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ANNEX I|A: GENERIC ORGANIZATIONAL STRUCTURE, GRADING, FUNCTIONS AND
STAFFING FOR PUBLIC UNIVERSITIES IN THE REPUBLIC OF KENYA

1. DEFINITION

An organisational structure depicts the technical configuration of roles and
responsibilities of an organisation, derived from the organisation's mandate/functions.

2. PRINCIPLES OF ORGANIZATION DESIGN

The principles of organisation design were considered in making recommendations on

the generic organisational structure. An optimal structure should besbased on/the

following parameters: i |

(i) Reflect the core functions of the organisation and be responswe to the changing
priorities and circumstances. |

(i) Be based on grouping of related functions and demarcate technlcal (core) and
shared services;

(iii) Reflect the areas of strength while mitigating nsks

(iv) Mirror the size of the University; |

(v) Portfolio based — Single line structures negate the pnnC|pIe of delegation/workload
inadequacy;,

(vi) Functional rather than position based and based on workload indicators staffing
norms; & » QF _

(vii) Reflect level of outsourcing of Hon-core functlons V4

(viii) Reflect level of automatlon of work processes, mgde of S
capital or labour intensive; P

(ix) Reflect complexity, geographlcal spread and; | e(extent aand nee’d for centralisation
versus decentralisation; R

(x) Span of contro[ chain’ of command an y of command

(xi) Depict reportlng relatlonshlps within t’g't% organlsagt:b hereby clarifying roles and
responsrb1lltes as weII as workflow; &

(xii) Demarcate act|V|t|es and rolés of p1aye]rs W|Ih|n the organisation for internal
harr([on,y, stabmty and efficiency; i,,;:'"

(Xiii)s Interfac\e activities of units and sub-units in‘an effective manner;

(xiv)' Clarlfy the roles and linkages of the institutions’ internal and external players; and

(xv) Re_flect the operational environment, desirable traditions and culture in such a way
that it;
e Promotes a culture of public service and accountability;
e Allows participatory decision making; and
e Provides an equitable, fair, open and non-discriminatory working environment.

ice delivery, whether
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3.

FUNCTIONAL ANALYSIS

In developing a fit-for-purpose generic organisational structure, functional analysis was
carried out through unbundling of the mandate of Public Universities as provided for in
the Universities Act No.42 of 2012 (Revised Edition 2024). The analysis revealed various
thematic areas from which generic Divisions, Directorates and Departments were derived
as outlined below:

Table 1: Functional Analysis

S/No. |Function Thematic Area|Division Directorate Department

1. Advancement oflfAdvancement |i) Academic&Stu|) Academic ) . Examinations
knowledge of knowledge dents Affairs Affairs A1) Admissions and

through teaching,
scholarly research

Directorate

»Students'Progression

and scientific
investigation i) Research&Inno|) Research |-
vation Senvices B
) dAnnovation &
Commercialisati
on

2. Promotion ofPromotion  ofi) Academic&Stu}) Academic (i) Examinations
learning in  thelearning dents Affairs |1\ Affairs (i) Admissions and
student body and | Directorate Students Progression
society generally; ; - i

@ o . |) Studen fairs)) Career and
. Direcjrate . Alumni
Gl . r,:_j;"f: Counselling and
—_— - Chaplaincy

3. Promotion ofPronibtion ‘ofi) Academic&Stu, )f' S"tudent aII’S‘(I);" Chaplaincy
cultural and socialculfqral aﬁd_ dents Affairs Dlrecto@.'l%' (i) Games and Sports
life of society; socialllfe 3 LT 5 2.

4. Support dand( ontrlbutlon tol) Acade ’&"' adernic” (i) Examinations
contribution to thesocro seconom; Studelagﬁ i (i) Admissions&Student
reallzatlen o ofie hdevelopment|  Affairs” ¢ s Progression
natlonale.cor}émlc 7 oY o
and” 0 soc:|al (ii)« Researeh&Inn ) Research
d'é@opﬁent, & ovation 4 Services

© . /| Directorate
. 9 .7 | Innovation and
x} i) Commercialisati
on Directorate

5. Promotion of thePromotion ofi) Academic&Stuli) Quality ) Examinations
highest standardgstandards and  dents Affairs Assurance i) Admissions&Students
in, and quality of|quality in Directorate Progression
teaching andteaching and ii) Academic

Affairs
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S/No. |Function Thematic Area|Division Directorate Department
research; research i) Research&Inno|) Research
vation Services
Directorate
i) Innovation and
Commercialisati
on Directorate
6. Education, training|Education andi) Academic&Stuj) Academic ) Examinations
and retrainingjtraining dents Affairs Affairs i) Admissions&Students
higher level Directorate Progression
professional,
technical and ) Student Affairg) Career and Alumni
management Directorate
personnel;
/. Dissemination of[Dissemination |i) Research&Inno|) Research -
the outcomes ofiof research vation Services
the research Directorate
conducted by the
university to the
general
community
8. Facilitation ofiLifelong i) Academic&Stu|) " Academlc ) Examinations
life-long learning|learning dents Affairs Affairs | i) Admissions&Students
through provisionthrough adult Directorate Progression
of adult andeducation
continuing
education & . O
0. Fostering of @Promote i) -.%Acad'e'mic:&Stu) Academ ) Examinations
capacity forcritical “dentspAffairs ' i) Admissions&Students
independent thinking g@m.| © tOFa’IEE' . Progression
critical  thinkingamong e |- oy
among itsstudénts &t’dent ,égfalrs) /Career and Alumni
students; i ¥ ; D"ec’[Q\@% 4
10. Promotion ofAfflrmatlve £'1(i) Academi€&St (|) Academlc ) Examinations
gender bala’nceactlon ‘among ~ uden 1rs_-‘- Affalrs ) Admissions&Students
and equallty ofstudents and cé; DIFQ@’EO te Progression
opportumty x B s“ta_ff = B ) HRM
amongx stuﬁents 7 Y oy
and emeloyees OV R
11. Pm@opﬁn “ ofiMainstreaming|i) Academic&Stwr)' Academic ) Examinations
equalﬁenon forlPLWD and  dents'Affairs’ Affairs ) Admissions&Students
p s0ns withimarginalized Directorate Progression
\disabilities, groups (i) HRM&Admin |) HRM

.o—'r

'.mmorltles

and
other marginalized

groups.

Directorate
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4. GENERIC ORGANIZATIONAL STRUCTURE FOR PUBLIC UNIVERSITIES

Based on the principles of organisational design, norms and standards in the Public
Service and the functional analysis, two options of approved generic organisational
structure for Public Universities have been derived as shown in Figure 1 and Figure II
comprising of the following:

Option 1
(i)  Office of the Chancellor;
(ii)  The University Council;
(iii)  Office of the Vice Chancellor;

(iv) Two (2) technical Divisions namely:
1) Academics and Students Affairs Division comprising of
(a) Academic Affairs Directorate;
(b) Students Affairs Directorate;
(c) Library Services Directorate;
(d) Faculties/Schools/Institutes; and
(e) Quality Assurance Directorate
2) Research, Innovation, Commercialiéation and Extension Division comprising of:
(a) Research Service Dire€torate; and”
(b) Innovation and CommerC|aI|sat|on Dlrecto,;é”te.
(v)  Four (4) Directorates and three (3) Departments R ortlng 1
(@) Legal Services Dlrectorate

(b) Finance and Plannmg Directorate,” «»" - y
(c) Human RJesource Managemen and Admlntis:tratlon Directorate;
(d) ICk Drrect.orate : / g P
(e) Supply Chain Manageme n@gpartmentq’
(f)* Corpo~rate Communlcatlon%apd Markgpy{partment; and
(g) Securlty Services Departrnent.; \ y
(V|) Intérhél Audit Directorate reporting functlgﬁally to the Board and administratively
tﬁ IheWQ .
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Figure I: Generic Organogram for Public Universities (Option 1)
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Option 2
(i)  Office of the Chancellor;
(i)  The University Council;
(iii)  Office of the Vice Chancellor;
(iv) Two (2) technical Divisions namely:
1) Academics and Students Affairs Division comprising of:
(@) Academic Affairs Directorate;
(b) Students Affairs Directorate;
(c) Library Services Directorate;
(d) Faculties/Schools/Institutes; and
(e) Quality Assurance Directorate .
2) Research, Innovation, Commercialisation and Extension Division comprlsmg of:
(@) Research Service Directorate; and '
(b) Innovation and Commercialisation Directorate.

(v)  Administration and Planning Division comprising of:
(@) Administration Directorate; and
(b) Corporate Planning Department.

(vi)  Four (4) Directorates and three (3) Depaitments Reporting to VC namely:
(a) Legal Services Directoratej )

(b) Finance and Accounts Dlrectorate

(c) Human Resource Management and Developmgent Directorate;
(d) ICT Directorate; %, 4 :

(e) Supply Chain Management Departme s

() Corporate Commumcatlon and Ma qtnqg Departmen and
(9) Secunty;?erwces Department. . 4
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Figure 2:

Generic Organogram for Public Universities
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5. APPROVED GENERIC GRADING STRUCTURE FOR THE VARIOUS CATEGORIES OF
STAFF IN PUBLIC UNIVERSITIES IN THE REPUBLIC OF KENYA

(@) Definition

A Job Grade refers to a collection of jobs that are considered to be of the same value or
worth. A grading structure consists of a series of grades or ranks showing the hierarchy
of jobs, and through which an employee can progress. It provides for development of a
hierarchy of jobs indicating the levels of expertise in different positions.

A well-designed grading structure would enable the Public Universities achieve a balance
between defined roles in a particular cadre and the need for attraction,. retention and
career growth of employees. An optimal grading structure should neither{be too short nor
too long. '

The development/review of grading structure is informed by various/ factdrs such as
mandate, operational environment, age, size and complexity;zcurrent Aumber of grades
and geographical spread of the organisation.

(b) Underpinning Parameters
A fit-for-purpose grading structure has the following features:

(i)  Ranking of jobs from the highest tofhe lowest;

(ii) Distinct and transparent grades W|thout hldden elements\or sub-grades (such as 23,
2b, 2¢) for purposes of equation and admlnlstratlon saN benefits;

(iii) Grades and designations thatare seamless acros gadreé in the,organisation;

(iv) Substantive deS|gnat|ons such as ChanceIII ,q‘)‘_ec’tur% D|reptor etc. and not
deployment titles suph as Head of Function;” .2, "~ -a::» 4

(v) Consistent nomenclature prowdln\?/@r erther d|rectorsh|p or managerial
de&gnahonswﬂhout comblnmg thet %c[ﬂ'a eadre s '

(vi) Hierarchysof deSIgnatlons reflecting tﬁ'e relatlve gén rity within and across cadres
and functlonal areas; 4 f_f;j;,.- oy

(vii) Adequate grades to facilitate diffefentiation of’ roles and facilitate integration and
coordjnétlon of functions while creatlng ro,e"’m for career growth and development

Vand.mitigating against undue stagnation; 4nd

(viii) "quuatlon of the Public Universities grading to the grading structure of the National

Government for purposes of determining allowances payable and facilitating

inter-Governmental transfers/mobility.

'I'
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(c) Analysis of Current Scenario

Currently, heads of University Constituent Colleges and University Campuses are
designated as Principal across various Public Universities in Kenya. The designation is
not harmonised with designations of fully fledged Universities. In addition, the
designation of a Principal makes it difficult to differentiate similar designations in
Secondary Schools and Tertiary Institutions. Given the nomenclature “Principal of
Constituent College” is provided for in the University Act, the Principal of Constituent
College to be retained in line with the Act.

It is observed that public universities and University constituent colleges are currently
using a 20-tier grading structure with Grade 20 as the highest for the 'Vi_ee—Ch'anceI or and
grade 1 for Office Assistant as the lowest. This poses a fisk of grade drift through
establishment of higher grades that could be supply rather than demand driven. There is
need to invert the grading structure to avoid unnecessary, grade drift in Public
Universities.

A comparative analysis of the grading for Academic Administrative Staff and Academic
Teaching Staff in Public Universities and_*the grading for comparable positions in the
wider Public Service reveals that some: pesitiOns in"the Public Universities are placed at
relatively low grades. There is therefore need () harmonlseyle rading across the Public
Universities and the wider PUb|IC SerV|Ce A 4

Based on the underplnnlng parameters ‘norms an st%hdardghn the/Public Service and
situational analysis, it has been approved that: Pubhcx%lmversrhes and University
Constituent Colleges™will adopt’a 15-tier G/'Qng Structure with Grade 1 for the Vice
Chancellor belng the hldhest and Grade 15 %’{(fo“ce As t:at lll being the lowest grade.

