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The Permanent Secretary,
Provincial Administration and .
Internal Security, |
Office of the President,
NAIROBI.

RE: SCHEME OF SERVICE FOR PRINTING PERSONNEL

| am pleased to inform you that the Scheme of Service for Printing
Personnel, which forms an appendix to this letter, has been finalized and
is ready for implementation with effect from 1% September, 2005.

The Scheme establishes twelve (12) grades of the Printing Personnel
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 Printing Personnel.

Please take the necessary action and also ensure that the provisions of
the Scheme are brought to the attention of all Printing Personnel.

SIMON
PERMANENT SECRETARY/ DIRECTOR

OF PERSONNEL MANAGEMENT

CC: The Secretary,
Public Service Commission,

NAIROBI.




SCHEME OF SERVICE FOR PRINTING PERSONNEL

1.

(1)

(i1)

(iii)

(iv)

(a)

(b)

AIMS AND OBJECTIVES

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

facilitate retention of suitably qualified Printing Personnel in the Civil Service.

To })rov1dc for wel'l c_ie'fjmed Job descriptions and specifications with clear delineation of
duties and responsibilities at all levels within the career structure to enable the Printing
Personnel understand the requirements and demands of their Jjob.

To establish standards for recruitment, training and advancement within the career
structure on the basis of qualifications, knowledge of the job, merit and ability as
reflected in work peiformance and results.

To ensure appropriate career planning and succession management.
ADMINISTRATION AND TRAINING SCOPE
Responsibility for Administration

The Scheme of Service will be administered by the Permanent Secretary, Provincial
Administration and Internal Security, Office of the President in conjunction with the
Public Service Commission and in consultation with the Permanent Secretary/Director
of Personnel Management. In administering the Scheme, the Permanent Secretary will
ensure that its provisions are strictly observed for fair and equitable treatment of
officers, and that officers are confirmed in appointment on successful completion of the
probation period.

Training Scope

In administering the Scheme, the Permanent Secretary will ensure that appropriate
training opportunities and facilities are provided to assist serving officers acquire the
necessary additional qualifications/specialization and experience required for bpth
efficient performance of their duties and advancement within the Scheme of Service.
Officers should also be encouraged to undertake training privately for self development.
However, in all matters of training, the Permanent Secretary administering the Scheme
will consult the Permanent Secretary/Director of Personnel Management.

PRINTING FUNCTION
The Printing function comprises of the following aspects:-

(1) Production Planning and Control. This entails ensuring accurate and up-to-date
chart-boards; recording direct operating hours from the dallly-docket and f:os?
cards; keeping “records of all proofs; calculation pf quantities of matenafls,
preparation of estimates for all orders and production of forward budgets for

material, costing and charging.
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(a)

(i)

(iif)

(iv)

V)

(vi)

(vii)

Letter Assembly

Letter Assembly (Computers). This entails loadirllg' qnd unloading programs;
numbering and arranging data and job diskettes; imtlatm.g and fgrn1al't1ng floppy
diskettes; effecting corrections and text terminals; entering basic parameters on
terminals; undertaking text manipulations including switch-on and switch-off

procedures; and handling reverse video jobs.

(Hot Metal). This entails using mechanical composition; pulling
roofs of cast matter and arranging them for the next operations.

Proof-reading. This entails reading and marking copy before setting; correcting
and revising proofs, checking illustrations and imprints; and verifying copyright.

Graphic Reproduction and Off-Set Machine Printing. This entails artwork
preparation; pasting-up and paging; opaquing and retouching negatives and
positives; planning and preparing layouts; mounting films for colour separations;
stripping; shooting and developing line and halftone work.

Letterpress Machine Printing. This entails obtaining impression from raised
surface (type matter or rubber) or rotary machines, loading and unloading paper
from machine and arranging printed and unprinted materials.

Print Finishing (Binding). This entails cutting and trimming with guillotine;
numbering; folding; wire-stitching; thread sewing; binding; machine ruling;
padding; scoring and perforating.

