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JOB ADVERT

Tonzonio Rurol ond Urbon Roods Agency (TARURA) is on Executive

Agency of the President's Office, Regionol Administrotion ond Locol

Government (PO-RALG), estoblished under Section 3 (l ) of the

Executive ogencies Act. (Cop 245) by Order Published in

Government No. 2l I doted Moy 12,2017 ond wos inouguroted on

Jvly 02, 2017 . Tonzonio Rurol ond Urbon Roods Agency (TARURA) is

vested with the responsibility of monoging the development,

rehobilitotion, mointenonce, oxle lood control, environmentol ond

rood reserve monogement of rurol ond urbon roods network for the

Socio - Economic development of Tonzonio.

The TARURA Regionol Coordinotor Dodomo intends to recruit self-

motivoted, quolified ond competent Tonzonio's to fill the following

vocont posts on temporolly controcts bosis (six months).

1.0 Position Title: PERSONAT SECREIARY !ll (4 POSTS)

Duty Stolions: TARURA Dodomo Regionol Office, Chomwino DC,

Chembo DC, ond Kondoo TC.

Educolion / Professionql quolificolions:'
i. A Notionol Form lV Certificote;

ii. Must hove o Certificote in secretoriol Courses from o recognized
lnstitution;

iii. Proficient in Computer ond Micro Office suite;
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iv. Shorthond speed 80WPM;

v. Setf-motivotion, oble to work under pressure outside working hours

with minimum supervision;

vi. Fluent in both Kiswohili ond English.

Work Experience: At leost 1 Yeor

Age Limil: Not obove 45 Yeors of Age

Duties ond Responsibililies:
i. To monoge the Officer's diorY;

ii. To ottend telephone colls;

iii. To ottend visitors;

iv. To monoge records movement;

v. To write minutes during meetings;

vi. To type documents;

vii. To perform such other reloted duties os moy be ossigned by the
Supervisor.
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2.0 Position Title: DRIVER ll (5 POSTS)

Duty Slolions: TARURA Dodomo Regionol Coordinolor, Kondoo Town
Council, Kondoo District Council, Kongwo District ond Mpwopwo
District.

Educotionol/Professionol quolificolions
i. A notionol Form lV Certificote;

ii. A volid Closs 'C' Driving license issued by relevont outhority;

iii. A Trode Test Grode lll in Motor Vehicle Mechonics;

iv. Fluent in both Kiswohili ond English.

Age limit: Not obove 45 yeors of Age

Duties ond Responsibilities:

i. Drive Agency motor vehicle;

ii. Mointoins the vehicle logbook;

iii. Undertoke motor vehicle services;

iv. Mointoin sofety ond cleonliness of the motor vehicle;

v. Delivers ond collects moil ond goods;

vi. Perform such other reloted duties os moy be ossigned by your
Supervisor.
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MODE OF APPLICATION

E All interested oppliconts ore invibd to opply ond submit their

hondwritten opplicotion letters to the under mentioned oddress nol

loter ihon 18th APril, 2018,

n Appliconts must ottoch up to dote complete curriculum vitoe
(CVi hoving relioble contocts: Postol oddress, Telephone numbers,

nomes of three referees one of whom o former employer,

r Certified copies of the following certificotes:
o Form Four Notionol Exominotion Certificoles,

o Birth Certificote;

o Driving Licenses closs c (for Driver's Applicotion);

o Professionol certificotes.
I All opplicont must ottoch one recent Possport size,

E Form lV result slips ore not occeptoble,

I Appliconts ore reminded lo quole lhe correcl reference numbel of

the odvert in their opplicolion letler. Only the short- listed condidotes
will be contocted,

! Successful oppliconts must be reody to work in ony TARURA

Council Offices in Dodomo Region,

n Appliconts who hove worked with public institutions but hove

unsotisfoctory previous records indicoting poor performonce ond

found guilty wiifr disciplinory offences sholl not be considered ond

ony miirepresentotion of such foct sholl be subjected to legol

meosures,

I Deodline for submission isl8th April, 2018 of l5:00 (3:00 pm) Hours.

APPTTCATION TETTERS SHOUTD BE POSTED TO THE FOLLOWING

ADDRESS:-
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