The grading, strueture W|II incorporate two,,.t(2) categdples of staff working in public
UnlverS|t|es=~Th‘e T'f,echnlcal staff and Admmtstrétrve/Shared Services Staff. The Technical

Staff |nclude}“’[Acédem|c (Management staff), Academlc Teaching and Research, and
Technlcal Su\pport Staff in core mandate]sas shown in Table 2, Table 3 and Table 4,

.r"-l

Table 2: Approved Grading Structure for Academic (Administrative Staff)
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Current Current | Current Job Group | Approved Approved CSG/Job Group
Designation Grade Equivalent (For | Designation Job Grade | Equivalent (For
purposes of purposes of allowances
allowances only) only)
Vice Chancellor 20 U Vice Chancellor 1 CSG3/JG U
Principal of 19 T Principal of 2
University Constituent CSG 4/JG ‘T’
Constituent College
College
Deputy Vice 18 Deputy Vice
Chancellor Chancellor
Deputy Principal 17 S Deputy Principal 3 CSG 4/JG T’
of University of University '
Constituent Constituent
College College
Principal of Principal of
Campus College Campus College
Table 3: Approved Grading Structure for Academic (Teaching/Research Staff)
Current Current | Current Job | Approved Approved CSG/Job Group
Designation Grade Group Designation Job Grade Equivalent (For
Equivalent purposes of
(For purposes allowances only)
of allowances
only)
Professor 15 S Professor/Resear CSG4/JG T
&, | ‘chiProfessor
Associate 14 R | Associate CSG5/JG 'S
Professor @ |\Professor/ S
Ul Associate ) &
470 ["Research b P Nl
N 1 Professor '_I._.'_ AN o
Senior Lecturer 13 S Q4 nior - CSG6/JG R’
y _ B Lec;?vé/ enior “
@ ) Re gﬁo Fellow .
Lecturer ] 7GR P Lecf&rer/Researc .:,‘Ef}‘ CSG7/JG P
4< 3 © /| hFellew ¢ > /
Assistant e "1 N Tutorlal (Fellow /" CSG 8/JG ‘N’
Lecturer/Tut’orlaI H;z O Junior Reseat‘ch
Fellow 4 . Fellow
Graduate “-z\‘_u 10 M Graduate” 8 CSG 9/JG ‘L’
Assmtarrt/J R, | Assistant |/
Teachlnq g Research
Assistantiy, Assistant
Graduate ~ 9 L Graduate 9 CSG 10/JG ‘K’
Assistant Assistant I

*Assistant Lecturers in service be retained under their current terms and conditions of service.
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Table 4: Approved Grading Structure for Non-Teaching Technical / Shared Services Staff

Current Designation | Current | Current Job Group | Approved Approved Approved CSG/Job Group | Entry Grades
Grade Equivalent (For | Merging of | Designation Job Grade Equivalent for

purposes of | Grades purposes of
allowances only) allowances only

Registrars, Dean of | 15 S 15 Registrar (core 4 N CSG:5/JG 'S’

Students, Chief mandate)  / —

Internal Auditor, Director (some

Chief Legal Officer, shared

University Librarian, services)

Chief Finance

Officer, Chief

Medical Officer,

Chief Supply Chain
Management Officer
and Equivalent

Deputy  Registrars, | 14 R 13/14 _«Deputy | 5 CSG 6/JG R’

Deputy Dean of 4| Registrar (core
Students,  Deputy o Jh.mandate) /
Chief Internal & _ |"Deputy

Auditor, Deputy h V¥ | Director (some
University Librarian, . {&hared l
Deputy Finance - 1'5-_;;'%% " services)
Officer, Deputy Chief ., 9 T
Supply Chain Ny W &P
Management Officer, 4 A .\ B
Deputy Chief (i F FRAr O S
Medical Officer and o Qo &N S|y
Equivalent N i ﬂf.:"/'
Senior Assistant GO cs_'c;’ e 0 &
Registrars,  Senior . o %,'"/
Corporate " Vo y
Communications v Y 4

and Marketing /g’

Officer |, Senior \ I_ff’

Estates Officer |,
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Current Designation | Current | Current Job Group | Approved Approved Approved CSG/Job Group | Entry Grades
Grade Equivalent (For | Merging Designation Job Grade Equivalent for

purposes of | Grades purposes of
allowances only) allowances only

Senior  Hospitality '

Officer |, Senior

Security  Officer |,

Senior Legal Officer |,

Senior  Accountant

and Equivalent »

Assistant Registrars, | 12 P Assistant 6 CSG 7/JG P’

Senior Corporate Registrar (core |

Communications mandate) ../

and Marketing Assistant

Officer I, Senior Director4(some

Estates Officer I, shared™ », =

Senior Hospitality services) "

Officer I, Senior '

Security Officer ||,

Senior Legal Officer

ll, Accountant | and

Equivalent | L

Senior 11 N 10/11 "% #Senior Office CSG 8/JG ‘N’

Administrative % ] '

Assistant |, Senior Assistan AL

Corporate g Office AP o

Communications PR o ,{E} /

and Marketing (I Ay L D

Officer lll, ~ Senior oo O S e,

Estates Officer Il L % : QY S5 o

Senior  Hospitality hv™ ¥ AT h Y 4

Officer Ill, Senior R G - Lty fy

Security Officer |l ‘g: | Aii.’ . R

Senior Legal Officer y _ W, ¢ ™ F 4

lIl, Accountant Il and £ | F

Equivalent J
Senior i . /
.. . B
Administrative \ V.
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Current Designation

Current
Grade

Current Job Group
Equivalent
purposes

allowances only)

Approved
Merging
Grades

Approved Approved
Designation Job Grade

CSG/Job Group
Equivalent for
purposes of

Entry Grades

Assistant [,
Corporate
Communications

and Marketing
Officer |, Estates
Officer ,

Maintenance Officer
|, Hospitality Officer |,
Security  Officer |,
Legal Officer ,
Assistant

Accountant | and
Equivalent

allowances only

Administrative
Assistant ,
Corporate
Communications
and Marketing
Officer |l, Estates
Officer 1,
Maintenance Officer
ll, Hospitality Officer
I, Security Officer II,
Legal Officer Il and
Equivalent

_Senijor Officer| 8
<1 1l/Senior
| Assistant
- 1 Officer I

{??J.;‘:: R

iy ';::

CSG 9/JG 'L

Administrative
Assistant [,
Corporate
Communications
and Marketing
Officer Ill, Estates
Officer 11,
Maintenance Officer
l1l, Hospitality Officer

QOfficer - 13k 97
I’ Assistant g2~ 4
Officér _
af Senior ™
) .-Eﬁechnigi:an

e-?”/

CSG 10/JG K’
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Current Designation | Current | Current Job Group | Approved Approved Approved CSG/Job Group | Entry Grades
Grade Equivalent (For | Merging of | Designation Job Grade Equivalent for
purposes of | Grades purposes of
allowances only) allowances only

11, Security Officer I,
Legal Officer Ill and
Equivalent *
Assistant Corporate | 7 J 7 Officer 10 CSG 11/JG"J Graduates
Communications lI/Assistant ¥ Entry
and Marketing Officer Il/Chief
Officer |, Assistant Driver/Charge
Estates Officer |, hand/ Senior
Assistant Clerical
Maintenance Officer Officer/
|, Assistant Cateress Technician'
, Assistant A
Housekeeper ,
Assistant  Security
Officer , Legal
Assistant |, Accounts
Assistant | and .
Equivalent B L.
Assistant Corporate | 6 H 6 W ., [|#Assistant CSG 12/JG ‘H’ Diploma
Communications T Y Officer A Holders Entry
and Marketing . % l11/Senior A%
Officer 1l, Assistant p |y Driver/ 3 R
Estates Officer I, ! & Artisan/ — a& /
Assistant & i Clerical Officery®
Maintgnance Officer o “m ; éte'chn-ic'ialn._ll'_ _
I, Assistant Cateress ; :';;"‘*-;;}'?-I - & s W e
I, Assistant . ¥V %Q; 3 -y 4
Housekeeper 1, 2 . = 2 a0 fy
Assistant  Security "n&:;:::___ ) | P, S »
Officer Il, Legal . ‘*:?:?i > S Jnf'} ﬂH‘F
Assistant I, S F © I
Accounts Assistant || &t | ;’f
and Equivalent . | © o 1P
Assistant Corporate | 5 |\ 24 5

L ¢
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Current Designation | Current | Current Job Group | Approved Approved Approved CSG/Job Group | Entry Grades
Grade Equivalent (For | Merging of | Designation Job Grade Equivalent for
purposes of | Grades purposes of
allowances only) allowances only
Communications '
and Marketing
Officer Ill, Assistant
Estates Officer I,
Assistant
Maintenance Officer
I, Assistant
Cateress 1,
Assistant
Housekeeper I,
Assistant  Security
Officer Ill, Legal
Assistant 1,
Accounts Assistant
I, Senior Office
Assistant and &
Equivalent . w .
Driver |, Clerical | 4 G 4 €. 4 | Driverl/Artisan | CSG 13/JG ‘G’ Professional
Officer , LV |#l/Technician y.i Certificate
Waitress/Waiter |, T "t li/Clerical A Entry
Cook |, Janitor |, @ | Officer
Kitchen/Library/ S Ny Il/Seni gﬁ'rhgﬁ e
Dining Hall / Hostel & @ Assjgtant™ 27| AN /
Attendant 1, Office (1 g S O o
éss!stant |  and n G N &
quivalent ) | Shad QY LN LY
Driver Il, Clerical ‘L,u 53 ’c:_Q‘:"'p.I:'é'i‘ical-'OffL@br 13 CSG 14/JG 'F’ Clerical
Officer 1, S = W/, o, D;}I r Officers Entry
Waitress/Waiter I, b y a1 ll/Artisan /7 11/ Entry
Cook I, Janitor I, N\, O Q! ffice /"
Kitchen/ Library/ “Assistant |
Dining Hall / Hostel 1 /
Office w

Attendant |,
Assistant Il, Artisan ||
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Current Designation | Current | Current Job Group | Approved Approved Approved CSG/Job Group | Entry Grades
Grade Equivalent (For | Merging of | Designation Job Grade Equivalent for

purposes of | Grades purposes of

allowances only) allowances only
and Equivalent
Driver Ill, Clerical | 2 F 2 Driver 14 CSG 15/4G 'E’ Trade  Test
Officer I, lll/Artisan - 4 Holders
Waitress/Waiter 1lI, l1l/Office - ) Entry-Drivers/
Cook I, Janitor Il Assistant Il 3 Artisans
Kitchen/Library/ Cadres Entry
Dining Hall / Hostel KCSE D
Attendant Ill, Office (Plain) or its
Assistant Ill, Artisan equivalent
lIl and Equivalent
Waitress/Waiter 1V, CSG 16/JG D’ Office
Cook IV, | 1 Assistants
Kitchen/Library/ Entry KCSE D
Dining Hall / Hostel (Plain) or KCE
Attendant IV, Office Div. IV or its
Assistant IV, Artisan equivalent

IV and Equivalent
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6. GENERIC FUNCTIONS AND STAFFING LEVELS

(@) Definition

As staff establishment depicts the staffing levels that are considered optimal for the
achievement of an organisation’s objectives. A staff establishment is futuristic and
therefore filling of established posts should be gradual rather than immediate.

(b) Underpinning Parameters

An optimal staff establishment forms the basis for staffing. Optimal stafflng IeveIs are

informed by the following parameters:

(i) Focus on core business of the organisation, while observing“the 70:30 ratio of
technical to administrative/shared services staff. Technicalhin this“respect is
determined by the Job rather than the qualifications as informed by:the mandate of
the organisation; |

(ii) The obtaining workload based on the services expected by the client to ensure
optimal utilisation of staff;

(iii) Geographical spread;

(iv) Staffing Norms;

(v) Outsourcing functions that are perlpheral to the core business of the organisation
except in special circumstances e.g., secUtity,Cleaning, courier services;

(vi) Level of automation of the various'functione" | /

(vii) Resultant financial |mpI|cat|on on personal emolurpents atisi g from the reviewed
staff establishment; . A

(viii) Nature of the mandate of the organrsatlon
intensive; and i,-l. '

(ix) CIearJustrfrcat,Len for each posrtron ,/é‘
O

IlI..\'.‘-.I '::h"- J J -
- P e -
W

hﬁter deﬁ‘very is Iabour or capital
A -t1'-* y

(c) AnaIysiﬁiéf:G;l'J.rrerit Scenario & Al =
VI ° /N

— "'.- ol A e T I:'-' &
-.-. o -"1' I J.-'r. . ':l -} l:la'..

It is observed‘ tha‘t ‘both technical and shared serwces are staffed with Administrative
%
Offlcers ungertakrng drfferent roles but\ sharlng a desrgnatlon It is therefore

.r"-l

deS|gnat|on of Administrative Officers.

The Staffing levels in most public universities are not in line with the 70:30 ratio of
technical to support services staff.
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Based on the underpinning parameters, norms and standards in the Public Service and
situational analysis, Public Universities will be guided by the following generic staffing
levels for both Governance Structure and Management Structure:

7. GOVERNANCE STRUCTURE

7.1 Office of the Chancellor

The Office of the Chancellor is established under the Universities Act. The C'ha'ncellor is
the titular head of a University. |

(@) Functions
The Chancellor is responsible for the following functions;_*

(i) Preside over the congregation of the University and Confer Degrees, award
Diplomas and Certificates and Grant other.awards of the University;

(ii) Recommend inspection or visitationﬁo'f-'the University as per the Universities Act;

(i)  Provide advice to the Council neceSsaryifor the betterment of the University; and

(iv)  Perform such other functions dsymady be Provided forsn the Universities Act and
Charter as may be determined fxgorh-.tlimfé*to time.

=

(b) Staffing /

[ ) S QD Q

Considering the nq}@fé*?‘f theféihctions ass;@’égﬁiigthe dfﬂg‘:e  the Chancellor, staff will
be deployed frqr_ﬁ;__;ef'gu_lgif-"éstéblishment on pé’e'd"bas_is" t_gav;ﬁ'r' ide the requisite services to
the Office of tfie Chancallor. As such, there siall be nostablishment for the Office.

4 U ’ .I..:aj-f_; I'::r_}* __.l-"..
7.2 University Council o
e B \. /

The Uhﬁersnty Council is established pursuant to the Universities Act.

