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Exciting Career Opportunities 

 

The principal objective of The Kenya School of Monetary Studies (KSMS) is to build capacity for 

sound management in the financial sector. The school hereby invites applications from suitably 

qualified, experienced and self-motivated candidates to fill the following positions on casual, 

short term, or long term contract basis; 

 

1. Reception Support Officer 

Key Responsibilities 

 To provide administrative support across the School, handle the flow of visitors and 

ensure that all receptionist responsibilities are completed accurately and delivered 

with high quality and in a timely manner 

 Serving visitors by greeting, welcoming and directing them appropriately. 

 Answering, and forwarding any incoming phone calls while providing basic 

information when needed. 

 Receiving and sorting daily mail, deliveries and couriers. 

 Update appointment calendars and schedule meetings/appointments. 

 Perform other clerical receptionist duties such as filing and  photocopying. 

Qualifications and Experience 

 Proven working experience in a front office handling receptionist responsibilities. 

 Be a holder of a Diploma from a recognized institution. 

 Proficient with Microsoft Office Suite. 
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 Professional appearance. 

 Solid communication skills both written and verbal. 

 Ability to organize, multitask, prioritize and work under pressure. 

 

2. Hospitality Support Officer 

Key Responsibilities 

 Receive all cash from all revenue centers and make a summary as at the closing of the 

trading day. 

 Ensure that all cash received is duly receipted. 

 Ensures that receipts are issued in chronological order and recorded accordingly. 

 Ensures that the cash and credit sales balance with the sales summaries. 

 Prepares banking slips and ensure that all receipts are banked intact. 

 Maintaining operating float intact as designated. 

 Do all the cashiering activities as per laid down procedure. 

 Performing any other duty as may be assigned by the management. 

Academic Qualifications and Experience 

 Be a holder of a Diploma from a recognized institution. 

 Should have demonstrated experience in a similar position. 

 Excellent attention to detail.  

 Good communication skills. 

  

3. Academic Support Officer 

Key Responsibilities 

 Confirm that all rooms are adequately prepared for classes (cleanliness, availability of 

sufficient desks and chairs, working equipment etc.). 

 Prepare class registers for signing by students and lecturers and administer the same. 
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 Monitor student attendance of classes and alert the management of any cases failing to 

meet the required rules (attendance) and/or dropout cases. 

 Monitor lecturer availability for classes and alert the management of any cases of 

absenteeism or undue lateness. 

 Attend to lecturer administrative requirements including provision of required teaching 

materials  

 Attend to student requirements and isolate pertinent concerns for escalation to 

management as appropriate. 

 Assist in enforcing the School fee payment policy including identification of students 

ineligible to attend class. 

 At the end of each semester, compile a report summarizing the outcome of the teaching 

exercise, challenges encountered (if any) and recommendations for improvements as 

appropriate. 

 Perform any other tasks as may be assigned from time to time. 

 

Qualifications 

 The ideal candidate should be a young individual with a recognized first degree in any 

field from a recognized university.  

 Should have demonstrated experience in a similar position. 

 Good communication skills.  

 

4. IT Technician 

Key Responsibilities 

 Provides operational and technical support to audio visual equipment users with a 

Primary focus on setting up projectors, operate PA systems, operations of 

conferencing delegate systems and supporting technologies. 

 Providing support to clients through the resolving issues to ensure audio visual 

systems are operational. 

 Maintenance of updated School inventory of audio-visual equipment. 
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 Establishes Audio Visual systems physical security by developing standards, policies, 

and procedures; coordinating with facilities security; recommending improvements. 

Qualifications and Experience 

 Minimum certificate or diploma in Business or ICT related courses. 

 Vast knowledge in operation of electronic gadgets. 

 Willingness to learn. 

 Technologically savvy. 

 Demonstrated experience in a similar role as an audio visual operator. 

 Give clients requests first priority. 

 People and client friendly with diplomatic touch. 

 

5. Maintenance 

(a) Electrical Technician  

Key Responsibilities 

 Create and maintain electrical schematics and harnesses and perform circuit 

analysis.  

  Identify and specify new electrical parts and work and report on material 

requirement.  

 Maintain Electrical equipment like water pumps, general lighting and cabling.  

 Maintenance of generators, refrigerators and air conditioners. 

 To do electrical repairs and modifications. 

 To do electrical installations/re-installations. 

 Carry out routine inspection of electrical installations. 

Qualifications and Experience 

 Holder must have at least a National Diploma in Electrical Engineering from a 

recognized institution.  
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 Extensive and demonstrated experience for over 3 years in maintenance. 

 Aware of design tools and techniques and ability to use all hand tools. 

 

 

(b) Mason 

 Key Responsibilities 

 Carry out preventive maintenance in buildings and any other structure. 

 Maintain and repair masonry works and carry out modifications, improvements and 

new installation work as advised. 

 Plan and prepare for engineering work so that such work may be carried out in the 

most timely and effective way. 