GRADING STRUCTURE

Grading Structure

The Scheme of Service establishes twelve (12) grades of Printing Personnel who will be
designated and graded as follows:-

Designation Job Group
Printing Assistant III S
Printing Assistant II ‘F’
Printing Assistant I 5 (G
Printer I HE]R
Printer II e
Printer I ‘K’
Senior Superintendent Printer L
Chief Superintendent Printer ‘M’
Assistant Government Printer ‘N’
Deputy Government Printer P2
Senior Deputy Government Printer Q)
Government Printer R
2



(b)

Conversion to the New Grading
=)

Serying officers will convert and adopt
designations as follows:-

Structure

y s :
S appropriate the new grading structures and

Present Designation Job New Designation Job
Group Group

DR & s

ettt s
Printing Assistant [1A 1 Printing Assistant I B
Printing Assistant | ‘G Printing Assistant I ‘G
Printer I “H Printer I ‘H’
Printer II il Printer I Al
Printer 1 i Printer | S
Senior Superintendent Printer LR Snr. Superintendent Printer ‘L
Chief Superiritendent Printer ‘M’ Chief Superintendent Printer ‘M’
Asst. Government Printer ‘N’ Ass. Government Printer I\
Deputy Government Printer ‘P Deputy Government Printer 1P
Senior Deputy Government Printer {0 Senior Deputy Government ‘Q’

Printer
Government Printer ‘R’ Government Printer 2R

Notes: (i)

S (i)

(iii)

The posts of Printing Assistant III/II/1, Job Groups E/F/G' for Trade
Test holders, Printing Assistant I/Printer I, Job Group ‘G/H’ for
Certificate holders, Printer IV, Job Groups ‘H/J’ for Diploma
holders and Printer I/, Job Groups J/K' for Degree holders will
form a common establishment, for the purpose of this Scheme of Service

The officers currently designated as Book-Binders and Compositors will .K
adopt and convert to the titles of Printing Assistant or Printer as

appropriate.

The grade of printing Assistant Il Job Group ‘D’ will become
obsolete and no further recruitment will be made from these grades.
Officers at this grade who have a Certificate in Trade Test IIT will
convert to Printing Assistant I1I, Job Group yoie
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Serving Officers

Serving officers will adopt and convert to the new grading structure and designations as
provided in the scheme of service though they may not be in possession of the requisite
minimum qualifications and/or experience prescribed in scheme of service for
appointment to their present grades. However, for advancement to higher grades,
officers must possess the prescribed minimum qualifications and/or experience required
for appointment to higher grades.

PROVISION OF POSTS

A Scheme of Service does not constitute authority for creation of posts. Any new posts
required under the new grading structure must be included in the respective Ministry's
establishment proposals for consideration by the Permanent Secretary/ Director of
Personnel Management.

ENTRY INTO THE SCHEME OF SERVICE

Direct Appointment

Direct appointment will be made in the grade of Printing-Assistant III, Job Group ‘E’
and Printing Assistant I, Job Group 'G’ and Printer III/II, Job Groups ‘H/J’. In
exceptional circumstances, however, direct appointment beyond these grades may be
made by the Public Service Commission on the recommendation of the Permanent
Secretary, Provincial Administration and Internal Security and approval of the
Permanent Secretary/Director of Personnel Management provided the candidate is in
possessior: of the minimum qualifications stipulated for the grade.

Incremental Credit

Incremental credit(s) for approved experience acquired after obtaining the minimum
prescribed qualifications may be awarded at the rate of one increment for each
completed year of approved experience provided the maximum of the scale is nof
exceeded. In awarding incremental credit(s), any period of service stipulated as a basic
requirement for appointment or promotion to a particular grade will be excluded.

