacist is approachable to all and indeed 

recognizes when a patient may require extra help and advice to 

understand their treatment. 

 

Adaptability 

 Medicines are changing and developing all the time. Need to 

constantly keep updated on changes in the licenses (uses) or 

medicines as well as learning about newly launched medicines. 

Required license 

/Certificate   

 Registered by the Pharmacy and Poisons Board 

Work experience  At least 2 years’ experience in pharmaceutical field 
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Machines, tools, and 

equipment 

 PC and PC applications and other general office equipment 

 

Authority/decision-

making 

 Participates in the development of procedures for the 

department. 

 Makes decisions regarding work processes based on established 

guidelines.  

 Prioritizes and organizes work to meet changing conditions.  

 

The intent of this job description is to interpret and provide a representative summary of 

duties and responsibilities as outlined in the applicable scheme of service.  It shall not be 

construed as a declaration of the specific duties and responsibilities of the position. The 

position holder may be requested to perform job-related tasks other than those 

specifically presented in this description. 

 

Working conditions  

 Works in a normal hospital environment where there are limited physical 

discomforts due to temperature, noise, noxious smells, disease agents, distractions; 

chemicals, unpredictable client and other people’s behaviors.  

 Possible risk exposure to communicable diseases, hazardous materials, and 

pharmacological agents with likelihood of harm-thus established precautions 

should be followed. 

 

Relationships  

Internal Customers External Customers 

Who Why Who Why 

Other 

departments  

 

To ensure provision and 

maintenance of appropriate 

public health services  

Clients   To examine and 

certify food handlers 

  To administer 

vaccines  

HMT  To consult and contribute 

to health service 

improvement and planning 

in the hospital  

Visiting 

students and 

consultants 

To provide training, 

exchange, share public 

health knowledge   

 

Values 

The five values described below capture the essence of the Hospital’s culture and play an 

important role in the way we assess the performance of our staff as individuals and 

members of a team. These values should be read in conjunction with the Public Service 

Values and Code of Regulations.  

 

Excellence 

We attain excellence by putting patients first, by taking pride in our work, and by 

attending to detail. As a hospital and as individuals, we will recognize and reward 

excellence in our team. Our commitment to excellence means doing everything as well as 
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it can possibly be done. Every role at the Hospital contributes in some way to patient 

care and so this commitment applies to every member of staff. 

 

Teamwork & leadership 

We recognize and value the importance of teamwork and leadership. Excellent teams are 

supported by leaders that inspire and motivate them. We expect Team Leaders to set 

standards of behavior for others to follow and will work to consistently foster the 

attributes of teamwork and leadership in all our staff. 

 

Care & professionalism 

Caring for patients is our first priority and is a responsibility shared by the entire staff. We 

respect the dignity of our patients and treat them and their families with grace and 

compassion. The Hospital is a tightly knit community and we strive to provide a safe 

environment for patients, staff and visitors. We also respect and care for our staff and 

colleagues. Recognizing the value that each of us brings to a team, we treat others 

equally and in the way that we wish to be treated. 

 

Accountability & effectiveness 

As members of the Hospital community, we are accountable as individuals for our 

decisions and actions. We understand that we are all responsible for delivering outcomes 

on a daily basis that improve the lives of patients and contribute toward achievement of 

the Hospital’s vision. Holding each other accountable for these outcomes is a shared 

responsibility that we take seriously. Though Team Leaders ensure that roles and 

responsibilities are clearly assigned, we expect staff to exercise initiative, discretion and 

proactivity in carrying out their duties. This will sometimes mean doing things which do 

not fall neatly into our day-to-day roles. 

 

Integrity & honesty 

We are committed to integrity and honesty as cornerstones of our relationship with each 

other, our patients and the community we serve. Accordingly, we hold ourselves and our 

colleagues to the highest standards of professional and personal conduct. Our 

expectations of behavior are clearly set out in the Public Officer Ethics Act, 2003. 

 

Service standards 

HCRH has a service charter which has been cascaded to the department level. The 

hospital and department service charters provide the minimum level of service that all 

staff working at HCRH are expected to provide. The service standards are premised on 

the hospital’s avowed principle to treat patients, customers and all others who we 

interact with courtesy, respect and care. 
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5. PUBLIC HEALTH OFFICER, JOB GROUP “K” (2 POSTS) 

 

DEPARTMENT/UNIT: Public Health  

REPORTS TO:   County Public Health Officer  

 

Position summary 

To implement public health and environmental laws and regulations through proper 

sanitation, vector and vermin control, food and water safety, hygiene, solid and liquid 

waste management including disposal of hazardous waste, drinking water, quality; 

surveillance of environmental pollutants; prevention and control of disease outbreaks 

and hygiene education. 