Qualifications and Experience 

 Holder must have at least a certificate or National Diploma in Masonry 

  Excellent safety, health and environmental standards awareness especially in 

operation workshop equipment.  

 Proven and demonstrated minimum of 3 years’ experience in masonry.  

 Ability to work long hours with minimal supervision. 

(C) Carpenter 

 Key Responsibilities 

 Carry out preventive maintenance on timber works. 

 Fabricate doors, windows and any other timber work in the School. 

 Inspect and replace damaged framework or other structures and fixtures 

 Maintain a high standard of proficiency in own skill area and extend this to other 

relevant areas. 

 Plan and prepare for carpentry work so that such work may be carried out in the 

most timely and effective way. 

Qualifications and Experience 
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 Holder must have at least a certificate or National Diploma in carpentry and joinery 

 Knowledge of Carpentry and Joinery skills  

 Excellent safety, health and environmental standards awareness especially in 

operation workshop equipment.  

 Proven and demonstrated minimum of 3 years’ experience in carpentry. 

 

(d) Painter 

 Key Responsibilities 

 Apply paint to surfaces including canvas, walls, floors, doors, and cabinets. 

 Prepare and mix standard and other primers, paints and coatings to proper 

consistency and viscosity.  

 Prepare and clean items and surfaces to be finished.  

 Uniformly apply wet primers, paints, and wet or dry coatings.  

  Fill cracks, holes, and joints with caulk, putty, plaster, or other fillers.  

 Erect scaffolding, movable and immovable staging and various rigging to gain access 

to difficult areas.  

 Scrutinize and maintain painted exterior and interior painted surfaces, trimming and 

fixtures.  

 Prepare surfaces and apply paints, stains, shading stains, and clear finishes.  

 Remove previous paint by means of sandblasting, scraping, sanding, hydro-blasting 

and steam-cleaning.  

 Inspect and refurbish wall surfaces using appropriate materials.  

 Plan, Budget & Order for paint supplies and materials as required.  

 Maintain a clean and safe work environment at all times. 

Qualifications and Experience 

 Industry Training & Certification / on-the-job apprenticeship.  

 Proven and demonstrated experience mixing colors and ability to differentiate 

between colors. 
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 Ability to use hand and power tools and equipment. 

 Ability to work long hours with minimal supervision. 

 

6. Food & Beverage (Service) Section 

a) Waiters  

Key responsibilities 

 Provide food and drinks service on tables and stations allocated. Ensuring prompt and 

efficient service for guest satisfaction. 

 Cleaning the dining room, restaurant or lounge before, during and after service. 

 Study and understand the menus being served. 

 Control the processing of the orders, ensuring that all items are served correctly. 

 Ensure the speedy delivery of room service orders. 

 Co-ordinate the clearing of trays. 

Qualifications and Experience 

 At least KCSE level of education.  

 Food &Beverage Course from a reputable learning institution. 

 Should have at least one year demonstrated experience in service. 

 

b) Bar Man    

Key responsibilities 

 Collect and controls the requested stocks from the main store. 

 Organize the cleaning the mis en place of the bar. 

 Open the bar for business according to the fixed timetable. 

 Replenishes fridges and coolers according to established par stocks. 

 Serve drinks, snacks or food items to customers seated at the bar. 

 Order or requisition liquors and supplies. 

 Arrange bottles and glasses to make attractive display. 

 Plan, organize, and control the operations of a cocktail lounge or bar. 
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 Collect money for drinks served. 

 Ensures cleanliness of the bar equipment and tools throughout the day. 

 Refills of patrons sitting on the counter to encourage more sales and ensure waiters do 

likewise on the terraces. 

 Operate and take care of the music system in the bar outlets. 

 Advice your immediate supervisor on slow moving items 

 

Qualifications and Experience 

 Diploma or certification in Hospitality management or its equivalent with formal 

bartending training. 

 Extensive knowledge of liquor brands, beer, wine, champagne, non-alcoholic 

beverages, designated glassware, preparation methods and garnishments. 

 Alcohol awareness and knowledge of responsible service. 

 Minimum of 2 year demonstrated experience in the same position from a reputable 

restaurant and or 4 or 5 star hotel property. 

 Strong communication skills in English (verbal, listening, writing). 

 Good understanding of the Hotel Industry standards, policies and procedures. 

 Eager to learn & progress, responsible with the willingness to take ownership. 

 

7. Kitchen (Production) Section 

(a) Chef de Partie 

Job Purpose 

Reporting to the Sous Chef, the Chef de Partie is responsible for running a specific part of the 

kitchen such as pastry, butchery, sauces, or vegetables. The Chef de Partie is expected to cook, 

prepare and present various dishes and to ensure that food goes out during a service.  

Key Responsibilities 

 Preparing, cooking and presenting dishes within your specialty.  

 Managing and training any demi-chef de parties or assistant cooks working with you.  

