
 

 

 

 

 

JOB ADVERTISEMENT 

Bondo Technical and Vocational College invites qualified applicants for the following 

positions:  

1. Internal Auditor ( 1 Position) 

This position is responsible for completion of audits and reviews of processes and 

procedures, developing and monitoring internal controls; conducting audits; evaluating 

the degree of internal control exercised by each person and providing updated 

procedures for the College. The holder of this position shall report directly to the 

Principal and administratively to the Board.  

Duties & Responsibilities 

 Assisting team with the use of accounting software both activity and college 

systems for the purpose of ensuring compliance with government guidelines 

 Support audits of a variety of internal activities and/or procedures for the purpose 

of ensuring compliance with prescribed auditing standards, detecting issues 

occurring so proper resolution can be determined. 

 Collaborate with other staff members, independent audit staff, state agencies, etc. 

for the purpose of responding to questions with audits and/or preparing work 

aids, manuals, policies and procedures for use by college personnel. 

 Prepare a variety of reports, documents and other written materials (e.g. concise 

statistical, analytical reports, detailed audit findings, reports, memos, letters, etc.) 

for the purpose of documenting activities, providing written reference and/or 

conveying information. 

 Respond to inquiries from a variety of sources (e.g. staff, auditors, government 

agencies, etc.) for the purpose of providing information or direction related to the 

College’s accounting issues and clarification as needed. 
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 Assist in reviews of College internal processes and controls (e.g. travel 

reimbursement related issues, college accounting manual, etc.) for the purpose of 

ensuring financial information is properly processed, reported, and safeguarded. 

 Perform other related duties as assigned by the Principal for the purpose of 

ensuring the efficient and effective functioning of the work unit. 

Key Qualifications 

 CPA (K) or its recognized equivalent 

 Minimum of a Diploma in Auditing or A bachelor’s degree in Commerce, 

accounting or Finance or any other related discipline. 

 At least three (3) years’ experience in an equivalent position in a busy institution 

and demonstrate outstanding professional competence. 

 Ability to perform principles and practices of accounting and auditing including 

general ledger debit, credit, journal entries and audit procedures. 

 Computer literacy in the relevant packages 

 High level of integrity. 

 Member of ICPAK 

2. ELECTRICAL WORKSHOP ATTENDANT ( 1 Position) 

This position is responsible for the provision of support routine duties in the Electrical 

Engineering workshop to ensure that the operations are running smoothly. The holder of 

this position shall report to the HOD, Electrical and Electronic Engineering.  

Duties & Responsibilities 

 Requisition workshop consumable to ensure they are replenished in a timely 

manner and workshop operations run smoothly. 

 Advice the section head on the budgeting requirement for the workshop to ensure 

that all the workshop requirement are factored in the budget to promote smooth 

trainings. 

 Maintain all requisite records on the use of various workshop equipment for 

accountability and future reference. 

 Provide technical support to the trainees during practical. 

 Ensuring that all health and safety procedures are understood and followed 

correctly in the laboratories. 

 Segregate non-functional equipment and machine to ensure safety in the 

workshop. 



 Report any breakdown of equipment to the section head for purposes of decision 

making on replacements. 

 Supervise cleaning of the workshop and equipment therein to ensure efficient 

operation of the workshop 

 Keep up to date with relevant scientific and technical developments that will save 

on time and improve reliability. 

Minimum Academic, Professional Qualifications and Experience 

 Certificate Craft in Electrical Engineering 

 KCSE certificate with a minimum grade of D plain 

 At least three years’ experience a similar role 

 Proficiency in Workshop Operation 

3. BUILDING WORKSHOP ATTENDANT ( 1 Position) 

This position is responsible for the provision of support routine duties in the Building 

workshop to ensure that the operations are running smoothly. The holder of this 

position shall report to the HOD, Building and Civil Engineering.  

Duties & Responsibilities 

 Requisition workshop consumable to ensure they are replenished in a timely 

manner and workshop operations run smoothly. 

 Advice the section head on the budgeting requirement for the workshop to ensure 

that all the workshop requirement are factored in the budget to promote smooth 

trainings. 

 Maintain all requisite records on the use of various workshop equipment for 

accountability and future reference. 

 Provide technical support to the trainees during practical. 

