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MINISTRY OF STATE FOR PUBLIC SERVICE
OFFICE OF THE PRESIDENT




OFFICE OF THE PRESIDENT
MINISTRY OF STATE FOR PUBLIC SERVICE

Telegraphic address: “Personnel”, Nairobi

Telephornse: Nairobi 227411 P.O. BOX 30050 - 00100
Telex: 23125 NAIROBI,
Fax: 210192 KENYA.

When Replying please quote

Ref. No. DPM 2/7A Vol. V/(45) pate: 19" September, 2006

Mrs. Bernadette M. Nzioki, EBS.,
Secretary,

Public Service Commission of Kenya,
NAIROBI.

Dear %EL\\ \“\9\"?‘)\@‘&{
SCHEME OF SERVICE FOR RECORDS MAMAGEMENT OFFICERS

| am pleased to inform you that the Scheme of Service for Records Management Officers,
which forms an appendix to this letter, has been finalized and is ready for implementation.

The Scheme of Service establishes eight (8) grades of Records Management 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 the officers concerned.

This Ministry will ensure that the provisions of the Scheme are brought to the attention of
all Records Management Officers.

Yours %’\QS‘S’O%

Titus
PERMANENT SECRETARY




SCHEME OF SERVICE FOR RECORDS MANAGEMENT OFFICERS
i. AIMS AND OBJECTIVES

(i) To -provide for a well-defined career structure, which will attract,
motivate and facilitate retention of suitably qualified Records
Management Officers in the Civil Service.

(ii)  To provide for clearly defined job descriptions and specifications with
clear delineation of duties and responsibilities at all levels within the
career structure to enable the officers understand the requirements and
demands of their job.

(iii) To establish standards for recruitment, appointment, training and
advancement within the career structure on the basis of merit,
competence and ability as reflected in work performance and results.

(iv)  To ensure appropriate career planning and succession management.
2. ADMINISTRATION AND TRAINING SCOPE OF THE SCHEME
(a) Responsibility for Administration

The Scheme of Service will be administered by the Permanent Secretary,
Ministry of State for Public Service in conjunction with the Public Service
Commission. 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 their probation period.

(b) Training Scope

In administering the Scheme, the Permanent Secretary, Ministry of State for
Public Service will ensure that officers are in_ducted into_the servicg and that
appropriate training opportunities anq .faCllltIES are prgwded tq a'ssw.t serving
officers acquire the necessary additional quallﬁ.catloqs/speaahzatlon and
experience required for efficient performance of their duties and advancement
within the Scheme of Service.  Officers should also be encouraged to

undertake training privately for self-development.




3.

(a)

(b)

RECORDS MANAGEMENT FUNCTION

The Records Management Function entails ensuring S(;Cl#]rity of
information and records in a registry; storage and mamt.e_nanceftol HES and
personnel records; management of files movement; SUDQ"V'S'?” (I)t Zie registry;
receipt and dispatch of mail including maintenance o -re a ed registers;
sorting and classifying documents for filing and storage; updating ang
maintenance of personnel records and file index; controlling opening of files;
custody and maintenance of Government documents; and liaising with Kenya
National Archives and Documentation Services on appraisal and disposal of

dormant files/documents.
GRADING STRUCTURE AND SCOPE
Grading Structure

The Scheme of Service establishes eight (8) grades of Records Management
Officers who will be designated and graded as follows: -

Designation Job Group
Records Management Officer IlI ‘H’

Records Management Officer ] 4]

Records Management Officer | 1K’

Senior Records Management Officer 1

Chief Records Management Officer ‘M’
Principal Records Management Officer ‘N’

Asst. Director of Records Management ‘p’

Snr. Asst. Director of Records Management

{ Q’
Note: The grades of Recofds Management Officer AT [y
Diploma holders and VK’ for De et W71}, Job Groups *Hy/j’ for

: sree holders will form common
establishment for the purpose of this Scheme of Service

Conversion to the New Grading Structyre

Serving officers will ado

Pt and convert to
structure as follows: -

the new designations and grading

Present Designation

JIG New Designation JIG
EXxecutive Assistant AL
Senior Executive Assistant 5 Records Management Officer || 1Al
pseisiiinzosmentricer) } V' Records Management Officer II Y
2




(a)

(b)

Records Management Officer | ‘K’
Senior Records Management Officer L
Chief Records Management Officer ‘M
Principal Records Management Officer ‘N’

Records Management Officer |

Senior Records Management Officer
Chief Records Management Officer
Principal Records Management Officer
— Asst. Director of Records Management
——— Snr. Asst. Director of Records Magt.

) 5.7 S (= 55

Serving Officers

Serving Officers will adopt and convert as appropriate to the new grading
structure a_nq designations though they may not be in possession of the
requisite minimum qualifications and/or experience prescribed in the Scheme
of Service. However, for advancement to higher grades, officers must possess

the prescribed minimum qualifications and/or experience required for
appointment to the grades.

PROVISION OF POSTS

A Scheme of Service does not constitute authority for creation of post(s). Any
additional post(s) required under the new grading structure must be included
in the Ministry’s establishment proposals for consideration and approval by the
Permanent Secretary, Ministry of State for Public Service.