 

Essential job functions and standards 

Key result 

area 

Main Tasks  Performance indicator  

Public health  Cleanliness and sanitation  

 Provide advice on proper cleaning 

procedures and cleaning materials  

 Ensure sanitary inspections are carried  

 Number of 

ward/compound 

inspections conducted  

 Number of inspection 

reports submitted  

Food and Water quality control  

 Ensure safety and quality of food and 

water by conducting regular food and 

water inspections in consultation with 

the relevant departments and Senior 

Health Administrative Officer  

 Number of water and food 

samples tested 

 Number of  water and 

food quality reports 

submitted  

 Number of 

recommendations 

implemented  

Control of insect vectors and vermin 

 Conduct regular sanitary inspections 

of hospital facilities and recommend 

appropriate chemicals and rodenticide 

to be used  

 Number of wards/ 

departments sprayed  

 Amount of chemicals 

purchased/used  

Solid waste management   

 Ensure proper use of color coded 

dustbins, storage, transportation and 

disposal waste 

 Ensure segregation of waste is done 

and incineration is carried out 

 Ensure drains, manholes, soak 

pit/septic tanks are dislodged and 

maintained in a clear state   

 Coordinate disposal of unclaimed 

bodies in accordance with the Public 

 Number of color coded 

bins used  

 Number of times 

incinerator used 

 Number of drains, 

manholes, soak pit/septic 

tanks dislodged 
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Key result 

area 

Main Tasks  Performance indicator  

Health Act and other relevant 

regulations 

Communicable and Non-Communicable 

Disease control  

 Provide medical examination of food 

handlers 

 Ensure sufficient stocks and issue 

certificates to food handlers tested  

 Facilitate health talks for food 

handlers 

 Ensure sufficient stocks and administer 

typhium vaccine/Hepatitis B to food 

handlers testing positive  

 Administer Anti-Rabies vaccine to dog 

bite cases  

Disease surveillance and Response  

 Ensure timely submission of reports 

(samples) of integrated disease 

surveillance to relevant authorities  

 Number of food handlers 

tested  

 Number of certificates 

issued  

 Number of typhium 

vaccine/Hepatitis B doses 

administered 

 Number of health talks 

given   

 

 Number of reports 

submitted  

 Number of samples taken 

 Number of cases notified  

Administrative  Work planning 

 Participate in the preparation of 

departmental work plan and budget 

based on the hospital strategic plan 

 Prepare individual annual work plan 

based on department work plan 

 Number of planned 

activities implemented on a 

monthly basis 

Performance Management 

 Using your job description and 

work plan and in consultation 

with your supervisor, continually 

appraise yourself and rectify any 

shortcomings or suggest necessary 

assistance. 

 Number of 

appraisals 

conducted on a 

timely basis in each 

quarter 

Meetings   

 Participate in departmental meetings  

 Contribute to the work of the various 

committees related to Public Health     

 Number of departmental 

meetings attended 

 Number of committee 

meetings attended  

Professional Development 

 Undertake requisite professional 

development activities 

 Number of CPD activities 

undertaken/ participated in 

Reports 

 Prepare and submit monthly/quarterly 

reports  

 Number of reports 

submitted on a timely basis  
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Key result 

area 

Main Tasks  Performance indicator  

Quality 

assurance, 

safety and 

security  

Ensure adherence to Public Health 

procedures and standards 

Maintain quantity and quality control 

checks to assure the unit meets standards 

required by law, rules, and departmental 

policies 

 Number of Public Health 

requirements/standards 

disseminated   

 Number of departments 

reporting use of Public 

Health SOPs 

Training and 

research  

Induct, supervise, train interns in the 

department  

 Number of students 

completing internships  

Undertake research, provide support to 

hospital staff and external researchers 

undertaking research   

 Number of research 

projects 

undertaken/participated in  

 

Required competencies 

Education 

(Minimum level 

of education)  

 Bachelor’s degree in Environmental Health Sciences  

 

Knowledge   Familiarity with the necessary provisions of the Public Health Act 

Cap 242 and Food, Drugs and other Chemical Substances Cap 254 

and other regulation in force  

. 

Skills   Interpersonal skills necessary to interview, teach and counsel 

patients; instruct health care personnel on procedures and treatment. 

 Ability to design, carry out and evaluate training 

 Ability to design and conduct operations research, analyze and 

utilize research findings in planning activities to improve service 

delivery 

 Interpersonal skills necessary to interview, teach and counsel 

patients; instruct health care personnel on procedures and treatment 

Required 

license/ 

registration  

 Registered by the Public Health Officers Association  

Work 

experience 

 At least 2 years’ experience  

Machines, tools, 

and equipment 

 Standard fumigation application equipment  

 PC and PC applications and other general office equipment 

Authority/decisi

on- making 

 Participates in the development of procedures for the department 

 Makes decisions regarding work processes based on established 

guidelines  

 Prioritizes and organizes work to meet changing conditions 

 

The intent of this job description is to interpret and provide a representative summary of 

duties and responsibilities as outlined in the applicable scheme of service. It shall not be 
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construed as a declaration of the specific duties and responsibilities of the position. The 

position holder may be requested to perform job-related tasks other than those 

specifically presented in this description. 

 

Working conditions  

 Works in a normal hospital environment where there are limited physical 

discomforts due to temperature, noise, noxious smells, disease agents, distractions; 

chemicals, unpredictable client and other people’s behaviors.  

