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REVISED SCHEME OF SERVICE FOR ARCHIVES OFFICERS

I am pleased to inform you that the Revised Scheme of Service for Archives Officers
which forms an appendix to this letter has been finalized and is ready for implementation
with effect from 12 October, 2011.

The Scheme establishes ten (10) grades of Archives Officers and provides clear and
concise job descriptions and specifications at all levels within the grading structure.
: Provision of these details will no doubt greatly assist in the recruitment, deployment,

retention and general development of Archives Officers.

Please take the necessary action and ensure that the provisions of the new Scheme are
hrought to the attention of all officers concerned.
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REVISED SCHEME OF SERVICE FOR ARCHIVES OFFICERS
AIMS AND OBJECTIVES

To provide for a clearly defined career structure which will attract, motivate

LT S . % : . : : 0
aud facilitate retention of suitably qualified Archives Officers in the Civil
Service.

- To provide for well defined job descriptions and specifications with clear

delineation of duties and responsibilities at all levels within the career structure

which will ensure proper deployment and utilization of officers and to enable
each officer understand the requirements of the job.

To establish standards for recruitment, training and advancement within the

career structure on the basis of qualifications, knowledge of the job, experience,

merit and ability as reflected in work performance and results.

To ensure appropriate career plénning and succession management.
ADMINISTRATION AND TRAIN ING SCOPE OF THE SCHEME
Responsibility for Admin-istfation

The Scheme of Service will be administered by the Permanent Secretary,

responsible for Archives Function in conjunction with the Public Service
Commission of Kenya. In administering the Scheme, the Permanent Secretary

~will ensure that its provisions are strictly observed for fair and equitable

- treatment of officers and that they are confirmed in their appointment on
~ successful completion of probation period.

(b)

Training Scope

In administering the Scheme, the Permanent Secretary will ensure that officers
acquire necessary qualifications prescribed in the Scheme. In addition, the
Permanent Secretary will ensure that appropriate induction, mentoring, training
opportunities and facilities are provided to assist serving officers acquire the
necessary additional qualifications/specialization and experience required for both
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ef 1.1016111' and effective performance of their duties and advancement within the
Cé?eer SU'}JClLu'e. Officers should also be encouraged to undertake (raining
gz:gjiiol sel' £ 'd(?vc-;-lopment. However, —i1.1 all matters of training, the Permanent
: ary administering the Scheme will consult with the Public Service
Commission of Kenya.

3, THE ARCHIVAL FUNCTION

The farchival function s stipulated in the. Public Archives and Documentation
Service Act (Cap.19) and the Records Disposal Act (Cap.14) involves: -
archives managcmient; preservation management; records management services;

and national documentation and information refrieval services. — Specific

RN vﬁ_.n_l(A:tigr}s’ entail:- archives management such as repository — services;
< "'deve'lopi‘ﬂ_'ént of guides for intellectual and physical control; and retrieval of
— archival resources; search room services; education and niarketing of archival
services; repatriation of migrated archives from the foreign countries; providing
research services; management of the art gallery; monitoring and evaluation of

archives management services. The preservation management function entails:- -

microfilming; conservation and restoration of damaged archival documents;
acquisition, processing, storage maintenance ‘and providing access to audio
visual materials; and monitoring and evaluation of preservation management

process.

The reccjrds management services include both clectronic and paper records.
This entails:- survey and appraisal of records in the public sector; development
of records classification schemes; records retention/ disposal schedules;
" authorize ”dispositiori “of ‘records; ‘advice on’ the development of records
"""" agement policies in’ the public sector; and advising public offices on
management, and disposal of récords. In addition records
ils:- sensitization of public officers on best practices of
d monitoring and evaluation of records management

acquisition,
management enta
managing records; an
services.

managemeﬁt services entail:- implementation of appropriate e-
g systems; training public officers on e-records and application
ommunidatidnf Technology in the management of records in
management of digitization programme in Kenya National

The e-records
records keepin
of Information C
the public sector;
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The Scheme of Servi

Archives apg Do
acquired from
website
development

and monitoring and evaluation of e-records management services

The n

and maintenance of the electronic records management

Ocumentation Service (KNADS); preservation of e-records
public offices; development and maintenance of the KNADS
and archival data bases; online retrieval of archival materials;

systein;

ational documentation and information retrieval function entails:

acquisition and processing of published and citculated government materials;

publication and dissemination of

establish and sustain documentation link centres in public service.