ENTRY INTO THE SCHEME

Direct Appointment

Direct appointment will normally be made in the grades of Records
Management Officer lll, Job Group ‘H’ and Recor.ds Managgment Officer II,
Job Group “J’. In exceptional cases, howeyer, dlrgct appointment may be
made beyond these grades by the Public Ser_w;e Commission on th-e
recommendation of the Permanent Secret;_ny, Mlmstry. (?f State fo_r Pu_bhc
Service provided the candidate is in possession of the minimum qualifications

and/or experience required for appointment to the grade.

Incremental Credit

for approved experience acquired after obtaining the
qualifications for the grade may be awarded at the rate of
ach completed year of apprqved_ experience proylded the
' f the scale is not exceeded. In awarding incremental credit(s), any
ma)flmum £h ; or experience stipulated as a basic requirement for
g;ggicrl]tn?gnts f)l;vlacfon1otion to a particular grade will be excluded.

Incremental credit(s)
prescribed minimum
one increment for e




ADVANCEMENT WITHIN THE SCHEME

The Scheme of Service sets out the minimunzi thlghf;cna;;Egi an?/qr
experience required for advancement fro!ﬂ. one grauierements WhicH , tt IIS
emphasized, however, that these are.the minimum requ gk Ntitle
an officer to be considered for appointment or promotion to : € next grade.
In addition, advancement from one grade to another will depend on: -

()  existence of a vacancy in the authorised establishment;
(i)  merit and ability as reflected in work performance and results; and
(iii)  approval of the Public Service Commission of Kenya.

RECOGNIZED QUALIFICATIONS

The following are the recognized qualifications for the purpose of this Scheme
of Service.

(i)  Kenya Certificate of Secondary Education (KCSE) mean grade C plain

from the Kenya National Examinations Council (KNEC) or equivalent
qualification from a recognised Institution.

(if) A Certificate in any of the following: Records/Information Management,

lnform_atior!/Library Science or equivalent qualifications from a
recognised institution.

(iii) A Diploma in any of the following: Records/Infor

Library/Information  Science or ' ' o i
s 7 equivalent  qual from a
recognised institution. qualifications

~'ehce/Records Management or any of
M a recognised Institution.

(v)  Masters degree in [nformation

: , Science/ or
equivalent qualifications from a recognised ins’t{ietfflggcrlls g

(Vi)  Any other recognised qualificat; :
by the Permanent Secretary, M O R s adjudged to be equivalent

inistry of State for Public Service.

mation Management, .
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9. IMPLEMENTATION OF THE SCHEME

The S : :
cheme of Service will become operational with effect from 28

June, 2006. On imple ;
mentation, all serving officers will automatical
become members of the Scheme. ; = tonsdicaly

{0. JOB AND APPOINTMENT SPECIFICATIONS

I. RECORDS MANAGEMENT OFFICER Iil, JOB GROUP “H’

(a) Duties and Responsibilities

An officer at this level may be deployed in a Ministry/Department
headquarters, Provincial or District Office to head a small registry. The
officer will work under supervision of a more senior officer. Specific duties and
responsibilities will include receiving, sorting, opening, filing, minuting and
distribution of mail; dispatching of mails; and guiding on files disposal.

(b) Requirements for Appointment
Direct Appointment
~ For appointment to this grade, a candidate must have: -

(i)  Kenya Certificate of Secondary Education (KCSE) mean grade C plain
from the Kenya National Examinations Council (KNEC) or equivalent
qualifications from a recognised institution; and

(i) a Diploma in Records/Information Management or equivalent
qualifications from a recognised institution.

Promotion

For promotion to this grade, an officer must have: -

(i)  served in the grade of Senior Clerical Officer or in a comparable and
relevant position in the Public Service for a minimum period of three
(3) years;

(i)  a Certificate in any of the following: Records/ Information Management,
Information/Library Science or any equivalent qualifications from a

recognised institution; and




(a)

(b)

(a)

(iii)  shown merit and ability as reflected in work performance and resuls.
RECORDS MANAGEMENT OFFICER II, JOB GROUP J’

Duties and Responsibilities

This is the entry and training grade for degree holders. An oﬂ?ce.r at this' Ieyel
may be deployed in a Ministry/Department headquarters, Provn.mal or D_lstrlct
registry. Specific duties and responsibilities will include ensuring security of
files and documents; renewing file covers; ensuring proper handling of
documents, pending correspondence and bring-ups; receiving and dispatching
letters and maintaining related registers; preparing disposal schedules and
disposing dead files in accordance with relevant Government regulations.

Requirements for Appointment
Direct Appointment

For appointment to this grade, a candidate must be in possession of a
Bachelors degree in Information Science/Records Management or any of the
Social Sciences from a recognised institution.

Promotion
For promotion to this grade, an officer must have: -

(i)  served in the grade of Records Management Officer Il or in a
comparable and relevant position in the Public Service

ini 1 of
three (3) years; for a minimun

(if)  a Certificate in any of the following:

(iii)  shown merit and ability as reflected in work performance and results

RECORDS MANAGEMENT OFFICER I, JOB GROUP ‘K’
Duties and Responsibiljties

i a  Ministry/Department
d a registry. Specific duties