 Possible risk exposure to communicable diseases, hazardous materials, and 

pharmacological agents with likelihood of harm-thus established precautions 

should be followed. 

 

Relationships  

Internal Customers External Customers 

Who Why Who Why 

Other 

departments  

 

To ensure provision and 

maintenance of appropriate 

public health services  

Clients   To examine and 

certify food handlers 

 To administer 

vaccines  

HMT  To consult and contribute 

to health service 

improvement and planning 

in the hospital  

Visiting 

students and 

consultants 

To provide training, 

exchange, share public 

health  knowledge   

 

Values 

The five values described below capture the essence of the Hospital’s culture and play an 

important role in the way we assess the performance of our staff as individuals and 

members of a team. These values should be read in conjunction with the Public Service 

Values and Code of Regulations.  

 

Excellence 

We attain excellence by putting patients first, by taking pride in our work, and by 

attending to detail. As a hospital and as individuals, we will recognize and reward 

excellence in our team. Our commitment to excellence means doing everything as well as 

it can possibly be done. Every role at the Hospital contributes in some way to patient 

care and so this commitment applies to every member of staff. 

 

Teamwork & leadership 

We recognize and value the importance of teamwork and leadership. Excellent teams are 

supported by leaders that inspire and motivate them. We expect Team Leaders to set 

standards of behavior for others to follow and will work to consistently foster the 

attributes of teamwork and leadership in all our staff. 
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Care & professionalism 

Caring for patients is our first priority and is a responsibility shared by the entire staff. We 

respect the dignity of our patients and treat them and their families with grace and 

compassion. The Hospital is a tightly knit community and we strive to provide a safe 

environment for patients, staff and visitors. We also respect and care for our staff and 

colleagues. Recognizing the value that each of us brings to a team, we treat others 

equally and in the way that we wish to be treated. 

 

Accountability & effectiveness 

As members of the Hospital community, we are accountable as individuals for our 

decisions and actions. We understand that we are all responsible for delivering outcomes 

on a daily basis that improve the lives of patients and contribute toward achievement of 

the Hospital’s vision. Holding each other accountable for these outcomes is a shared 

responsibility that we take seriously. Though Team Leaders ensure that roles and 

responsibilities are clearly assigned, we expect staff to exercise initiative, discretion and 

proactivity in carrying out their duties. This will sometimes mean doing things which do 

not fall neatly into our day-to-day roles. 

 

Integrity & honesty 

We are committed to integrity and honesty as cornerstones of our relationship with each 

other, our patients and the community we serve. Accordingly, we hold ourselves and our 

colleagues to the highest standards of professional and personal conduct. Our 

expectations of behavior are clearly set out in the Public Officer Ethics Act, 2003. 

 

Service standards 

HCRH has a service charter which has been cascaded to the department level. The 

hospital and department service charters provide the minimum level of service that all 

staff working at HCRH are expected to provide. The service standards are premised on 

the hospital’s avowed principle to treat patients, customers and all others who we 

interact with courtesy, respect and care. 

 

 

How to apply: 

 

All applicants should submit their applications together with copies of their detailed 

curriculum vitae with names, address and telephone contacts of three referees. Academic 

and professional certificates, testimonials, national identity card or passport and any 

other supporting documents. Clearly indicate the position applied for both on the cover 

letter and the envelope. Applications should be addressed to: 

 

The Secretary 

County Public Service Board 

P O Box 2362 - 00900 

KIAMBU 
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Hand delivered applications should be dropped in the specific box provided on the First 

Floor, Thika Sub-County offices (at the County Public Service Board offices - Room 103) 

between 8.00 a.m and 5.00 p.m on weekdays. 

 

Applicants should seek clearance from and attach copies or evidence thereof of the 

CURRENT (valid in 2017) documents below: 

 

 Kenya Revenue Authority 

 Ethics and Anti-Corruption Commission 

 Criminal Investigation Department (Certificate of Good Conduct) 

 Higher Education Loans Board (HELB) 

 Credit Reference Bureau (CRB)  

 

Applications should reach the County Public Service Board (CPSB) on or before 

Wednesday, 21
st
 June, 2017. 

 

Shortlisted candidates will be required during the interview to produce their original 

identity cards, academic and professional certificates, testimonials, clearance and other 

relevant documents in support of their applications. 

 

NOTE: 

 

 KIAMBU COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER. 

 EMPLOYEES OF THE COUNTY ARE ENCOURAGED TO APPLY. 

 WOMEN AND PERSONS LIVING WITH DISABILITIES ARE ENCOURAGED TO 

APPLY. 

 PEOPLE FROM NON-DOMINANT ETHNIC COMMUNITIES ARE ENCOURAGED 

TO APPLY. 

 ANY FORM OF CANVASSING SHALL LEAD TO IMMEDIATE DISQUALIFICATION. 

 ONLY SHORTLISTED CANDIDATES WILL BE CONTACTED. 

 