GRADING STRUCTURE AND SCOPE

: TheﬁGrading.Stru"cfure AN

will be designated and graded as follows: '
ARCHIVISTS
Designation

Archivist III

Archivist IT-

Archivist [ 4

Senior Archivist

Chief Archivist

Principal Archivist

Assistant Director of Kenya National Archives and Documentation Service
Senior Assistant Director of Kenya” National Archives and Documentation

Service .
Deputy Director of Kenya National Archives and Documentation Service
Director of Kenyé National Archives and Documentation Service

accession lists to information centres; and

ce estagliis‘héé ten (10) grades of Archives Officers who

Job Group
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(?0)_ Conversion Tahle
| Present Designation Job | New Designaticn Job
Group Group
Wm 111 T e
ﬂ chivist Assistant II E TR |
4! misﬁkssislam I Rt LI L e P L R R R
F B N ChiviSASSTS L i ] o ) e T iR
2l e
!T]‘ Sesior Archivist Assistant II J Archivist III H
" : B0 - R
| il Archivis§II/Documentalist ITi J Archivist II J
'[ A_rchivist\I/Docu'menlalist I K Archivist I _ K
e Senier Archivist / Semior L | Senior Archivist L
— R e ,I<)26'E:r11§11611}aliSt L = T AR st
m | Ghref Archivist === M | Chief Archivist M
i i Principal Archivist Msetoy 2 | Principal Archivist N-
“ Assistant Director P~ | Assistant Director of Kenya B
S - =2 T\ | National Archives and t :
= R A Documentation Service
- | Sentor Assrstant/Director ? Senior Assistant Director of Q
é_ <. DI el - | Kenya National Archives and |
-' e e Documentation Service = Cant [(in,
i T Deputy ]')irecjtor @ Deputy Director of Kenya R
A ' National Archives and
Documentation Service
Diteotor R Director of Kenya National S
3 ) Archives and Documentation
SOSE Y Ce T e

Note: T he grades of Archivist I/ 1/Senior, Job Groups H/J/K/L for Diploma holders and
des of Archivist 1/Senior/Chief/Principal, Job Group K/L/M/N for professional degree

the gra S Tieitr. ; e
ment for the purpose of this Scheme of Service.

holders will form a common establish

St PROVISION OF POSTS

Scherne of Service does not, constitute authority for creation or upgrading of
(s) required under the new grading structure must

A
post(s)- Any additional post
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ed in the Ministry’s establishment proposals for consideration and

apnroval : ; ey i
PProval by the Public Service Commission of Kenya.

ENTRY INTO THE SCHEME OF SERVICE

(@) ° Direct Appeintment

Direct appointment will be made in the grades of Archivist III, Job Group ‘H’

and Archivist I Job Group ‘K’. In exceptional circumstances, however, direct

appointment may be made in higher grades by the Public Service Commission

on the recommendation ‘of the Permanent Secretary in charge of Archival
' services, provided the candidate is in possession of the minimum qualifications
o~ and _experieme required for appointment to the grade.
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Incremental credit(s) for approved experience acqixired after obtaining the

prescribed minimum qualifications for the grade may be awarded at the rate of

~ one increment for each completed year of approved experience provided that

the maximum of the scale is not exceeded. In oranting incremental credit(s),

any . period of service or experience stipulated as a basic requirement for
appointment to a particular grade will be excluded.

1

7. ‘RECOGNIZED QUALIFICATIONS

The following are the recognized qualifications for the purpose of this Scheme
of Service:- ' J '

(i) Diploma in Records and - Archives Management from a recognized

institution.
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. (ii) Bachelors Degree in any: of the following disciplines:- Information Science!
x (Records and Archives ‘Management) Library and Information Science
; (Records "and Archives Management), Information Studies (Records and
Archives Management), Science (Records -and Archives Management),
Technology :in Information Science (Records and Archives Management
option) or its equivalent from:a recognized institution.