 Helping the sous chef to develop new dishes and menus.  
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 Ensuring you and your team have high standards of food hygiene and follow the 

rules of health and safety.  

 Monitoring portion and waste control to maintain profit margins.  

 Attends and participates in daily briefings and other scheduled meetings. 

Academic Qualifications and Experience 

 Be holders of a certificate or diploma in food production or culinary arts.  

 Should have at least three (3) years’ demonstrated experience in a 4-5 star hotels in 

a similar position  

 Knowledgeable about the culinary industry and food preparation.  

 Organized, have the ability to delegate tasks well and work in a high stress 

environment.  

 Knowledge of hygiene and safety standards in the Kitchen and possess discipline to 

enforce those standards.  

 Flexible and able to work in 24 hour rotating shifts. 

 Good communication skills. 

 Be Computer literate. 

 

(b) Pastry Cook  

Key Responsibilities 

 Prepare and make quality pastry products and desserts to the required standard 

specifications. 

 Oversee the Pastry Section in the production section by demonstrating strong 

leadership qualities with attention to detail.  

 Accountable for the quality and consistency of all pastry products produced and 

served.  

 Ensure preparation and presentation of quality bakery products in the Pastry section 

meet set standards.  

 Assist with the development of standardized recipes for all menu items. Ensure that 

recipes are accurate and updated as needed.  
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 Ensure proper levels of bakery and pastry items are prepared based on forecasted 

needs and their prompt delivery to the designated outlet for guest consumption.  

 Seek to maintain knowledge of industry trends in the world of pastry and baking 

 

 Qualifications and Experience 

 Be holders of a Diploma in bakery / pastry from a recognized training institution. 

 Have at least three (3) years’ demonstrated experience in a similar position in 4-5 star 

hotels. 

 Fully competent in all aspects of baking and pastry. 

 Ability to handle multiple tasks and work well in environments with time constraints. 

 Flexible and able to work in 24 hour rotating shifts  

 Sound knowledge of hygiene and safety standards in the Kitchen and possess 

discipline to enforce those standards. 

 Be Computer literate. 

 

(c) Kitchen Stewards   

Key responsibilities 

 Adhere to all sanitation guidelines. 

 Assist the cook and servers as necessary. 

 Dispose of waste. 

 Ensure all items are clean and maintains an organized work area 

 Record all breakages. 

 Other duties as assigned by the supervisor 

    Qualifications and Experience 

 At least KCSE level of education.  

 Should have demonstrated experience working in a busy kitchen. 

   

8. House Keeping Section 

a) Room Steward 
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Key responsibilities 

 Makes up guestrooms and adjacent areas. 

 Reports need for repair. 

 Ensures availability of guest supplies and amenities in the rooms. 

 Ensures economic and appropriate use of equipment and materials. 

 Collects guest laundry from the guest rooms. 

 Reports any unusual event in the area of work e.g. sick guest. 

 Adheres to the set rules and regulations for both the division and the School. 

 Answers both external and internal telephone calls in accordance to the School’s 

telephone handling standards. 

 Perform any other duties and projects as may be assigned from time to time.   
 

Qualifications and Experience 

 At least KCSE level of education.  

 Fluency in English both verbal and non-verbal. 

 Should have some demonstrated experience in a similar position. 

 

b) Laundry Operator 

Key responsibilities 

 Ensure that linen/clothes are cleaned properly. 

 Ensure appropriate separation and selection of the program and detergents. 

 Responsible for dry cleaning of guest laundry and staff uniforms. 

 Marking and sorting all guest laundry. 

 Check guest clothing for tears, faded colors or missing buttons and then reports any 

damages. 

 Good housekeeping is maintained at his/her place of work at all times. 

 Proper records are maintained of the linen/clothes received and issued. 

 Reporting on the machine repairs to the supervisor. 
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Qualifications and Experience 

 At least KCSE level of education. 

 Be Holder of a certificate or diploma in Housekeeping and laundry course. 

 Should have some demonstrated experience in a similar experience of experience.  

 

9. Gardening Assistant 

Key Responsibilities 

 Ensure that the gardens and lawns in the School are attended and kept to the highest 

standard. 

 Maintenance of gardens and plants. 

 Management of pests and fumigation of the compound. 

Qualifications and Experience 

 At least KCSE level of education. 

 Should have some demonstrated experience in a similar position. 

 Good communication skills. 

 

If you are interested and meet the above mentioned requirements for any of the positions, 

please send your applications attaching a detailed curriculum vitae, copies of academic/ 

professional certificates and testimonial, names and contacts of three referees stating your day 

telephone and email contacts to the following address on or before 24th March 2017. 

 
Executive Director 

Kenya School of Monetary Studies 

Box 65041 – 00618 Nairobi, KENYA 

Email: hr_recruitment@ksms.or.ke 

 
Note: 

 Only shortlisted candidates will be contacted 
 Canvassing, either directly or indirectly  will result to disqualification  


