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COUNTY  ASSEMBLY OF MOMBASA 
OFFICE OF THE COUNTY ASSEMBLY CLERK 

Email:  Countyassemblymombasa@gmail.com      P O Box 90440 – 80100 

 info@mombasaassembly.go.ke                   MOMBASA, KENYA 

Tel: 041-2311025         
 

CONTRACTUAL APPOINTMENT  FOR THE ELECTED AND NOMINATED 

MEMBERS OF COUNTY ASSEMBLY STAFF . 

 

The County Assembly Service Board would like to recruit a qualified and competent candidate 

for the following  position of:- 
 

WARD MANAGER ( 30 VACANCIES) 

 

(a) Duties and Responsibilities  
 

(a) Provide administrative and institutional support to a Member; 
 

(b) Keep the Member well informed about the transactions of the  bank account 

for Ward Management; 
 

(c) Maintain the diary of a Member at the  ward office by recording all major ward 

events that require the  attention of the Member; 

(d) Be responsible for all County Assembly assets at the ward office. 

 

(b) Requirements for Appointment 

For appointment to this grade, a person must have the following:- 

 Is a Citizen of Kenya; 

 Certificate in KCSE;  

 Certificate of  Good Conduct. 

 
SECRETARIES FOR THE ELECTED MEMBERS ( 30 VACANCIES) 

 

Duties and Responsibilities of a Secretary 

a) Administrative  office duties; 

b) Arranging  official Meetings 

c)  Typing of Minutes  

d) Prioritize incoming mail and enquiries as shall be assigned to them by the ward office 

Manager from time to time. 

e) Handling routine correspondences 
 

(b) Requirements for Appointment 

For appointment to this grade, a person must have the following:- 

 Is a Citizen of Kenya; 

 Certificate in KCSE;  

 Basic Computer Knowledge 

 Certificate of  Good Conduct. 
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SECURITY OFFICERS FOR WARD OFFICES (30 VACANCIES)  

Duties and Responsibilities of a Secretary 

a) Offer security to the  ward office 

b) Office security to the Ward office assets 

c) Ensure security of the Member 

 

(b) Requirements for Appointment 

For appointment to this grade, a person must have the following:- 

 Is a Citizen of Kenya; 

 Basic Education  

 Certificate of  Good Conduct. 
 

 

PERSONAL ASSISTANT FOR NOMINATED MEMBERS ( 12 VACANCIES) 

 

(a) Duties and Responsibilities  
 

(e) Provide administrative and institutional support to a Member; 
 

(f) Keep the Member well informed about the transactions of the  bank account ; 
 

(g) Maintain the diary of a Member by recording all major  events that require the  

attention of the Member; 

 

(b) Requirements for Appointment 

For appointment to this grade, a person must have the following:- 

 Is a Citizen of Kenya; 

 Certificate in KCSE;  

 Certificate of  Good Conduct. 
 

 

 

DRIVER  FOR NOMINATED MEMBERS( 12 VACANCIES) 

 

(a) Duties and Responsibilities 

a) Driving a Motor vehicle as authorised by the Member 

b) Carrying out routine checks on the vehicle cooling system, electrical, brakes systems and 

tyres pressure 

c) Detecting and reporting  malfunctioning of vehicles systems 

d) Ensuring security and safety for vehicle on and off the road 

e) Maintaining cleanliness of the vehicle 

f) Safety of the passenger and/ or good s therein. 

 

(b) Requirements for Appointment 

For appointment to this grade, a person must have the following:- 

 Is a Citizen of Kenya; 

 Certificate in KCSE  

 Driving Licence 
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 Certificate of  Good Conduct 

 
 

 

(c) Application Criteria 

 

 All applicants must attach a copy of National Identity Card 

 An up to date Curriculum Vitae with copies of all certificates/testimonials 

 All applications should be submitted in sealed envelopes to reach the County Assembly Clerk's 

Office on or before 20th November  2018 at the address below:- 

 

The Secretary 

 County Assembly Service Board 

P. O. Box 80438-80100 

Mombasa 

Or 

Emailed to: Countyassemblymombasa@gmail.com 

 

The Mombasa County Assembly Service Board is an equal opportunity employer, and women, the youth 

and persons with disabilities who meet the specified requirements are encouraged to apply. 

 

 Any form of canvassing will lead to immediate disqualification. 

 Only shortlisted candidates will be contacted.  

 Shortlisted candidates will be required to produce their original national identity cards, 

certificates, duly signed transcripts and testimonials at the interview 

 

 

NB: This  advertisement is also available on our website ,www.mombasaaasembly.go.ke 

 

 

 