 Ensuring that all health and safety procedures are understood and followed 

correctly in the laboratories. 

 Segregate non-functional equipment and machine to ensure safety in the 

workshop. 

 Report any breakdown of equipment to the section head for purposes of decision 

making on replacements. 

 Supervise cleaning of the workshop and equipment therein to ensure efficient 

operation of the workshop 

 Keep up to date with relevant scientific and technical developments that will save 

on time and improve reliability. 

Minimum Academic, Professional Qualifications and Experience 

 Certificate Craft in Building Technology 

 KCSE certificate with a minimum grade of D plain 



 At least three years’ experience a similar role 

 Proficiency in Workshop Operations. 

4. PLUMBING WORKSHOP ATTENDANT ( 1 Position) 

This position is responsible for the provision of support routine duties in the Building 

workshop to ensure that the operations are running smoothly. The holder of this 

position shall report to the HOD, Building and Civil Engineering. 

Duties & Responsibilities 

 Requisition workshop consumable to ensure they are replenished in a timely 

manner and workshop operations run smoothly. 

 Advice the section head on the budgeting requirement for the workshop to ensure 

that all the workshop requirement are factored in the budget to promote smooth 

trainings. 

 Maintain all requisite records on the use of various workshop equipment for 

accountability and future reference. 

 Provide technical support to the trainees during practical. 

 Ensuring that all health and safety procedures are understood and followed 

correctly in the laboratories. 

 Segregate non-functional equipment and machine to ensure safety in the 

workshop. 

 Report any breakdown of equipment to the section head for purposes of decision 

making on replacements. 

 Supervise cleaning of the workshop and equipment therein to ensure efficient 

operation of the workshop 

 Keep up to date with relevant scientific and technical developments that will save 

on time and improve reliability. 

Minimum Academic, Professional Qualifications and Experience 

5. Certificate Craft in Plumbing 

6. KCSE certificate with a minimum grade of D plain 

7. At least three years’ experience in a similar role 

8. Proficiency in Workshop Operations. 

 

 

 

 



5. DRIVER  ( 1 Position) 

Purpose for the Job to provide effective transport facilitation to the College staff and 

students for official purposes in order to attain the objectives of the organization. The 

holder of this position shall report to the Dean of Students. 

Duties & Responsibilities 

 Driving the assigned vehicle as authorized. 

  Carrying out routine checks on the vehicle’s cooling, oil, electrical, tyre pressure 

and brake systems, and Detecting and reporting malfunctioning of the vehicle 

systems.  

 Maintenance of work ticket(s) for vehicle(s) assigned.  

  Ensuring security and safety of the vehicle on and off the road and Overseeing 

safety of the passengers and/or goods therein.  

 To ensure cleanliness of assigned vehicle at all times when in use or otherwise and 

that the vehicle is in good condition before and after use.  

 To carry out periodic checks on the assigned vehicle to determine maintenance 

needs and report accordingly and on time.  

 To drive carefully at all times and ensure safety of the passengers, other road 

users, and the assigned vehicle.  

 To keep up to date vehicle mileage log and ensure the work ticket is effectively 

maintained.  

 To ensure all vehicle reports are done on a monthly basis and submitted on or 

before the scheduled date.  

 Adherence to the provisions of the Highway Code and the Government Vehicle 

Check Unit requirements.  

  To assist in other duties in the office as assigned by the immediate supervisor 

when not undertaking transport facilitation.  

 Undertake such other duties as may be reasonably required and which are 

consistent with the level of responsibility of this job role. 

Minimum Academic, Professional Qualifications and Experience 

 Kenya Certificate of Secondary Education (KCSE) minimum mean grade D) plain 

or its equivalent;  

 Valid Class BCE Driving License free from any endorsement;  

 Driving experience of not less than three (3) years  

 

 

 



All Applications including CVs and copies of relevant certificates should be submitted to 

the undersigned on or before 20
th
 July 2020. 

The Principal BTTI  

P. O. BOX 377-40601  

BONDO 

Or 

 bondotti@yahoo.com 

Bondo Technical and Vocational College is an Equal Opportunity Employer – women 

and persons with disability are encouraged to apply. 

Any form of canvassing shall lead to automatic disqualification and only shortlisted 

candidates shall be contacted. 
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