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EMBE WATER AND SANITATION COMPANY (EMBEWASCO) LTD.

P O Box 195, Tel 068-21001, 0703192338

SIAKAGO 

E-mail:  embewater@yahoo.com 











     11th July, 2024

VACANT POST

HUMAN RESOURCES OFFICER (ONE POST)
Job Title: Human Resources Officer

Department: Finance and Administration

Reports To: General Manager

Responsible For: Administration and Human Resource

Overall Purpose of the job;
The Human Resources Officer will be responsible for the management of the Human Resources and Administration functions of the company.

Key Job Responsibilities;
Responsible for the effective management of the Human Resource function of the company

Aligns the company's human resources requirements to the company’s immediate short, medium, and long-term goals for the achievement of the company’s goals and overall objectives.

Plays a key role in recruitment, placement, training and development of staff

Guide and coordinate periodic staff appraisals

Deal on a day-to-day basis with diverse human-related issues 

Manage staff grievances in accordance with the company policies and Kenyan labour laws 

Provide data, information, and advice to management on all issues relating to Human Resource

Ability to work under pressure and meet data lines with minimum supervision 

Coordinates the company’s disciplinary matters

Responsible for staff training and development 

Prepares the human resources budget component for the company

Liaises with relevant government and other related institutions on staff matters 

Manages the administration function of the company

Performing any other duties as may be assigned from time to time

Job Specification 
 Bachelors Degree in Human Resource Management, Business Administration (Human Resource option) or its equivalent from a recognized university in Kenya.

Minimum 3(three) years of experience in a medium or large commercial environment, preferably in the water sector.

Literate in computer applications

Conversant with relevant Laws of Kenya such as labour laws

Well versed with the Kenya Merit and ability as reflected in work performance and results

Shortlisted applicants will be required to be compliant with Chapter six (6) of the Constitution on Leadership and Integrity and produce the following document during the interview:-

Valid Certificate of Good Conduct from DCI.

Tax Compliance Certificate from KRA.

Clearance from Higher Education Loans Board (HELB)

Clearance from CRB

Compliance Certificate from Ethics and Anti-corruption Commission (EACC).

Method of Application 

Applications can be delivered either by post through the postal address given below or dropped by hand at the Company’s office between 0800 and 1700 hours any working day (from Monday to Friday) in well-sealed envelopes marked “Application for the post of Human Resource Officer” on the top left side on or before 2nd  August 2024  addressed to:

THE GENERAL MANAGER

EMBE WATER AND SANITATION COMPANY

P O Box 195 - 60104 Tel 068-21001, 0703192338

SIAKAGO 

Canvassing will lead to automatic disqualification. Only shortlisted candidates will be contacted. Women and persons with disability are encouraged to apply.