(a) Fuhctions

The Council is responsible for the following functions:
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(i) Employ staff of the University;

(ii) Approve the statutes of the University and cause them to be published in the
Kenya Gazette;

(iii) Manage, supervise, administer and account for the assets and resources of the
university in such a manner as best promotes the purpose for which the
university is established;

(iv) Approve the policies of the University;

(v) Approve the budget and determine the provisions to be made for capital and
recurrent expenditure and for reserves of the university;

(vi) Appoint Vice-Chancellors, Deputy Vice-Chancellors, Principals. and Deputy
Principals of Constituent Colleges in consultation with the Cabinet“Secretary
after a competitive process conducted by the Public Servicel€Coammission;

(vii) Enter into association, collaboration or linkages with other b'odies-:o'r |
organisations within or outside Kenya in furtherance of.the purpese for which
the university is established; "

(viii) Approve the University's Master Plan and Strategic PIan and

(ix) Undertake such other functions set out under the Universities Act.

(b) Committees of Council

The University Act provides that University Councilimay set up such committees as may
be appropriate to perform such functlons and dlscharge sy.e" esponsibilities as it may
determine, provided that the organs shall‘* not delegate helr pr cipal mandate to the
committees.

following functlonalareas @

n‘i‘-ﬁ‘x LJ.’,.,. - “ v/
(i) Audit and R{Sk ' ,‘1_ '-/
'..- ’ “.".'_:.; '!"I'l I': '}.-

(ii) Govema*ncé
(iii) Cofnpbance
(iv) Teéhr&cal matters; -

(VI S}Irategy
(V|) ‘Human Resource; and
(vu) Finance.

The Council shall establlsh not mere than fo/ur)4) Commlt’ﬁéés constltuted based on the
Q- .
{‘;{

(c) Staffing
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Considering the nature of the functions assigned to the Council, Staff will be deployed
from regular establishment on need basis to provide the requisite services to the Council
Secretariat. As such, there shall be no establishment for the Council.

7.3 Senate

The Senate is established pursuant to the University Act. The Senate is responsible for

the foll

owing functions: -

(@) Functions

.....

Ensure the content of programmes leading to the award of Di'ploma and
Certificate, conferment of Degree or other awards of the Un|verS|ty meet set out
academic standards; .

Initiate the development of Statutes regarding the eligibility and procedure for
admission to Degree, Diploma and Certificate Programmes for approval by the
Council; e

Initiate the development of Statutes regarding the standard of proficiency to be
gained in each examination for a Degree, Diploma, Certificate or other award of the
University for approval by the Council;

Approve list of persons against presc’:ribed standards of proficiency to be granted
a Degree, Diploma, Certificate 0L other Award of the University for sealing by the
Council; . ‘
Develop proposals reIatrng to the Conduct
programmes or affairs for approval by the Couneotl., &
Make recommendatlons to the Council rega w@‘the es:;;abllsh,ment abolition and
reorganisation of academlc units within the Umversrtx@b 4

Make recommendatlons to the Counci {egardlng the establishment, supervision,
harmonlsatmn or abolrtlon of acade %rogramm.est he University;

Set dat,es et‘ academlc year and deter?mne schegt)l' of academic programmes;
Approve aﬂ;ademlc programmes rh censulta lon with the Commission for
Unrvererty Education; Sl I

Ma\ke’}regulatrons in respect of assess’ment and examination of academic

the.N\University's academic

r. "-\.l‘_
|_\‘."|.|

/erfoﬁmance of students, the conduct of examinations and approve the
‘examination results;
Wake regulations goveming the award of fellowships, scholarships, bursaries,

prizes and other awards;
Develop, implement and promote quality assurance systems and structures in
academic programmes;

Page of 72



(xiii) Approve admission and academic progression of students including exit, re-entry,
credit and inter/intra faculty transfers and termination of studentship;

(xiv) Receive proposals from academic boards of faculties and Institutes and to
consider their recommendations and make appropriate decisions;

(xv)  Promote research and innovation;

(xvi) Recommend regulations and procedures for the discipline, welfare and mentorship
of students for approval by Council;

(xvii) Oversee the discipline, mentorship and social wellness and psychosocial support
of students;

(xviii) Determine the general policy matters relating to academic affairs for furtherance
of the academic objectives of the University; |

(xix) Promote cooperation and linkages with other Unlversmes mdustry and other
relevant institutions;

(xx) Determine the design of academic regalia and prescribezits use;

(xxi) Recommends to Council, for good cause, withdrawal from personé any Degrees or
other distinctions or titles conferred on them;,and revoke any Diplomas or
Certificates granted to them by the Universify and withdraw all privileges
connected therewith. 2

(xxii) Make regulations goveming such othefimatters as are within its powers in
accordance with this Charter and theStatutes.

(b) Staffing

Considering the nature of the FU“nctio.'r'i”s as§i'gned to e Sen.at‘e St ff will be deployed
from regular establishment#of" the Office of Regl rar (Abadgmlcs) on need basis to

provide the requisite ser’wces to the Senate Secretarlat Q&? such, there shall be no
establishment for theSena:l;e / -
: Q-

*-'i-,f_“x J » &;{_ -.:u;‘.-ﬁ'
¥

7.4 Univer§?ly;Mahagement Board (*UMB):;*,-' .

|'r..|-'- - _'H._
, “x

This Unlversrfy Management Board is establlshedfpursuant to the University Act shall be

responSLbIe f‘ar the following functions:

.r"-l

(a) F‘unctlons

(i) Ensure efficient management of the human, physical, and financial resources of
the University;
(ii) Make proposals to the Council and Senate on policies that have a university wide
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application;

(iii)  Prepare budget, financial statements, and procurement plan for approval by
Council;

(iv)  Initiate capital development plans for approval by Council;

(v)  Oversee staff and student welfare matters;

(vi)  Develop and coordinate of the University strategic and development plans;

(vii)  Implement Council decisions on the allocation of resources and facilities to the
various units of the University;

(viii) Implement the University's Master Plan and Strategic Plan;

(ix)  Monitor and evaluate University projects and the use of resources; and _

(x) Carry out any other matters as may be prescribed by the Charter and Statutes.

(b) Staffing

Considering the nature of the functions assigned to the UMB, staff will be deployed from
regular establishment of the Administration Directorate, on need basis to provide the
requisite services to the UMB Secretariat As such, there shaII be no establishment for the
UMB.

Page of 72



8. ORGANIZATION STRUCTURE AND STAFFING

Based on the functional analysis, Public Universities and University Constituent Colleges
will be organised and staffed as follows:

8.1 OFFICE OF THE VICE CHANCELLOR

The Office of the Vice Chancellor is established pursuant to the Universities Act.
(@) Functions
The Office of the Vice-Chancellor is responsible for the following functions:s

(i) Accounting officer of the University;

(i)  Authorised officer of the University;

(iii)  Ex-officio member and Secretary to the Council; ¢

(iv)  Responsible for the strategic and policy directiomjorganisation, administration and
programmes of the University; |

(v)  Chairperson to the University Management Board; *

(vi)  Chairperson to the University Senate; 4/

(vii) Spearhead academic and scholarship'in the University;

(viii) Responsible for policy formulation and |mplementat|on

(ix)  Responsible for resource mob|||sat|on m*the University’

(

(

(

(

xiii) Undertake such other responS|b|I|t|es an dutles as rhay be prowded for in the Act,
Charter and Statutes p— {‘;& y

,: ,e ‘-. | b, ¥
- Q -_. rf y, o Oy
(b) Staffmg 4 \ O R
"x

p ' y
!’z d
For effectlve executlon of its mandate, the Q\flce’Of the Vice Chancellor will be staffed as

follows K" ,
f i

_____

Table 5 Approved Staff Establishment for the Office of the Vice Chancellor

S/No. Designation Approved Job | Approved Remarks
Grade Establishment
1. Vice Chancellor 1 1

Page of 72




S/No. Designation Approved Job | Approved Remarks
Grade Establishment
2. Personal Assistant (8 and * *To be deployed from
above)* serving officers at the
University.
3. Junior Research 7/6 * *To be deployed from
Fellow/Research Fellow serving Academic staff at
the University on need
basis.
4, Assistant Director, 6 1 To coordinate  Council
Administration Secretariat servieces among
5. Senior Administrative Officer | 7 other duties
6. Senior Administrative Officer 8
Il .
7. Assistant Director (Office 6 2 To  provide  “secretarial
Administrative Services) services, '
8. Senior Office Administrator | 7 ' |
9. Senior Office Administrator Il 8
10. | Office Administrator ll/I 10/9 W
11. | Chief Driver 10 1 | An additional Driver to be
12. | Senior Driver 11 : : _dgployed from the pool.
13. | Driver| 12
14. | Senior Office Assistant 12 1 Cleaning and hospitality
n services
15. | Office Assistant | 134
16. | Security Officer y * As advised by the
W nspector General of the
- - tional Police
Total

Note: Engagement of dorﬁest/c staff for a Vice- Chancellor sz)W be irf accordance with the
prevailing Salaries an,d Remuneratlon Commlss 14 gu:delmes The VC shall identify an officer
from within the Umverslty to serve as a \(Bnd- forward thé name to the Council for
recommendatlon to the Public Service Comfﬁlsélon for %‘b oval and determination of the

Terms of the @fflcef during the tour of duty S - " ‘-F
’.f - 11r‘1 'jm ._-. - . ) f';a,_ -;_.-:"}
WS g /

8.2% AgADE‘MJcs AND STUDENTS’ AFFAIRS DIVISION

The DWISIOI‘] will be headed by Deputy Vice Chancellor, Academics and Students Affairs
Job Grade 2 responsible to the Vice-Chancellor for management and coordination of
academics and students’ affairs function.

(@) Functions
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The Academics and Students Affairs Division is responsible for the following functions: -

(b)

Secretary to the Senate;

Provide strategic leadership and direction in the development, implementation and
review of policies, strategies, standards, procedures and regulations of Academic
and Student Affairs;

Oversee the development and
programmes and regulations;
Co-ordinate student affairs and welfare;

Oversees library services;

Co-ordinate implementation of appropriate quality assurance mterventlons

Ensure a conducive teaching and learning environment; and |

Undertake such other responsibilities and duties as may.be provnded for in the Act,
Charter and Statutes.

implementation of curricular and academic

Staffing

For effective execution of the mandate, the Office ofathe Deputy Vice Chancellor,
Academics and Students Affairs will be staffedasfellows:

Academics and Students Affalrs

Table 6: Approved Staff Establlshment for the Offlce ot}n\\puty Vice Chancellor,

S/ No. | Designation Approved Job Approved Remarks
Grade Establishment
1. Deputy Vice- Chancellqr T 2 ‘_’___-_ V] "rxﬁ"f /
Academics and A5
Students Affairs®in, “x:', '_ /;' SOV B o
2. Senior 4, Office | 8 " % i e Deployed on need basis
Administrator, "™ | c:ﬂp &Y ,:ﬁ'
3. Offlce.ﬁ(d’mlmstratori 9, ;‘l.- i
4. | Driverl " T;' R DL A
5. Drrverl{f ) 1B\ Jf
6. OfﬁRxe»i\ssmtant I 13 f,ﬁ*" 1
7 @ .Offlc‘e\Assmtantll 14 \| /
Wy Tow 4

8.3 ACADEMIC AFFAIRS DIRECTORATE

(@) Functions
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The Directorate will be responsible for the following functions:

(xi)
(xii)

The Directorate will further be’ organlsed Into:

Develop, implement and review academic policies, regulations, systems, standards
and guidelines;

Provide secretariat services to the Senate and the Deans Committeg;

Provide liaison between Academic and Support Services;

Ensure safe custody of academic records and handle disputes related to academic
records;

Facilitate effective student registration and enrolment;

Prepare, publish and implement the academic calendar, catalogues.<and
examination timetables; |

Manage students’ disciplinary matters of the University;

Coordinate students’ orientation;

Oversee preparation of student transcripts and certlflcates transcnblng activities,
admissions and clearance, compilation of academic schedules and graduation
requirements.

Coordinate declaration of programmes and capaC|t|es for student placement and
admission; .

Implement and advice on policies and regulatlons of the University touching on
academic and students matters; and»

Undertake such other responS|b|I|t|es and duties as
Universities Act. '

Way be provided for in the

e

(i) Admissions and Students Progressmn Department and" ¢/
(i) Examinations and Certlflcat|ons Dep/rtpf&ent "
-'.-_::I.:F‘EH: ..' .: o c"?." _-'._"'. - : ".-".
H J 7 4;;_,-;,.__'? SR\
(b) Staffing gy "W /O
,:,.a | -,H._al P .,‘ _ x::"
‘*x.‘ 3 ri : p
For effect]ve gxecQtlon of the mandate, the Academlé ‘Affairs Directorate will be staffed
as foIIowg ’ A F 4
a % 4
Table:;__7-f“:.__-.;-.:_Approved Staff Establishment for the Academic Affairs Directorate
S/No. Designation Approved Job | Approved Remarks
Grade Establishment
Office of the Director Academic Affairs
1. Registrar (Academic Affairs) 4 1 To head the
Directorate
2. Senior Administrative Officer 7 2 To serve as
| (Academics) Deans/Senate
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S/No. Designation Approved Job | Approved Remarks
Grade Establishment
3. Senior Administrative Officer 8 secretariat
Il (Academics)
4. Administrative  Officer I/l 10/9
(Academics)

S. Office Administrator /I 10/9 1 To provide secretarial
services

6. Office Assistant llI/II 15/14 * *1  Officer to be
deployed from the
pool on need basis

Sub-Total 4
Admissions and Students Progression Department
1. Deputy Registrar (Academic 3} 1
Affairs)
2. Assistant Registrar 6 1
(Academics)

3. Senior Administrative Officer 7 2

| (Academics) |

4, Senior Administrative Officer 8

Il (Academics)
S. Administrative  Officer I/l 10/9
(Academics)

6. Office Administrator II/I 10/9 *1  Officer to Dbe
deployed from the
pool on need basis

Sub-Total 4
Examinations and Certification Department
1. Deputy Registrar | o
(Academics) |
2. Assistant Registr_an,___
(Academics) Ty
3. Senior Administration; Ofﬁoer
| (Academics) !‘:-." -
4. Senior Admlnlstratlve Offlcer :
I (Academlcsa LS
5. Admlnlstra:twe folcer' II/I
(Academtcs) B
6. OfflCﬁAdrﬁlnlstratarll/l 7 10/ *1  Officer to be
- ‘-;-;_{ﬁif ’ fff':"'_ O deployed from the
£ 9 . sl A pool on need basis
Subfotal / 4
LY ; F 4
L?&Jb-.%ﬁf N/

8.4 ﬁI_BECTORATE OF STUDENTS AFFAIRS

(@) Functions

The Directorate will be responsible for the following functions:
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(i) Develop, implement and review policies and working procedures related to
students’ affairs;

(ii)  Plan, prepare and direct students welfare programmes and activities;

(iii)  Liaison between the University Management and the students;

(iv)  Oversee the management of students’ facilities;

(v)  Coordinate Guidance, Counselling, Sports, Chaplaincy, Mentorship and Wardenship
programmes and activities;

(vi)  Advise the Students Association in matters concerning its functions;

(vii)  Oversight of the students’ elections;

(viii) Supervise and coordinate all students’ publications; and

(ix)  Undertake such other related responsibilities and duties as may be assigned from
time to time.

