Kiharu Technical College Muranga is a TVETA Approved Inatitution. We are
fowrated in Muranga County, Kiharu Constituency along Muranga- Mugoirt highway
A00m from Mukuyu Town.

The college invites applications from suitably qualified. experienced. and highly
cricientialed candidates wo fill the fallowing vacant poainons:

L Personal Assistant 1o the Director Ref: KTCM/VOL A/J /26 - 2 Positions
Il. Executive Secretary, Office of the Director Ref: KTCM/VOL B/J /26 - |
FPosition

. Exccutive Driver [Director’s Office) Rel, KTCM/VYOL CAI /26 - 1 Position

We are secking n highly organized, proactive, and discreet Personal Asmstant to
provide comprehensive, high-level admunistrative support (o our Director. The ideal
candidiate will be a fasi-thinking pretilem sobver who can anticipate needs, manage
complex schedules, and maintain absolute confidentiality,

Dutics and Responsibilities

|. Diary & Scheduole Management: Coordmate and manage complex calendars,
Arrange appointments, and prepare meelng vendes.

2. Travel Coordination: Crgamze detailed domestc and mternationsl travel
itineraries, including flights. transport, and acoommodeation.

3. Communication Handling: Screen phone  calls, manage  emnail
correspondence, and act &s the promary pomnt of contact for internal and
external atakeholders.

4 Document & Data Preparation: Drafl professional correspondence, handle
fing, and prepare reports, predentations, and meeting minutes

5. Administrative Operations: Oversee day-to-doy office systems, assmst with
expense tracking, and run business ermands as requined.

B, Perforin any other dudties asaigpned by the Direduor,



Requirements

SRS

. Bachelors Degree 1o Business Admunistration, Public Administration, Office

Management, Communieation, or 4 related field from a recognized institution.
2-5 years of proven experience as an Execulive Assistant, Prrsonal Asaistant,
or Office Administrator.

Fmﬁul:n{.‘:,‘ in coTmpLer u[:plimrinma tnc]uding Microsaft Office.
Excellent written and verbal communication skills,
High leved of integrity, confidentiality, and professionalis
Strong organizational and Hme management skills.

EXECUTIVE SECRETARY, OFFICE OF THE DIRE
REF: KTCM/VOL B/.J/26 - | POSITION

We are seeking a highly nrganized, profeasional, and discoreet individual to juin our
execuive team. The successiul candidate will ensure the smmooth daoily operatiins of
the Direclior's office by expertly managing schedules, communications, and
confidential decumentation on a one-on-one basis

Duties angd Respensibilitics

1.

.

Calendar Management: Coordinate and manage the Director's complex
calendar, acheduling appointments, meelings. and travel arrangements.

. Communication: Serve ag the primary point of contact for the Director's

office. screening phone calls, handling inguiries, and drafting professional
corTespondence.

Office Administration: Devise and maminin efficient oflice and Rling
gystems (hoth physical and digital),

. Meeting Preparation: Prepare agendos. organize required materials, and

1ake acourate minutes dunng executive meetings.

Confidentiality: Maintain absolute discretion and handle sensitive corporate
and personal information with utmost professionalism.

Perform any other dutics assigned by the Director.

Requirements

-l i

Diploma in Secretanal Studies, Busineas Administration, Office Management,
of an equivalent gualification from a recognized mstitution.

Proficiency in computer applications and office management systems.
Excellant communication and interpersonal skills.

Good organizational and record management skills.

Ability to mainlain confidentialiv.

At least twa 2] years of relevant experience will be an added advantoge
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3.

We are seeking a highly experienced, discreet, and professi

EXECUTIVE DRIVER [DIRECTOR'S OFFICE|
REF: KTCM/VOL C/J/26 - 1 POSITION

manage the transportation and dasly logistical needs of o ¢ctar. The ideal
candidate musl possess an exemplary safety record, exceptional time management
skills, and a high level of professionalism.

Duties and Responsibilities

b

. Chauffeur Services: Safely drive the Director to and from meetings, events,

and amrporl ransfers as reguired

Route Planning: Proactively momtor traffic and weather condiobons to
determine the mos( efficient and secure routes.

Vehicle Maintenance: Maintain the assigned vehicle’s cleanlineas, perform
routine mechanical checks, and coordinare regular servicing.

Logistical Suopport: Run official corporate  errands and  manage
administmarive tnaks linked to the Director's office.

Security & Safety: Enzsure strict compliance with traffic laws and mamiain
high safety protocols for the Director at all times.

Regquirements

. KCSE Certificate or its cquivalent with a minmium grade of a D plain.

Valid Drving License (with valid classes for passenger and commercial
vehicles under Lthe current NTSA gusdelines)

Defenaive Dnving Certitficate from a recognized institution.

Valid Cenificate of Good Conduer.

At least five (6] vears of relevant driving experience. preferably serving senior
Il'I.-HI'I:EEEI."l'I]I!‘I.'II.

Excellent commumcation and interpersonal skills.
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