UNITED REPUBLIC OF TANZANIA

PRESIDENT’S OFFICE
PUBLIC SERVICE RECRUITMENT SECRETARIAT

Ref. No. DA.268/338/449 28t December, 2023

TRANSFER VACANCIES ANNOUNCEMENT

On behalf of The National Examinations Council of Tanzania (NECTA), Public Service
Recruitment Secretariat invites qualified Tanzanians to fill three (03) vacant post for transfer
as mentioned below.

1.0 THE NATIONAL EXAMINATIONS COUNCIL OF TANZANIA (NECTA)

The National Examinations Council of Tanzania (NECTA) is a Government Institution which is
under the Ministry of Education Science and Technology. NECTA was established by the
Parliamentary Act No. 21 of 1973 to undertake the responsibility of examinations
administration and certification as provided for in the Act.

1.1 TRANSPORT OFFICER I (1)
1.1.1 Duties and Responsibilities
i. Toensure all NECTA's vehicles have valid insurance;
ii. To assist in maintaining appropriate records of all vehicles;
iii. To assist in planning maintenance schedule of NECTA motor vehicles;

iv. To assist in ensuring that spares for NECTA motor vehicles are at maximum
stock and available; and

v. To perform any other related duties as may be assigned by Supervisor.

1.1.2 QUALIFICATIONS AND EXPERIENCE



Holder of Bachelor Degree in one of the following fields: Transport Management, Transport
and Logistics Management, Transport Economics or equivalent qualification from a
recognized Institution with at least four (4) years working experience in related field.

1.1.3 Salary scale
As per organization scale
1.2 RECEPTIONIST Il (02 Posts)
1.2.1 Duties and Responsibilities

I. To receive all visitors to NECTA and directs them to the appropriate officials
as may be necessary.

il. To attend all incoming telephone calls and directs them to the right officials;

iii. To receive all incoming mail and submits them to secretaries or respective

officials;
iv. To ensure proper organization of the front office;
V. To maintain register of various activities; and
Vi. To perform any other related duties as may be assigned by Supervisor.

1.3.1 QUALIFICATIONS AND EXPERIENCE

Holder of Certificate (NTA 5) in one of the following fields: Front Office Operations, Customer
Service, Hospitality, Tourism and Hospitality or equivalent qualification from recognized
institutions.

1.3.2 Salary scale

As per organization Salary scale

GENERAL CONDITIONS

i. Applicants must be Public Servants and must channel their application letters
through their respective employers, failure of which will lead to automatic
disqualification.

ii.  All applicants must be Citizens of Tanzania.

iii. People with disabilities are highly encouraged to apply and should indicate
clearly in the portal for Public Service Recruitment Secretariat attention;

iv.  Applicants must attach an up-to-date Curriculum Vitae (CV) having reliable contacts;
postal address/post code, e-mail and telephone numbers;

v. Applicants should apply on the strength of the information given in this advertisement;

vi.  Applicants must attach their certified copies of the following certificates: -



\Y

viii.

Xi.

Xii.

Xiii.

XiV.

XV.

XVi.

Postgraduate/Degree/Advanced Diploma/Diploma/Certificates;
Postgraduate/Degree/Advanced Diploma/Diploma transcripts;
Form IV and Form VI National Examination Certificates;

Professional Registration and Training Certificates from respective Registration
or Regulatory Bodies, (where applicable);

Birth certificate;
Attaching copies of the following certificates is strictly not accepted: -
Form IV and form VI results slips;
Testimonials and all Partial transcripts;
An applicant must upload recent Passport Size Photo in the Recruitment Portal;

An applicant who is retired from the Public Service for whatever reason should not
apply;

An applicant should indicate three reputable referees with their reliable contacts;

Certificates from foreign examination bodies for Ordinary or Advanced level education
should be verified by The National Examination Council of Tanzania (NECTA).

Professional certificates from foreign Universities and other training institutions should
be verified by The Tanzania Commission for Universities (TCU) and National Council for
Technical Education (NACTE);

A signed application letter should be written either in Swahili or English and addressed
to Secretary, Presidents Office, Public Service Recruitment Secretariat, P.O. Box 2320,
University of Dodoma, Utumishi /Asha Rose Migiro Buildings Dodoma.

Deadline for application is 10t January, 2024;
Only shortlisted candidates will be informed on a date for interview and;

Presentation of forged certificates and other information will necessitate to legal action;

NOTE: All applications must be sent through Recruitment Portal by using the following
address; http://portal.ajira.qo.tz/ and not otherwise (This address also can be found
at PSRS Website, Click ‘Recruitment Portal’)
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