The Directorate will further be organised into:

(i) Counselling and Chaplaincy Department;
(ii) Sports, Games and Performing Arts Department; and
(iii)  Career and Alumni Department

(b) Staffing
For effective execution of the mandat"e,_qth'e:_' Studlents Affairg/Dir

¥ &
" h
-

follows: - B N

torate will be staffed as

i
Ty

Table 8: Approved Staff Establishment for the Stydetts Affaigs Diregtorate

S/No. Designation Approved Approved Remarks
Job Grade Establishment
Office of the Dean, StudéntsiAffairsy™ /’;4‘( * o
1. | Dean, Studénts Affairs._. ‘%QE- A
2. Office Administrator II/T - <1049  w' 1 To provide
€< 2 © & QY secretarial
_ 7AYo ; .
g W G 0, 4 Services
¢Sub-Total " ‘ N 2
Counselling‘and Chaplaincy Department o
. W Counselling Services
1.5\ - Deputy Dean, Counselling 5 1
2. V| Assistant Dean 6
3. '}, Senior Counsellor | 7 2% *The
4 Senior Counsellor Il 8 establishment
5 Counsellor 11/1 10/9 may vary across
the  universities
based on
geographical
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S/No. Designation Approved Approved Remarks
Job Grade Establishment
spread and
number of
students
Sub-Total 3
Chaplaincy services
Chaplains
1. Senior Chaplain | 7 1* *To be deployed
2. Senior Chaplain i 8 on needs basis
3. Chaplain /I 10/9
Imams
1. Senior Imam | 7/ 1*
2. Senior Imam |l 8
3. Imam 11/1 10/9
Sports, Games and Performing Arts Department | b
1. Senior Sports and Games Officer | 7 1 4 Staffin the regular
2. Senior Sports and Games Officer II 8 | establishment to
3. Sports and Games Officer II/I 10/9 “be complemented
4 Senior Assistant Sports and Games 7 N by  outsourced
Officer | services
5. Senior Assistant Sports and Games 8 (coaches) on
Officer Il needs basis
6. Assistant Sports and Games Officer | 9
7. Assistant Sports and Games Officer [1I/ll 11410
8. Senior Sports and Games Attendant
9. Sports and Games Attendant |
10. | Sports and Games Attendant II/II

Sub-Total , .

Career and Alumni Department

1.

Assistant Registrar, Academies

Senior Academics Officerl. i

Senior Academics Officer 1™,

2.
3.
4

Academics Officer IF/[ 'y_':

Sub-Total

Total .‘_l,_":f S .:'?_ 1‘“--.;1. Wi

8.5 LIBRAﬁY SEI-’(VICES DIRECTORATE.

ff i | Li.'-".ﬁx
h £ ' | F

'. "u,

n_-f’

A Y )4

(d) & Funct'bns

'--l.
-*.

"-\_

'l

The fogctorate will be responsible for the following functions:

1 .l:._
L 3

—_—

(i) Develop, implement and review library policies, standards and guidelines;
(i) Oversee management of the University library resources, systems and facilities;
(iii) Integrate new technologies and services for enhanced library resource access;
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(iv) Provide technical advice on library matters and secretarial services to the Library
and Publications Committee;

(v) Establish and facilitate use of the e-Library;

(vi) Facilitate networking and exchange of materials of with other libraries locally and
internationally;

(vii) Oversee provision of library support services;

(viii) Ensure equitable access to library resources across physical and virtual
environment; and

(ix) Undertake such other related responsibilities and duties as may be assigned from
time to time.

(b) Staffing

For effective execution of the mandate, the Library Services D_irectorate:'Wi_II be staffed as
follows: -

Table 9: Approved Staff Establishment for the Library ServicesDirectorate

S/No. Designation Approved Job | Approved Remarks
Grade Establishment
Office of the Registrar, Library Services P
1. Director, Library Services y 4
2. Office Administrator II/I “10/9 | 1 To provide secretarial
_ | services in  the
R P . Directorate
Sub-Total T« € 5
Acquisition and cataloguing Department . 9 N
1. Deputy Director, Library serVices,. |\ 5 A
2. | Assistant  Director, @ kibrary {4 6 A @
services I 4 i vl .3&}
3. Senior Librarian| L B 7 S Ay ey Q2+ *The establishment
4. | Senior Librariandl. . & Aﬂé oL e | may vary across the
5. Librarian II/&I;-;: ““.J', R Qj@ v (L3 gy g universities based on
R vV | é geographical spread
& 9 . ol and  number  of
h V S students
Sub-Total - Al
Referencingyand circulation Department S/
1. | Deputy Director, Library services x5 1
2. WypAssistant Director, Library No”
'\ 4" SeRiices
3. .| Senior Librarian | 7 2% *The establishment
4. P Senior Librarian Il 8 may vary across
9) Librarian I/ 10/9 universities based on
geographical spread,
level of automation
and number  of
students
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S/No. Designation Approved Job | Approved Remarks
Grade Establishment
Office of the Registrar, Library Services
6. Senior Assistant Librarian | 7 2% *To be deployed in
7. Senior Assistant Librarian I 8 other sections of the
8. Assistant Librarian | 9 library, including
9 Assistant Librarian I1I/Il 11/10 Bindery,  Archiving,
Repository, among
others.
Sub-Total 1
Total
Note:

(i) Where the university utilises virtual library services, the establishment®will be

scaled down to reflect the significant reduction in workload.

(ii) Archival services to be domiciled in Records Management.

8.6

(a)

ACADEMIC FACULTY

Functions

An Academic Faculty is responsible for the follewing functions:

(b)

Implement policies, strategies, standardsiand guidelines for the faculty;
Develop, implement and review ataderic and”instruction | programmes;
Establish systems for evaluation of cqurse ‘materials ahd lesturers;
Facilitate quality programme. dellvery d
Establish strategic partnershlps ‘onresearch an qﬁademlg\ I-nl'[la’[I.VGS

Review proposals fof resource mobilisation; ‘_’._.:_ x“f-'-* /

Manage academic programmes in the fa Jty as reqwred by Senate;

Review reco_m:mendatlons on staffipG¢Sdiscipline, pr ation, advancement and
promotlon of_ staff within the faculty fo'??demsmn, -;>
Ensure effecilve and efficient ﬂ’[l|lsa’f10*n( and a ountability of resources at the

&

fac:tﬂty @nd Qv 4

Unde:ri'ake such other related responS|b|I|t|9S’ and duties as may be assigned from
time to*the ™

& &S

§;§ffing

For effective execution of the mandate, an Academic Faculty will be staffed as follows:

Table 10: Approved Staff Establishment for an Academic Faculty
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&

8.7 ACADEMIC DEPARTMENT' Q
P it ._“ { -I:..-; A . cé;.w ' 'L":.. ,
(a) Funct-omé’ ) I -y
e ;;’.-_1 .",--' , ) .-‘::“rf-r_ \ y*

J P.- '

-

S/No. |Designation Approved |Approved |[Remarks
Job Grade (Staffing
Levels
1. |Dean o *One (1) academic
staff in the rank of a
senior lecturer and
above.
Dean will be elected
2. |Associate Dean (Postgraduate studies and *
Research) *One (1) academic
staff indhe position of
a senior lecturer and
above'to be deployed
on___need basis
Idepending on number
lof programmes and
“Istudents
3. |Assistant Registrar (Academics) 6 1 :
4. Senior Administrative Officer | (Academics) 7
5. [Senior Administrative Officer | (Academics) 8 1
6. |Administrative Officer II/I (Academics) 10/9
7. |Senior Office Administrator II 8 b 1k *To be deployed from
8. |Office Administrator II/I 10/9 HR and Administrative
9. |Principal Clerical Officer establishment
10. (Senior Clerical Officer
11. [(Clerical Officer Il/I
12. [Senior Office Assistant ’
13. |Office Assistant | S @ 7
14. |Office Assistant llI/1 - \ v
Sub-Total _ -

An Aca&é@y;qDepah'ment within a Faculty.is respgﬁ:gible for the following functions:

i) C»onduct quality teaching and research;

Initiate linkages and partnerships;
Develop academic programmes;
Manage the examinations process;

i) ,,x.e\%lop, implement and review programme curricula;
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viii) Undertake student supervision;

(
(
(i
(X

vii) Provide academic advisory and mentorship;

ix) Facilitate student attachments and assessments;
) Make recommendations with respect to staffing, discipline, probation, advancement

and promotion of staff within the department; and

(xi)

time to time.

(b) Staffing

Undertake such other related responsibilities and duties as may be assigned from

For effective execution of the mandate, an Academic Department will be staffed as

follows:

Table 11: Approved Staff Establishment for an Academic Department ad

S/No. Designation Approved Job | Approved Remarks
Grade Establishment
1. Chairperson of Department 5" * *One (1)
academic staff of
the rank of Senior
Lecturer and
above to be
| appointed and
y deployed.
2. Senior Office Administrator Il *To be deployed
b

3. Office Administrator II/I

=

from HR and
Administration

establishment on

i need basis
Sub-Total & * s
Academic staff . P& 4 | |

1. Professor & & J/:;/ 3 | Formula to | Coordinators for
2. Associate I5”r0fes§ r &4 }-defermine examinations,
3. Semoﬂ,eetur_er . umber of | timetabling,
4. Lectdren, /= , ﬁ'r % staff is as | attachment, etc.
5. ASS|Stan’t Lecturer/ Tutorial Fellows. <[ «w.” 7 | provided below | to be appointed
6. [Giad !,'.i’ate Assistant | ‘E}-fr from  amongst

7. Ghdﬂate Assistant Il

,;9

teaching staff

For departmenEmth technical services — laboratories, workshops studios, etc.
1.5\ { Chief Technologist 6 To be
2. ”1_'; .| Senior Technologist | 7 determined
3. ¢ Senior Technologist Il 8 based on the
4. | Technologist Il/I 10/9 formula below
5. Senior Assistant Technologist 1 7
6. Senior Assistant Technologist II 8
/. Assistant Technologist | 9

The actual number
of  technologists
will depend on the

number of
laboratories,
shared courses

and geographical
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S/No. Designation Approved Job | Approved Remarks
Grade Establishment
8. Assistant Technologist lli/II 11/10 spread
9. Senior Technician 9
10. | Technician | 10
11. | Technician lll/Il 12/11

CRITERIA FOR STAFFING ACADEMIC FACULTIES AND DEPARTMENTS

The criteria outline how to calculate the number of academic and technical staff
(lecturers and technologists) per academic programme based on the Commission for
University Education (CUE) University Standards and Guidelines (2014)...

As a general guide staffing in Academic Departments should consider:

(i) On-going and projected academic programmes;

(i) Number of course units and contact hours (lecture‘and praeticals/clinicals);

(iii) Separate class load and practicum / clinical hours;

(iv)Use number of students (maximum class size per lecturer: 300 students) for
physical classes; As a guide, the CUE standards provide for a minimum of 0.65
M? lecture space per student, and a.maximum class size is 300 students for
physical lectures and 60 student's for p'récticals. However, for courses with
clinical hours, the maximum class S|ze is 20 stu '
these generic HR mstruments no“standards XISt to g e on the maximum
class size for e-learning (ODeL) classes. \Qfe-VGF Umversmes will be required
to conform to UNESCO and other international stamﬁards tHat put emphasis on
ensuring a balanced mteractlon sup it and personallzed learning experiences

forstudents undertheeLearmng me,> -
(V) PrOV|S|on Of LabQur Laws - recomméded num@%orkmg hours (40 hours per
wee-k:‘- ; b / ;"f.-f_ U
Ka) For academlc teaching staff at Lecturer grade 28 hours for teaching (actual
a f’_ teachlng, preparation of teachlng tutorials, supervision of academic
“m y work, laboratory sessions, p?Eparatlon of examination papers; marking of
/? examination scripts), 8 hours for research, consultancy and community
\ _, engagement and 4 hours for administrative roles.

x (b) For academic research staff at Research Fellow grade: 16 hours for
teaching (actual teaching, preparation of teaching, tutorials, supervision
of academic work, laboratory sessions, preparation of examination
papers; marking of examination scripts), 22 hours for research,

Page of 72




(
(
(
(

consultancy and community engagement and 2 hours for administrative
roles.
(c) Actual distribution of workload for academic teaching and academic
research staff according to grades (Tutorial Fellow/Junior Research
Fellow to Professor/Research Professor) will be done by individual

University Councils;

vi) Administrative roles, research and consultancy;
vii) Geographical spread;
viii) Level of automation — e-learning;
ix) Graduate supervision requirements (CUE recommended load: Maximum number of

students an academic staff shall supervise in any given academlc yearishall be:
Masters - 5 and Doctorate — 3); '
(x) Thematic / specialty areas in an academic programme; and
(xi) Where feasible, the staffing of academic programmes should conform to the CUE

recommended lecturer: student ratios of 1:50_and{1:20 for theoretical-

practical-based courses, respectively.

and

For effective staffing of academic programmes (UndergradUate and Postgraduate), the
CUE University Standards and Guidelines (2014)yprovides that a Bachelor's academic
programme shall carry a minimum number 6f.total instructional hours as follows:
Applied Sciences

Arts and Humanities
Medical and Allied Scienges W -

(i)

(if)
(iii)
(iv)
(v)

Pure and Natural _S‘_C'i'-'-ence_'fs_' -

Social Sciengeés

£
[

&~ 22400

e & 1680

_ 1785

It is important that the aétUaI nu"mber of ?)f;és'hpér semester, total lecture hours and

total practlcal/cllmcal Jhours are used | Q‘He ‘computati
(recommended«ra‘tlo for academlc technolognst is,2: 1):;,,'*:>

The foIIowmg exari\ples illustrates the apphoatlbn of th criteria:

I P.-

'Hx"

Table 12: "%SJmpIe Bachelor's Programme - .