ADVANCEMENT WITHIN THE SCHEME OF SERVICE

The Scheme of Service sets out minimum qualifications and/or experience required for
advancement from one grade to another. It is emphasized, however, that these are the
minimum qualifications entitling an officer to be considered for appaintment or
promotion. In addition, advancement from one grade to another will depend on:-

@) existence nf a vacancy in the authorized establishment;

(i1) merit and ability as reflected in work performance and results; and



%9.

10.

(@)

(iii)

the approval of the Public Service Commission.

RECOGNIZED QUALIFICATIONS

éhc .tollowmg are the recognized qualifications for the purpose of this Scheme of
ervice:

(1)

(i1)
(iii)

(iv)
(v)

(Vi)

(vii)

(viii)

(ix)

Keqya Certificate of Secondary Education (K.C.S.E) mean grade C or its
equivalent;

Trade Tests [I/I/ 1 in Printing;

Advanced Certificate in Printing, Introduction to Printing Technology (I.P.T.)
Certificate, Certificate in Proof- Reading and Copy Preparation, Estimating
Certificate in Printing, City and Guilds Certificate in Printing or any other
relevant qualification from a recognized institution;

Diploma in Printing or its acceptable equivalent from a recognized Institution;

Higher National Diploma in Printing or its acceptable equivalent from a
recognized Institution:

Bachelor of Science Degree in Printing Technology or Bachelor of Arts in
Printing Administration from a recognized Institution;

Masters Degree in a Management related field from a recognized Institution,

Management Course lasting not less than four (4) weeks from a
recognized Institution;

Such other qualifications as may be approved by the Permanent
Secretary/Director of Personnel Management.

IMPLEMENTATION OF THE SCHEME

This Scheme of Service will become operational with effect from 1* September, 2005. On
implementation, all serving officers will automatically become members of the Scheme.

JOB AND APPOINTMENT SPECIFICATIONS

PRINTING ASSISTANT III, JOB GROUP ‘E’

Duties and Responsibilities

An officer at this level will work under the guidance and supervision of a senior officer
in order to obtain practical experience in various aspects of the job in any of the
following specialized fields: Production Planning apd Contrql, Letter As.semblz
(Computers), Letter Assembly (Hot Metal), Proof Reading, Graphic Reproduction an

WETED




(b)

II.

(a)

Offset Machine Printing, Letter Press Machine Printing and Print Finishing (Binding).

Requirements for Appointment
ates who are in possession of:-

Appointment to this grade will be made from candid

(1) Kenya Certificate of Secondary Education (KCSE) mean grade C or its

equivalent;

(11) Trade Test Grade I1I in printing [rom a recognized Institution.
PRINTING ASSISTANT II, JOB GROUP ‘F’

Duties and Responsibilities

An officer at this level may be deployed in any of the following functional areas:-
PRODUCTION PLANNING AND CONTROL

Duties at this level involve regular up-dating of production chart-boards; recording
direct operational hours from the daily docket to cost cards; and ensuring that daily
dockets are submitted for costing and filed for future reference.

LETTER ASSEMBLY (COMPUTERS)

Duties at this level involve cleaning computer terminals and their peripherals; disposal
of waste paper and diskettes; loading programs to the terminal; processing entered jobs
and forwarding them for proof-reading; numbering and arranging data or job diskettes
for easy accessibility; and keying in simple jobs.

LETTER ASSEMBLY (HOT METAL)

Duties at this level involve sorting out composing work materials and distributing type;
assisting keyboard. operators in page make-up, pull proofs of the cast matter; cleaning
and oil machines; arranging cast matter ready for next operations; and setting simple
jobs like letter-forms.

PROOF READING

Dutif:s at this level involve copy holding, taking proofs from the Printing Origination
Section, effecting necessary corrections; and carrying out initial preparatory work on
proofs.

GRAPHIC REPRODUCTION AND OFFSET MACHINE PRINTING
Duties at this level involve cleaning equipment in the section; collecting materials,

sundries; oiling and greasing machines; operating simple A4 machine jobs; recording
work orders printed on machines and forwarding printed work to Binding Section; filing