_.-:-'.
4

of staffing requirements

Academic No. of | Lecture | Total No. of | Practical | Total units | No. of
Programme | units hours units (8 | Lecturers | hours (8 sems) Technologists
sems) per sem per sem
B.Sc. 69 2085 2085 47 1845 1845 20.5
Agriculture 45 8 90 8
=46.33 9.875 = 20.50- =2.56
=6 = 3
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Recommended: 6 3

The above can be obtained by using the following formulae:
The number of lecturers required per Bachelor’'s programme is given by:

L = % where L = number of lecturers, A = total number of lecture hours per

bachelor's programme, B = number of lecture hours per course (this is 45 hours per
semester) and C = total number of semesters per programme.

The number of technologists required per Bachelor's programme is given by:

D

T = S where T = number of technologists, D = total number 'of practical

hours per bachelor's programme, E = number of practical hours per course (this'is 90
hours per semester) and F = total number of semesters per programme:,

The actual number of lecturers and technologists engaged insan academic year will be a
function of student numbers registered in an academic programme. As a guide, the CUE
standards provide for a minimum of 0.65 M? lecture space perstudent, and a maximum
class size is 300 students for physical lectures and 60, students for practicals. However,
for courses with clinical hours, the maximum class sizeyis/20 students. At the time of
preparing this generic HR instruments, no standards existed to guide on the maximum
class size for e-learning (ODeL) classes. HoWever, Universities will be required to conform
to UNESCO and other international stqnda"rdsth_at._put emphasis on ensuring a balanced
interaction, support, and personalized Iearr_\i.n_g' 'experienﬁgeh for students under the
e-Learning systems;

Table 13: Sample Master_’_s_ _P'rbg"ra_fhihé | P ;ﬂt"
Academic No. of units | Lecture&practical Total units (2 sems) | No. Lecturers per sem
Programme hours
M.Sc. & 9B |79 RN 18
Agronomy i_ e _ cﬁ-‘ Y -
.».f;’f. - Al
m VS " f"; h p =2
S5 ©. A0 Q. ~18
Recomméhded(é‘.t'affiﬂg*?éuided by specialties (% of Bachelocrf'é: staffing) 2
3 E N—7

Table 14: Sample Doctorate Programme
Academ‘ié- No. of units Lecture hours Total units (2 sems) No. Lecturers per sem
Programme
PhD in Crop | 8 405 405 8]
Protection 45 i
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=9 =4.5

Recommended staffing guided by specialties (% of Bachelor’s staffing) 2
Note:
(i) For Masters and Doctorate programmes, Lecturers are responsible for both lectures

(if)

and practical/clinical sessions.
It is assumed that Lecturers involved in teaching undergraduate courses are
qualified to teach Masters and Doctorate programmes in an academic Department.

Additional notes for staffing academic (both undergraduate and pest'graduate)
programmes. |

(i)

Departments are advised to use actual schedule of courses, number.of course units,
course lecture and practical hours in an academic programme'(curriculum) to

compute the number of lecturers and technologlsts/techn|C|ans required per
semester.

According to CUE University Standardssand Guidelines (2014), the maximum
lecturer workload shall be 40 hours_p_er week and shall include teaching;
preparation of examination papers ‘marking of examination scripts; tutorials;
preparation of teaching; supervrsmn of “academic MiQrk; administrative work;
laboratory and laboratory pr_eparatl,on,a_p_d research/ searef] ssignments.

Academic establlshment in a department Allo (
ratio: 25% for profeesors (Assomate Professors andt.SProfessors) 60% for Senior
Lecturers and Lecturers and 15% for T al FeIIows .This'be further broken down
into: Professef* (10%) Assomate Pro %r (15%), Senior Lecturer (25%), Lecturer

(35%) and’ Asmstant Lecturer/ Tutorlal eIIbw (1 0_%'} d Graduate Assistants (5%).
*x.‘ 3 ;i :

. 5 f.{j}!- e Y .-r

Supe’marpn ef /Masters (MSc) and Doctorate (PhD) students to be considered as

_part Bfworkload (40 hours per week: For aeademlc teaching staff at Lecturer grade,
""‘-.28 houre for teaching & supervrsron 8 hours for research, consultancy and

Gommunlty outreach and 4 hours for administrative roles).For detailed distribution
oféworking hours for academic teaching and academic research staff, for grades
Assistant Lecturer/ Tutorial Fellow / Junior Research Fellow to Professor / Research
Professor refer to individual University Councils.
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(v) Teaching load be spread to cover undergraduate and postgraduate (MSc and PhD)
courses guided by CUE standards.

(vi) CUE regulations require that all PhD programmes (curricula) be delivered through
coursework, research and thesis.

It is important to note that the total staff establishment (academic and technical) is

dependent upon the number of undergraduate and postgraduate academic programmes,

number of students, recommended work load, working hours, geographical spread, level

of automation and any other considerations directly affecting staffing.

Alternatively, staffing in academic programmes may be determined by using the total
number of units per full programme. It is observed that most undergraduate academic
programmes have about 64 Units. For example, Bachelor of'SCienee in” Computer
Informatics has 64 units distributed across the academic yearsias presented below.

Table 15: Sample BSc Computer Informatics (Duration 4-Yea'rS)

S/No. | Programme No of Units in Semester | No of Units in Semester | Sem Il
|

1 BScCIlYrT 8 8

2 BScCIlYr2 8 8 -

3 BScC1Yr3 8 8 1

4 BScClYr4 8 8 -

calculated as follows: e

(i)  Units: 64. '
(i) 64 units/8 semesters 8125 = Minimum number of Lecturers required is 8.
(iii) Allocate a ratrqof 10% for Professors; ﬂ’g;r;‘or Associate/Professors; 25% for Senior
Lecturers 35% for Lecturers and 15% féTutorlaI F.ejj/?vvs/ and Graduate Assistants.
(iv) The CUE allqws URiversities to’ catera.‘tor} Gp tg' ne third (¥3) of their Lecturer

requtrements by employing Part-time'Lecturers. 4

(V) Ratlehaﬁze the numbers across the gradlng structure based on need.
g ) N N

Deterr%*ﬁnation of optimal staffing for the Open University using the above criteria shall

also take into account the model for academic staff work load as indicated below:

(@) Contact Hours for Course Facilitation
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(i) Standard teaching hours: 4 hours per course per week.

(ii) Virtual teaching model allows for flexibility and extended availability to learners.

(iii) Compared to physical universities, academic staff have more contact hours due to
flexible learner schedules.

(b) Additional Learner Support

(i) Learner Guidance and Support

(a) Support provided asynchronously on Learning Management Systems (LMS).
(b) Academic staff are required to respond to learners' queries, gmde discussions,
and address issues that arise.

(c) Due to self-paced learning, additional support hours are net, conflned to fixed
class schedules.

(ii) Office Hours:

(a) Staff should allocate specific virtual office hours to address academic and
welfare needs of the leamner. | |

(b) Recommended 2-4 hours weeklyifor opén office hours.

(c) Flexible availability throughteméi_l,_ forurns and LMS discussion boards.

=

(c) Asynchronous Engagement
| l !

(i) Facilitation o,f/dLscussions forums ang erlnteractlons

(ii) Reviewing anti re‘spondlng to posts/ ug&stmns on q:Lsc sion boards.
(iii) Momtormgstudent progress and prowgmg fee on submitted assignments.
— "'*i.- ,:f;' f.::;,v-'

(d) Asslgmjlent“Gi'adlng and Feedback -

“1._ !

fﬁ' /
/

'2\ N S
|) C‘;radlng“actlvmes quizzes, assignments, and projects.
(||) Personalized feedback to guide student improvement.

(|||) Estimated workload: 2-3 hours weekly depending on student numbers.

(e) Learning Content Preparation
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(i) Ongoing preparation and updating of course materials.

(ii) Regular updates to course resources, lecture notes, multimedia content (videos,
tutorials).

(iii) Time allocation: 1-2 hours per week.

(f) Technological and Pedagogical Engagement

(i) Training on new LMS features and educational technology.

(ii) Engaging in continuous professional development to enhance online teaching
skills. | |

(iii) Estimated time: 1 hour weekly.

(g) Administrative Responsibilities

(i) Tracking student progress, monitoring attendance, and ba_rt_ic_:ipation.
(ii) Maintaining student records in the LMS. ) 2 |
(iii) Coordination with technical support teams and academic administration.

(h) Overall Workload Estimate

The estimates are based on benchmarks,thiughiinternet seargh engines.

(i) Teaching and learner suppert: 81-10 hours per co e per;\'/;‘ee
(ii) Administrative and profe“ssibhal"development gqhours _é)er course per week.

(iii) Total workload: 1011.3 hours per week per co’qrse_:_ _ x“f-'-* /

(i) Recommenda%tieén?.;forﬁ"WorkIoad Distribﬂ‘@h (Teachlng 2 Courses per Semester)
(i) Teachmg ahd Learner Support; If each‘academ@c aff member is to teach two (2)
courses per semester, the recemrrrer‘ldefd’ week{ workload for teaching would be

26 hours broken down as follows: f{;f'
H"K" \. /
(g:) Cou‘rse Facilitation: 4 hours per week per course, totalling 8 hours for two
'{_:'f._ courses.

(5) Additional Learner Support: 3-4 hours per week per course, totalling 6-8 hours
fortwo courses, to assist learners asynchronously through the LMS.

(c) Grading and Feedback: 2-3 hours per week per course, totalling 4-6 hours for
grading assignments, providing feedback, and assessing student performance.
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This distribution maintains a focus on quallty teachj

(d)
(e)

(f)

(9)

Course Material Preparation and Updates: 1-2 hours per week per course,
totaling 2-4 hours for preparing and updating lecture materials and resources.
Consultation: Academic staff can allocate 3-4 hours per week for consultation,
addressing student needs, engaging with colleagues, and offering advice to
external stakeholders or institutional committees.

Community Outreach: Involvement in community outreach, such as
partnerships with local organisations, public lectures, or mentorship rograms, is
encouraged with a recommendation of 2-3 hours per week.

Research: Facilitators are expected to dedicate 8-10 hours per week to
research activities, including writing and publishing scholarly work, attending
academic conferences, and conducting field research to contributesto their
academic discipline. | '

Total Workload

The overall recommended workload for academic e'taff”teac_hing two (2) courses
would be 39-45 hours per week, ensuring a balanced approach to:

i) Teaching and Learner Support:26 hours

i) Consultation: 3-4 hours. :

iii) Community Outreach:2-3 hours. 47 "9, 4

iv) Research: 8-10 hours. . :-u f . /

.“'xl

g«and“rearne engagement while

allowing time for research and other academic resp sﬁblllties,»:} y.
£ ; d 3 B 4
|4 i & oA b '-.,k
Note: This will be subject to further gwdanc/ CUE
R = S ‘;3-;:'“
i,.»,e“"', -.: =;::'__~_al P _"i{l- .:_‘_,_. H-::.?
8.8 QUALITY ASSURANCE DIRECTORATE>, O/
. E ' !lr‘; H‘ﬁ__ J:-{;:.f-
(a) = Funct;gns N /
The legctorate of Quality Assurance is responsible for the following functions:
(i) Develop, implement and review policies, programmes, standards and guidelines on
quality assurance;
(i) Design quality management systems in liaison with other university functional

dareas,
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(iii) Designtools and undertake internal quality assurance;
(iv) Prepare and submit quality assurance reports to the relevant agencies;
(v) Ensure quality curriculum development and review for the University;
(vi) Assess quality of teaching, research and learning;
(vii) Prepare programme assessment reports;

(viii) Conduct capacity building among students and staff on quality assurance; and

(ixX) Undertake such other related responsibilities and duties as may be assigned from

time to time.

(b) Staffing

For effective execution of the mandate, the Academic Quality Assurance Dlrectorate will
be staffed as follows:

Table 16: Approved Staff Establishment for the Academlc Quallty Assurance
Directorate

S/No. Designation Approved Approve | Remarks
Job Grade d
Establish
ment
1. Director, Quality Assurance 4 * *One (1) officer to
2 Deputy Director, Quality Assurance | _ ™ 5 be deployed from

academic staff

3. Assistant Director, Qualityify, 4 @b

Assurance A U W .
4. Senior Quality Assurance Officer | 14 h 4 7
5. | Senior Office Administrator 1", 1 8 Lo 4%
6. | Office Administrator | #7550, ) 9/ V.8 0

Total [ 4 % AV

) | i L L
{5 S

' '>
8.9 RESEARCH iJ\INOVATION COMMERCLA_LIZATION D EXTENSION DIVISION

"'1 b 5 "ll _|I"r l:'

The D|v1s\}om* WI|| be headed by Deputy lee Chancellor Research, Innovation,
Commermahsaﬂon and Extension Job Grade .2’ responsible to the Vice-Chancellor for
manage?*nent and coordination of research, innovation, commercialisation and extension
functions.

(@) Functions

The Research, Innovation, Commercialisation and Extension Division is responsible for
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the following functions: -

(vi)
(vii)

(b)

Provide strategic leadership and direction in the Research, Innovation and
Partnerships function;

Oversee the development and implementation of research and extension
programmes;

Oversee formulation, implementation and review of research policies, strategies,
standards and guidelines;

Spearhead resource mobilisation for research, infrastructure and extension;
Spearhead intellectual property protection and commercialisation of research
output; | '

Oversee the forging of strategic partnerships, collaborations and'linkages;
Undertake such other responsibilities and duties as may be prOVidéd forin the Act,
Charter and Statutes. '

Staffing

For effective execution of the mandate, the Office ‘of. the Deputy Vice Chancellor,
Research, Innovation, Commercialisation and Exteénsion will be staffed as follows:

Table 17: Approved Staff Establishment’forthe Office of the Deputy Vice Chancellor,

Research, Innovation, CommerC|aI|sat|on and Ext;nélon

S/No. | Designation Approved Approved Remarks
Job Grade Establishment
1. | Deputy Vice-Chancellorg, & 2 / 1 & | Tohead the Division
Research, Apnovation, | ' _' ,\?ﬂ"l' y.
By :.‘ it I"':.-.i 4
Commercialisation and. Extension oy &7 S
2. Senior Office Admrmstra‘cor I /@fqé; A 1 7 [ To provide secretarial
< ¥ . 2" A ATy
3. Office Admlnls’tratorl— i S O £ 5:‘1 services
£ - - ! Ay G ;‘;3
4. Driver Gy J % / T4 L7 To carry out driving
,f,f- : LHO7 ’
5. Drwerl,L M3k |/ duties
6. OfﬁE:eAs&stant I 1_3 {ﬁ 1 To carry out
h,
7. % folce Assistant I 14 messengerial duties
8. *. Total 4

The Division will further be organised into:

(i) Research and Extension Services Directorate; and
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(ii) Innovation and Commercialisation Directorate.

8.9.1 DIRECTORATE OF RESEARCH AND EXTENSION SERVICES

(@) Functions
The Directorate is responsible for the following functions:

(i) Develop, implement and review policies, standards and guidelines on research
services;

(i)  Co-ordinate research services;

(iii)  Mobilise financial support for research programmes and act|V|t|es

(iv)  Liaise with relevant stakeholders to promote research in higher e_ducation;

(v)  Promote and co-ordinate publication and dissemination of research output;

(vij  Promote management and collaboration in research Ilnkages programmes and
activities; |

(vii)  Undertake research planning and proposal deVeIop_ment;

(viii)  Plan, coordinate and provide logistical support for research activities;

(ix)  Document research activities, innoyations,aintellectual properties and prepare
statutory reports; and %

(x)  Undertake such other related respon3|b|I|t|es and duties as may be assigned from
time to time. '

(b) Staffing
For effective executlon of the mandate the R earch and Exten3|on Services Directorate
will be staffed as fo’rlows ' {‘;&

¥ B
-"

Vo ) ,..{ ' :Eb
Table 18 Appro\ied Staff Establlshment fpr tﬁé Dlreetorate of Research and Extension
Se}‘wce“& /
S/No. DeS|gnat|on Approved Approved Remarks
Job Grade Establishment
1.%.4"Director, Research and 4 T *To be appointed
| Extension Services competitively  from
2. P Deputy Director, Research S academic / research
and Extension Services staff.
3. Research Fellow 6 1
4, Junior Research Fellow 7/
S. Senior Office Administrator 7 1* *To be deployed from
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S/No. Designation Approved Approved Remarks
Job Grade Establishment
I regular
establishment

Total 2
Grants Management

1. Research Fellow 6 1

2. Junior Research Fellow 7

3. Research Assistant 8
Total 1
Internationalisation

1. Research Fellow 6 1

2. Junior Research Fellow 7

3. Research Assistant 8
Total 1

8.9.2 DIRECTORATE OF INNOVATION AND COMMERCIALIZATION

(@) Functions
The Directorate is responsible for the foIIowing .functions:

(i) Develop, implement and review polrcres standards and guidelines on research
innovation and commercialisationf . 35

(ii) Steer research innovation and mtelle,ctual properb/ g eration, protection and
commercialisation of outputs; T

(i)  Co-ordinate extension.and ou*treach program p{@rekr"@ and Knowledge transfer;

(iv)  Mobilise financial support for extension programmes @Bactrmtres

(V) Plan, Coordrnate and provrde Iogs/’upél_ support Nin extension and outreach

B
§

AR, ¥
AR - -

activities; - b

(vi)  Promote, collabora’ﬂon in extension Ilﬁﬁages pro

(vii) UndertaRe guch other related responsi‘brlrtrés an

trme“to (Ymé N R [/
ﬂ 4

|||_.-\:- X .;'H.\. ] |

For effective execution of the mandate, the Directorate of Innovation and
Commercialisation will be staffed as follows:
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Table 19: Approved Staff Establishment for the Directorate of Innovation and
Commercialisation

S/No. Designation Approved Approved Remarks
Job Grade Establishment

1. Director, Innovation & 4 1 *To be appointed
Commercialisation competitively from

2. Deputy Director, Innovation & 3} academic/research
Commercialisation staff.

3. Research Fellow 6 1

4, Junior Research Fellow 7/

S. Senior Office Administrator | 7 1* *To be deployed from

regular establishment

Total 2

8.10 ADMINISTRATION AND PLANNING DIVISION

The Division will be headed by Deputy Vice Chancellor, Administration 'and Planning, Job
Grade 2 responsible to the Vice-Chancellor for management and coordination of
administration and planning functions.

(@) Functions
The Administration and Planning Division is respensible for the following functions: -

(i) Oversee development, implementati'o_n and review of policies, strategies, standards
and guidelines on Administratiomand Planning functiope;

(i)  Oversee the developme_n_t_ and*-:___-imp‘lementation Admiintstration and Planning
programmes; e § - > |

(iii)  Coordinate the efflclent and effectlve managt m(ent é)f aﬁmlnlstratlon services and
university enterprlseé“ I

(iv)  Coordinate the® preparatlon and mp}eﬁéntatlon of unlversr[y strategic plans and
annual work pians | c;’i;

(V) Oversae/performance and delivery of sérwces inthe University; and

(vi) Undertake Quch other responsrbllltlesf‘a,nﬂ dutles‘ as may be provided for in the Act,

Charter Iand Statutes.

4 4
¥

(b) Staffing

For effective execution of the mandate, the Office of the Deputy Vice Chancellor,
Administration and Planning will be staffed as follows:
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Table 20: Approved Staff Establishment for the Office of the Deputy Vice Chancellor,
Administration, and Planning

S/ No. | Designation Approved Approved Remarks
Job Grade Establishment
1. Deputy Vice-Chancellor, 2 1
Administration and Planning
2. Senior Office Administrator 8 1
3. Office Administrator | 9
4. Driver | 12 1
9. Driver | 13
6. Office Assistant | 13 1
7. Office Assistant Il 14
Total 4

Given the organisational structure scenarios, the Division may be further organlsed into
the following one (1) Directorate and one (1) Department:

(i) Administration Directorate; and
(ii) Planning and Strategy Department.

8.10.1 PLANNING AND STRATEGY DEPARTMENT._

(@) Functions

The Department of Planning andStrategy WIIl be responsjble for thexfollowing functions:

(i) Develop, implement and, review poI|C|es stan ggs a:nd gwde nes relating to the
strategy, planning and advancement function? " ' 4

(i)  Develop, |mplement and reV|ew of th Unrversrcy e%trateglc Plan and Service

(iii) Coordlnate corpotate quality maaﬁgement DOrate research, knowledge
managemeﬁt enterprlse risk management and sid inability;

(iv) OverSee preparatlon and |mple’m’enfat|on sof the University Performance
Con\radirng and Productivity Mainstreaming jrameworks

V) m Monith and evaluate the |mplementat|on of corporate strategies to ensure
aLrgnment with institutional goals;

(vi) “Oversee the Quality Management Systems (QMS) to enhance internal processes
and service efficiency;

(viij Ensure compliance with Standard Operating Procedures (SOPs), business
processes, and best practice guidelines;

(viii) Support institution-wide business processes re-engineering;

Delivery Charter 3

¥ B
5 F
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(ix)  Develop University work plan, Statutes and University Almanac and Calendar; and
(x)  Undertake such other related responsibilities and duties as may be assigned from
time to time.

(b) Staffing

For effective execution of the mandate, the Department of Planning and Strategy will be
staffed as follows:

Table 21: Approved Staff Establishment for the Department of Planning and.St'rategy

Approve | Approved
d Establishment
Job
S/No. Designation Grade Remarks
1. Director, Planning & Strategy 4 ] To head the
2. Deputy Director, Planning&Strategy 3} . Department
Assistant Director, Planning & 6 '_ |
3. 1
Strategy _
4, Senior Planning&Strategy Officer | 7 .
5. Senior Planning&Strategy Officer I 8 2
6. Planning&Strategy Officer Il/1 10/9
Sub-Total “k | 4

.“'xl

e

STAND ALONE SHARED SERV_IQE'S DIRECTORATES AR DEPARTMENTS
J' ; \ J___ - ?..{,Hﬁh&} er'F
8.11 FINANCE AND ACCOUNTS DIRECTOR/P}'I;E' ~
a unctions g, "4 . .
ix - H1 ._: : 5?'-‘- , i{ _ :;.Fb

The Finang@t and Atcounts Directorate wilk bé mes’ponsnble for the following functions:

£ B © /

e, !‘2__1 e _{;-':

<
(i) Develgp, review and implement policies! strategies, systems and programmes
retatlng to finance;

(i) % Prowde advice to the University management on matters relating to finance;

(iii)  Provide efficient and accurate financial management and controls;

(iv)  Ensure conformity with the applicable international and national financial and
accounting practices, standards and regulations;

(v)  Maintain accounts and financial records;
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(vi)
(vii)

Prepare University budget;
Ensure efficiency in management of the University resources; and

(viii) Undertake such other related responsibilities and duties as may be assigned from
time to time.

(b) Staffing

For effective execution of the mandate, the Finance and Accounts Directorate will be
staffed as follows:

Table 22: Approved Staff Establishment for the Finance and Accounts:Directorate

S/No. Designation Approved Approved Remarks
Job Grade establishment
1. Director, Finance and 4 1 To be competitively sourced
Accounts
Finance Department
1. Deputy Director, 3) 1 ¢ Revenue & Budgetary
Finance o Expenditure&Financial Reporting
2. Assistant Director, 6 53 To undertake Expenditure, Financial
Finance : Reporting, Budgetary, Capital, Salary,
3. Senior Accountant | 7/ Grants, Income, Student Finance,
4. Senior Accountant Il 8 Financial Examination, etc.
5. | Accountant I/l 10/9 " *Depeqding on size of university
Sub-Total L U 4
Accounts Department o ¥ ‘ o~
6. Deputy Director Sz 1 1J0o h'ééd_the Départment
Accounts s OF 37
7. Assistant Director 6 Fa N o ",,Ht;::* 4
Accounts L N oy, S ™
8. | Senior Accountantl s 7 Q_{EIS K %
9. | Senior Accountantll,L 8 c;;;{ B ‘_.&1_;"'
10. | Accountantil/[" 10/9 ¢ ° .0 %E?
D = B T N s
11. | Senior s, /4 Accounts 4 N 23 /
e WA LMD :_} i
Assistantl, * " £ S
12. ["Seniof/  “WAccounts 8 V4
Assiétant | 4
13y, Accounts Assistant | 9 N/
14, /Aecounts  Assistant 11/10
U
15. " Senior Office 8 1* *To be deployed if necessary to serve
Administrator Il the Director’s office
16. | Office Administrator 10/9
/1
Sub-Total 7
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8.12 HUMAN RESOURCE MANAGEMENT AND ADMINISTRATION DIRECTORATE
(Option 2)

(@) Functions

The Directorate of Human Resource Management and Administration is responsible for
the following functions:

(i) Develop, review and implement policies, strategies and programmes reIatlng to
Administration and Human Resource management;

(i)  Provide advice to the University on matters relating 10" “Human) Resource
Management and administration; AV '

(iii)  Coordinate Human Resource Planning; |

(iv)  Manage the payroll, statutory deductions, administe_r employee benefits and
remuneration; &

(v)  Manage staff recruitment, selection, induction‘and placement

(vi)  Develop and implement training and development'strategies;

(vii) Coordinate development and implementation of performance management and
productivity systems and strategies; ¢

viii)  Administer staff medical scheme 'insurance and weIfare programmes;

>
~

. 2,
N

xii)  Oversee the use and marntenance of HR info :tion'sysy m;,

xiii) Serve as secretarlat to the Unrver3|ty Ma gement Boa\?d ;

Oversee |mpl,eme~ntat|on of occupatior Health and safety standards;

Oversee the management of unrver&%‘estates asset '

XVi) Overseezthe management of unlversrty,,.health fagilites;

XVii) Oversee maj"nagement of reglstrles |n thefuhrvers' Y;

XViii) Cogrd)‘natlo‘rt of university events; {j:-f-

xix)._ Coord{nate the management of all central. $ervices and outsourced services;

xx) I%Ian and provide appropriate accommodation and hospitality infrastructure and
'?'serwces

(xxi) Uhdertake such other related responsibilities and duties as may be assigned from

time to time.

>
<
~

<
N

(b) Staffing
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For effective execution of the mandate, the Human Resource Management and
Administration Directorate will be staffed as follows:

Table 23: Approved Staff Establishment for the Human Resource Management and

Administration Directorate

S/No. Designation Approved Job | Approved Remarks
Grade Establishment
Office of the Director, Human Resource Management and Administration
1. Director / Registrar, Human 4 1
Resource Management and
Administration
2. Office Administrator I/ 10/9 :
3. Office Assistant /Il 15/14 To provide

“messengerial duties

inthe Directorate

Sub-Total

8.12.1 HUMAN RESOURCE MANAGEMENT AND DEVELOPMENT DEPARTMENT (Option
1 o

S/No.

Designation

Approved Job
Grade

Approved
Establishment

Remarks

Human R

esource Management Department

1.

HRM

Deputy Director / Dep Reglstrar y

Assistant Director, HRM

Senior HRM Officer | Py

Senior HRM Officer Il

HRM Officer II/I

Senior Assistant HRM Offlcer I

Senior Assistant HRMOfficer I_I

Assistant HRNM'Officer

OO N oG B wIN

Assistant HRM OfJﬁcer LI/ II"

Sub-Totalh,

Training and Deve‘loplpent Department -

1.

Assistant Director, HRM

{Senior HRM Officer |

Senior HRM Officer I

-'500'\3

HRMOfficer 11/l

\ j?Sub-wT otal

Pool St~a1

f

|| )
-

. Senior Office Administrator

Office Administrator Il/I

Assistant Office Administrator |

Q| N oo

Assistant Office Administrator lll/Il

*One per Faculty
And one
Academic
Department,
Research &
Extension,

per
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S/No. Designation Approved Job Approved Remarks
Grade Establishment
Innovation &
Commercialisation,
Finance, Exams,
Admissions
9. Principal Clerical Officer 10 * *One to be deployed
10. | Senior Clerical Officer 11 to:
Clerical Officer Il/I 13/12
e Faculties
e SupplyChain
e Finance
e HR!
11. | Senior Office Assistant 12 * *Qne per Directorate
12. | Office Assistant | 13 where there is no
13. | Office Assistant IlI/Il 15/14 elerical staff

8.12.2 ADMINISTRATION DEPARTMENT

(a) Staffing _
For effective execution of the mandate, the Administration Department will be staffed as
follows:

Table 24: Approved Staff Establishment for the Administration Department

S/No. Designation Approved Approved Remarks
Job Grade Establishment
OFFICE OF THE DEPUTY DIRECTOR, ADMINISTRATION N
1. Deputy Director, Administraii-o'_n__. | ,J:{m \
2. | Office Administrator | . A 1
3. Office Administratorl™ | [, @E} _ ,;rf
4. Office Assistant lll/I[} QY 1 To serve the entire
- O / L | Department
GENERAL ADMINISTRATION SERVICES xRNV 4
1. | Senior AdministrativeiOfficer | & & T 1 UMB  Secretariat,
2. SeniogAdministrative Officer Il L gf Central  services,
3. | Administrative Officer II/I T G 0 10/9 1 events, cleaning
7 G Ol Q. ; supervision,
& B W
y W y, outsourced
“N:‘;‘E 4 L I services, OSHA,
. © ’ Fleet
LV o Management, etc.
Accommodation and Hospitality Services
1. W Deputy Director, Hospitality Services 5 1 Head of
2. Assistant Director, Hospitality Services 6 accommodation
and hospitality
Accommodation Services
1. Senior Hospitality Officer | 7 1 To head
2. Senior Hospitality Officer Il 8 accommodation
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S/No. Designation Approved Approved Remarks
Job Grade Establishment

section
3. Senior Assistant Housekeeper | 7 1 To be based on
4, Senior Assistant Housekeeper Il 8 zoning of Halls
5. Assistant Housekeeper | 9 1 and geographical
6. | Assistant Housekeeper | 10 spread
/. Assistant Housekeeper lll 11

Catering Services

1. Senior Hospitality Officer | 7 1 To head catering
2. Senior Hospitality Officer I 8 section® in the
3. Hospitality Officer II/I 10/9 entire University
4. Senior Assistant Hospitality Officer | 7 2 To (be based, on
S. Senior Assistant Hospitality Officer Il 8 | hnumber of
6. Assistant Hospitality Officer | 9 | funetional
7. | Assistant Hospitality Officer lII/1l 11/10 kitchens and
8. | Senior Cook 9 T /| geographical
9. | Cookl 10 5 spread
10. | Cook lli/II 12/11
11. | Senior Waiter 9 3)
12. | Waiter | 10
13. | Waiter i/ 12/14
14. | Senior Kitchen Attendant 12 3
15. | Kitchen Attendant | 13
16. | Kitchen Attendant 1/l

1514

Estates and Facilities Management

1. Senior Estates Management Officer |
2. Senior Estates Management Offlcer II
3. Estates Management Officer I1/1 . _
4 Senior Assistant Estates Management i In charge  of
Officer | - a " respective
d. Senior Assistant Estates Management
Officer Il -
6. Assistant Estates Management Officer |
7. Assistant Estates IVIanagement Officer
1/ "
Artisans 2 _JT,_- -
1. Senior Nt&n Only  Electrician,
2. | Artisanl, ,_; | W / Electronics,
3. Artl‘an /I Plumbing and
" 4 iy Carpentry Artisans
f 4 h  J to be substantively
- HK’_‘~-. / hired.
."I',‘J:';\h - -
1; Welding, masonry,
| painting to be
) outsourced on
need basis.
Records Management
4, Senior Records Management Officer | 7 1
S. Senior Records Management Officer Il 8
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S/No. Designation Approved Approved Remarks
Job Grade Establishment
6. Records Management Officer Il/I 10/9
/. Senior Assistant Records Management 7/ 1
Officer |
8. Senior Assistant Records Management 8
Officer II
: Assistant Records Management Officer | 9
10. | Assistant Records Management Officer 11/10
H1/11
Fleet Management
1. Senior Transport Officer | 7 1
2. Senior Transport Officer I 8
3. Transport Officer Il/I 10/9
Drivers (Pool)
1. Chief Driver 10 10, : |
2. Senior Driver 11 ' /| *To"be based on
3. Driver | 12 .| number of
4 Driver ll1/11 14/13 “|''serviceable
vehicles on need
basis
Central services g 4
1. Senior Grounds man 12 3 A  maximum of
2. Grounds man | 13 three to be
3. Grounds man I/l «15/14 substantively
4 hired.
HEALTH SERVICES

LEVEL IV HOSPITAL

1. Deputy Director, Medical Services* *Must be a
* medical doctor
Medical staff ) -;
2. Assistant Director, Medical Ser\uces Specialists
3. Senior Medical Officel® h Generalists
4. Pharmacy staff [ "5,, |
5 Assistant  Directof,,  Pharmaceutical To head the
services ;'_‘, h 4 Pharmacy Section
6. Senior Phaﬁmamst I c_q'
Clinical Staff . WY é |
1. Seniof CIm"caI Officer | P |al. 2-day
2. Semqr Cimaréal Officer Il .Y 2-night
3. |4Clinical Officer | . sl 2-off
4. Senigr Registered Clinical Officer |
5.4 | SenignRegistered Clinical Officer Il . N
6. _ “Registered Clinical Officer |
7. W4l Assistant Clinical Officer llI/II
Nursmg Staff
1. Senior  Nursing  Officer  1/Senior 7 9 3-morning
Registered Nursel 3-afternoon
2. Senior  Nursing  Officer  ll/Senior 8 3-night
Registered Nurse I
3. Nursing Officer I/ Registered Nurse | 9
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S/No.

Designation

Approved
Job Grade

Approved
Establishment

Remarks

4.

Registered Nurse llI/II

11/10

Medical Laboratory Staff

1.

Medical Laboratory Analyst |

Senior Medical Laboratory Analyst I

Medical Laboratory Analyst |

Medical Laboratory Technologist |

Medical Laboratory Technologist II

(oo I NIINoJ e ol N

ORI W

Medical Laboratory Technologist |

O

7.

Medical Laboratory Technologist Il1/

11/10

Pharmaceutical Technologist staff

1.

Senior Pharmaceutical Technologist |

2.

Senior Pharmaceutical Technologist I

(oo N

3.

Pharmaceutical Technologist |

4.

Pharmaceutical Technologist lll/Il

11/10

Health Records&Information staff

1.

Senior Health Records&Information
Management Officer |

2.

Senior Health Records&Information
Management Officer I

Health Records&Information
Management Officer |

Health Records&Information
Management Officer I

Senior Assistant
Information Management Officer |

Health Records &

Senior Assistant

Records&Information
Officer Il

Heéhh,_”ﬁ
Managemen't '

/.

Management Officer |

Assistant Health Records&lnformatlon v

8.

Assistant Health Recdrds&lnformation

Management OfflceJII/II ‘f,_

Theatre staff

—_—

Senior Anesthetist| “x-,

Senior Anesthetlst II -

Anesthetistyll/1*

Seniof Theatre As&stant | /

Senier Theeiire Assistant Il

{Theatre Assistant |

I BB eI

Theafre Assistant IlI/1]

Ho

cn

pltal Administration and support staff

....':_
.l-"

}Semor"HospltaI Administrator |

xk

e

| Senior Hospital Administrator |l

it
-~ ]

"}, Hospital Administrator 1/

Senior Office Administrator |

Senior Office Administrator

Office Administrator II/I

Senior Hospital Attendant

12

90.\'.0\.0":#.00!\3.—‘

Hospital Attendant |

13
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S/No. Designation Approved Approved Remarks
Job Grade Establishment
Q. Hospital Attendant 11/l 15/14
10. Senior Driver 11 2
11. Driver | 12
12. Driver ll1/11 14/13
13. Senior Office Assistant 12 1
14. Office Assistant | 13
15. Office Assistant llI/II 15/14
Total
LEVEL Ill HOSPITAL _
1. Deputy Director, Medical Services* 5 1* *Must be
2. Assistant Director, Medical Services 6 medical doctor
Clinical staff i %
1. Senior Clinical Officer | 7 6* leSho, 24-hour
2. Senior Clinical Officer Il 8 - . service
3. Clinical Officer | 9 bl
4. Senior Registered Clinical Officer | 7 | 2-day
5. Senior Registered Clinical Officer Il 8 + 2-night
6. Registered Clinical Officer | 9 2-off
7. Registered Clinical Officer 111/l 11/10
Nursing Staff y
1. Senior Nursing Officer | 7 6 2-morning
2. Senior Nursing Officer Il 8 2-afternoon
3. Nursing Officer 11/l 10/9 2-night
4, Senior Registered Nurse | /
5. Senior Registered Nurse |l _
6. Registered Nurse | &
7. Registered Nurse /Il & -
Medical Laboratory staff . O
1. Senior Medical Laboratory Analyst | T4
2. Senior Medical LaboratorysAnalystih’ .
3. Medical Laboratory Analyst 1/l d _
4, Senior Medical Labaoratory Technologist | S B L
5. Senior Medicgl__Labbf?th Technologist 8o o |
I . - QY AT S
6. Medical Laberatory-feechnologist | ; > 9 oy &7
7. Medical’Faboratory Technologist Il1/11° ‘F‘{ ~11/10 l‘:.?}r
Pharmaceutical Technologist staff Jci a4
1. Sehior, Pharmaceutical Technologist | < .7 7 / 2
2. [%Senior Pharmaceutical Technologist I )4
3. Pharmaceutical Technologist | S 9
45 b Pharmaceutical Technologist 11/ N 711710
\\ J Health Records&Information staff
1. ¥ Senior Health  Records&Information 7 1
| 1 Management Officer |
2. Senior Health  Records&Information 8
Management Officer ||
3. Health Records&Information 9
Management Officer |
4, Health Records&Information 10
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S/No. Designation Approved Approved Remarks
Job Grade Establishment
Management Officer I
5. Senior Assistant Health Records & 7
Information Management Officer |
6. Senior Assistant Health 8
Records&Information Management
Officer Il
7. Assistant Health Records&Information 9
Management Officer |
8. Assistant Health Records&Information 11/10
Management Officer lIl/Il
Hospital Administration and support
staff _ |
1. Senior Office Administrator | 7 * | To..be deployed
2. Senior Office Administrator lI 8 o fromHR
3. Office Administrator I/l 10/9 «QWF
4. Senior Driver 11 2 | To be deployed
5. Driver | 12 | | "from
6. Driver i/ 14/13 | Administration

8.13 LEGAL SERVICES DIRECTORATE

(@) Functions

Legal Services Directorate will be respon_siblé f_or the following functions:

i

(i) Develop, implement and rewew pO|ICI€S strategie€
relating to the legal functlon

(i)  Review University legal mstruments for consj
with the law and reg,ulatlons, g

ndards and guidelines

>/
iii)  Offer legal advice and interpretation ;{I;WS 1o the Un‘rversny,

(

(iv)  Plan, coordmate«and oviersee legal szﬁqﬁs forthe Umversrcy
(v)  Drafting and mar)agmg contracts an Us, -;35"‘

(vi)  Liaise wlth ?xternal lawyers on gases filed 6 be}n
(
(
(

vii)  Offer couns’el on staff and students! i sc:lf)lmary matters;
Viii) Prqmde cus\tedy of university legal documemis and

‘tlrhe toxtlme

.ll_ L I.
.II' -.. -

(b) Staffing

For effective execution of the mandate, the Legal Services Directorate will be staffed as
follows: -
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Table 25: Approved Staff Establishment for the Legal Services Directorate

Approved Approved
S/No. Designation Job Grade Establishment Remarks

1. Director, Legal Services 4 1 To head the

2. Deputy Director, Legal Services 3} Directorate

3. Assistant Director Legal Services 6 1

4, Senior Legal Officer | 7

5. Senior Legal Officer I 8

6. Legal Officer /I 10/9

7. Principal Clerical Officer 10 1 To be deployed from

8. Senior Clerical Officer 11 regular

Q. Clerical Officer II/I establishment and

13/12 licensed as a court

process server

10. | Office Administrator II/I 10/9 1* *Torbedeployed on
need basis to serve

/the Directorate

11. | Office Assistant lII/II 15/14 & *To be provided

from shared service
on need basis
Sub-Total = 30

8.14 SUPPLY CHAIN MANAGEMENT DEPARTMENT
(@) Functions

The Supply Chain Management Department WI|| be r3§p‘ nsible for the following
functions: L

o s -

P
o
o
[

.r""':l

(i) Coordinate development and |mplementat| if)“l’ polleps prpcedures systems,
structures and frameworks for all supply chaln relatedw@ctivities;

(ii) Ensure adhergnce to contractual agr ﬂtents recommendlng amendments and
advising venders and users/reqwsm n Gontractyal dhts and obligations;

(iii) Proces,s;alleaspeets of supply chain a‘g prowded:fe?r' the Act;

(iv) Provtde“* adxﬁlce to the Un|verS|fy and"‘stakehold s on all aspects of procurement
strateg ] &y “ 4

(v) Adtmge on innovative approaches for enhancmg efficiency in the supply chain

f ction:”

(vi) 'g'_ l?evelop the annual procurement and asset disposal plan for the University;

(vii) 'Develop supply chain governance and risk management framework for the
University;

(viii) Develop a monitoring and evaluation framework for the supply chain function;

(ix)  Conduct periodic market research and surveys of goods and services;
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(%)
(xi)
(xii)

time to time.

(b) Staffing

Secretary to supply chain committees;
Ensure safe custody of procurement stores; and
Undertake such other related responsibilities and duties as may be assigned from

For effective execution of the mandate, the Department of Supply Chain Manégement will
be staffed as follows: |

Table 26: Approved Staff Establishment for the Supply Chain Management Dé-partment

S/No. Designation Approved Job| Approved Remarks
Grade Establishment
1. Director, Supply Chain 4 ] | Head of Department
Management
2. Deputy Director, Supply Chain 5
Management
3. Assistant Director, 6 1
Supply Chain Management
4, Senior Supply Chain - 2
Management Officer | y N
5. Senior Supply Chain, Y4 " .
Management Officer II . /
6. Supply  Chain Management 10/9 Z
Officer Il/I —_— O e
7. Senior Assistant SUppIy Cham B y
Management Offlcéttl _f.. )
8. Senior ASS|s,1an1' SquIy Chaln
Managemen; Ofﬂcer II
Q. Assistaniy, Suppiy Chain
Mar;égem”bnt Officer | y
10. Asmst‘antﬂ Supply Chain |,
£ Maﬁagement Officer llI/II
11. 'Sen‘kr Office Administrator |l 8 *;ff 1* To serve Provide
o ;lr;-_hO_ffice,Admmlst rator II/I 10/9” Secretarial services
13;’1 " Principal Clerical Officer 10 1% To be deployed
14k4 Senior Clerical Officer 11
15. Clerical Officer II/I 13/12
16. Office Assistant IlI/II 15/14 * To be deployed from
shared services on
need basis
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S/No. Designation Approved Job| Approved Remarks
Grade Establishment
Sub-Total 6

8.15 CORPORATE COMMUNICATION AND MARKETING DEPARTMENT

(@) Functions

The Corporate Communication and Marketing Department shall be responsible for the

following functions: _

(i) Develop, review and implement policies, strategies, systems and programmes
relating to corporate communications, public relations and marketing;

(i)  Advice the University on matters relating to corporate affairs and marketing;

(i)  Market the University for enhancement of the image and.reputation;

(iv)  Develop content for publication in newsletters, websites, and other communication
channels; e

(v)  Planand coordinate University events; _

(vi)  Initiate and enhance strategic partnerships and collaborations;

(vii)  Network and build relationships betweenithe University and media;

(viii) Coordinate the University's corporate ’_éocial"'responsibility initiatives;

(ix)  Provide capacity building and guidahée on protocol and etiquette; and

(x) Undertake such other related responS|b|I|t|es and dujyz as may be assigned from

time to time. L

(b) Staffing 4

For effective execuugn of the mandate the

grporate Communlcatlons and Marketing

Department will be s:tafﬁed as follows: - {‘;QQ' "
' =
Table 27: Approvgd Staff Establlshment j'Jfor the S péate Communication and
#Marketing Department 070/
S/No. DeS|gnat|on Approved Approved Remarks
Job Grade Establishment
TR Depu\ty, Director,  Corporate b ¥4 To head the
\.4" Comimunication and Marketing : Department (to
2. \\| Assistant Director, Corporate 6 appointed
¥ Communication and Marketing competitively)
3. Senior Communication/ 7/ For areas such as
Marketing/PR Officer | . e Communications
4, Senior Communication/ 8 e Marketing/PR
Marketing/PR Officer Il e Studio Manager
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5. Communication/Marketing/PR 10/9 e TV/Radio Producer
Officer I/
6. Senior Assistant 8
Communication/ Marketing/PR For units:
Officer Il Broadcast
7. Assistant Communication/ 9 2 Photography
Marketing/PR Officer | Graphic Design
8. Assistant Communication/ 11/10 Others
Marketing/PR Officer I/
9. Senior Receptionist 10 5 To serve as university
10. | Receptionist I/l 12/11 receptionist
11. | Office Assistant I/l 15/14 * To be deployed from
shared | services .. on
need basisy
Total 6 '

8.16 SECURITY SERVICES DEPARTMENT

(@) Functions
The Security Services Department will be responsible for the following key functions:

(i) Develop, implement and review policies, strategres systems and programmes
relating to university security; .
(i)  Provide advisory services to the Vrce Chancellor on all security matters at the

university; ;

(iii)  Manage, direct, control and coordrnate Securlty tters,and operations at the
University; oy | ' O N

(iv)  Identify security congeris through intelligenc Qﬂd rnve%tlgatlrlg for prevention of
potential and general crrmrnal activities; 7 Hu.;—T* 4

(v)  Ensure security through enhanced sl;r}é’l.llanoe éecurlty screening, installation of
securlty/alarms and other security so t@ﬁs inthe Umve ity;

(vi)  Liaise wrth _re1evant securlty agents {wh |Ie manag:h security intelligence systems
within and fqr the University, .~ ,.*"'--'f-.r v ““F

(vii) Prétect all the property of the Unlversrty '

(vm) Plaﬂ énd coordinate capacity burldlng, pérlodlc drills and sensitization in the

Unlver§lty N\

(ix) .,~-C2onduct investigations as requested by the University, including disciplinary
matters

(x) Formulate, plan, control and implement the departmental strategic plan and
budget; and

(xi)  Undertake such other related responsibilities and duties as may be assigned from
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time to time.
(b) Staffing

For effective execution of the mandate, the Security Department will be staffed as
follows:

Table 28: Approved Staff Establishment for the Security Services Department

Approved Approved
S/No. Designation Job Grade Establishment Remarks
1. Deputy Director, Security 5 1 To head the department
Services (to be appointed
2. Assistant Director, 6 competitively)
Security Services y’ :
3 Senior Security Officer | 7 3 1. Integrated security
4. Senior Security Officer I 8 systems section
2. Compliance and
5. Security Officer Il/I 10/9 enforcement
: 3. Investigation and
_ intelligence
6. Senior Assistant Security 7 2 Patrol and surveillance
Officer | |
7. Senior Assistant Security 8
Officer I _
8. Assistant Security Officer 0
9 Assistant Security Officer 11/10 o :
/1l - V7 j/\
10. Office Assistant llI/II oh 15/14 * To be deployed from
N, N y shared services on need
3 | basis
Sub-Total .
o O
[Q L
8.17 INTERNAI; AﬂDITb]RECTORATE
“H‘f’i’ N A o5, .
(a) Functions ¥ "/
EE’*’# V4
T, N\ /
The I%{_r-:ggjt!__orqte of Internal Audit will be responsible for the following functions: -
d

(i) L'{:).evelop, review and implement policies, strategies, systems and programmes
relating to internal audit;

(i)  Provide advice to the University on matters relating to internal audit, risk and
compliance;
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(iii)  Secretary to the Audit Committee of the University Council;

(iv)  Develop and implement the internal audit plan;

(v)  Carry out internal audits, risks and compliance assessments of the University's
systems;

(vij  Provide advice the University Management Board and Council on the
appropriateness and effectiveness of internal control systems;

(vii)  Track implementation of recommendations outlined in both external and internal

audit reports;
(viii) Provide liaison with the external auditors on all audits;

(ix)  Provide guidance to university management in relation to compllance with
auditors’ reports; '

(x)  Undertake such other related responsibilities and duties as may be asslgned from
time to time.

(b) Staffing

For effective execution of the mandate, the Directorate of Internal Audlt will be staffed as
follows: -

Table 29: Approved Staff Establishment fqr'the Directorate of Internal Audit

S/No. Designation Approved Approved Remarks
Job Grade Establishment

To head the
Directorate

1. Director, Internal Audit

2 Deputy Director, Internal Audlt

3. Assistant Director, Intecnal: Audlt

4. Senior Internal Audito JI

5. Senior Internal Auditorl|

6. Internal Audltor /A '

7 Office Asms‘taht IH/H To be deployed
V & -_ T from  shared
&, 'i R / services on

s 4 : need basis
1‘Q~talﬁ‘f’1 W

-\.{\‘: "_'

Fe __RMATION, COMMUNICATION AND TECHNOLOGY (ICT) DIRECTORATE

(a) Fuhctions

The Directorate of Information Communication Technology will be responsible for the
following functions:
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(i) Develop, implement and review policies, strategies, standards and guidelines
relating to the ICT function;

(ii) Ensure adherence to software and hardware requirements and specifications;

(iii)  Oversee provision and maintenance of network equipment and software;

(iv)  Spearhead the digitalization and curation of curricula content;

(v)  Develop and maintain up-to-date digital resources that enhance educational
delivery and support innovative teaching methods;

(vi)  Maintain and support information management and e-learning systems to ensure
operational efficiency and effectiveness;

(vii)  Automate core services, manage system installations, and develop ICT systems to
meet the University's operational requirements; '

(viii) Manage databases and ICT inventory, ensuring security, accuracy and effective
utilisation of assets;

(ix)  Provide technical advice on ICT matters;

(x) Support and enhance the operations of learner support centers through ICT
solutions to ensure access and flexibility;

(xi)  Prepare and manage the ICT budget, work plans, and evaluate ICT programme
activities for alignment with strategic goals;and

(xii) Undertake such other related responS|b|I|t|es and duties as may be assigned from
time to time.

A Data Management Unit will beFdomi'c:iI.ed"inﬁt#ne ICT Diregtorates,
Data Management Unit

B
!-1

The unit will be headed by a Senlor ICT ,Ql'@er I respon6|ble to the Director ICT for
|mpIementat|on of data management poI|C|§,Q$trategle§>y§U|dellnes

Pt b : ‘*. i -
..-.'.-‘:- -:" x"'_ ! i : / *_‘{l_ .-." ot .-__L'._._":.r
The functtons of thfe unit will entail: - PO
£ - a .-‘.'-‘-.“-
E f, /

(i) & Implement Data Management policies, *etrategles standards and guidelines;

(ii) Spearhead implementation of strategies for data sharing and interoperability.

(iii) COOrdlnate data gathering from various sources to support analysis efforts

(iv) Update and maintain robust integrated data, databases, and analytical tools;

(v) Facilitate data management research, analysis, modelling, capacity building and
user awareness creation;

(vi) Identify and resolve issues related to data accuracy, consistency, completeness and

Page of 72



reliability;

(vii) Maintain a repository of data literacy resources and materials for organisational use;

(viii) Process and present data in charts, graphs, and dashboards in an understandable
and actionable way;

(ixX) Generate reports and summaries to communicate insights, patterns, anomalies and
trends to stakeholders;

(x) Collaborate with relevant stakeholders on data needs and leverage data for
strategic decision-making and policy formulation; and

(b) Staffing

For effective execution of the mandate, the Directorate of Informa’uon Communlcatlon
Technology will be staffed as follows: |

Table 30: Approved Staff Establishment for the “Difectorate of Information
Communication Technology ’

S/No. Designation Approved Job | Approved Remarks

Grade Establishment
1. Director ICT 4 | 1 To head the Directorate
2. Deputy Director, ICT 5 .
3. Assistant Director, ICT o N 3 e Systems development and
4, Senior ICT Officer | & » O security
S. Senior ICT Officer Il » 8 /r Data base administration
6. ICT Officer II/I o, User support&Networking
7. Senior  Assistant  ICTgg,. 7/ ‘
Officer | .
8. Senior  Assistant L_f.__--ICT‘
Officer Il i ¥
: Assistant ICT Officerl, '
10. Assistant IC TiOfficer [/l
Data Management Unit.« ML o
1. Senior ICTqufi'c':-elﬁl:_ﬁ 7 %',; V3 ‘L::r)' To undertake data management
VISV / AP W N functions
Sub‘To’tal 4 N LA oM )
Note: PUb[iC (;nvei‘smes are encouraged to outsourg//e secur/ty services on need basis.
S g lx‘"{‘\ N\ ,-r“{f
L
\ Vo

I';f_- .-..

.|._
h T .
i
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