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EMPLOYMENT OPPORTUNITIES

Date: 28 FEBRUARI 2018

Ref: No. FA. 7/250/01/15

. : ident’s
Tanzania Rural and Urban Roads Agency (TARURA) is an Executive Ag:lrjcgl gfutnh;erpfszsétion 3
Office, Regional Administration and Local Government, (PO-RALG), establishe

(1) of the Executive Agencies Act. (Cap. 245) by order published in §overnment Nohge N(F){.Oiéi
dated May 12,2017 and was inaugurated on July 02,2017.Tanzania Rural and Ur an Ro

Agency (TARURA) is vested with the responsibility of managing the development, rehabilitation,
maintenance, axle load control; environment and road reserve management of rural and urban

roads network for the social —economic development of Tanzania.

The TARURA Mara Regional Coordinator intends to recruit self-motivated, qualified and
competent Tanzanians to fill the following vacant posts on temporally contract.

L SECRETARYAIIL(:6:POSTS

Duty Station: Musoma Dc, Bunda Dc, Bunda Tc, Serengeti D¢, Tarime Dc, and Rorya Dc

Education/Professional qualifications:-

i
ii.
iii.
iv.
V.

vi.

A National Form IV certificate;

Must have a Certificate in Secretarial courses from a recognized Institution;
Typing speed; Shorthand 80 wps)

Proficient in Computer and Micro Office Suite;

Self-motivation, able to work under pressure outside working hours with
minimum supervision;

Fluent in both Kiswahili na English;

Work Experience: At least 1 year (Similar work)

Age limit: Not above 45 years of Age

Duration: Six Months

Salary: According to Tanzania Government Scale - TGS B

Email: rco.mara@tarura. 0.tz Web
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Duties and Responsibilities:-

i. To manage the Officer’s diary;
ii. To attend telephone calls;
iii. To attend visitors;
iv.  To manage records movement;
v.  To write minutes during meetings;
vi.  To type documents;
vii.  To perform such other related

duties as may be assigned by the supervisor.

Duty station: RECO office Mara, Musoma Mc, Musoma Dc, Bunda D¢, Bunda Tc,

Serengeti D¢, Tarime Dc, and Rorya Dc.

Educational /Professional qualifications:-

i. A National Form IV certificate )
ii.  Avalid Class “C" Driving license issued by relevant authority.

iii. A Trade Test Grade III in Motor Vehicle Mechanics
iv.  Fluent in both Kiswahili and English

Age Limit: Not above 45 years of Age

Duration: Six Months

Salary: According to Tanzania Government Scale - TGS B

Duties and Reéponsibilities

i.  Drives Agency motor vehicle
ii.  Maintains the vehicle logbook
i.  Undertake motor Vehicle services
iv.  Maintain safety and cleanliness of the motor vehicle

v. Delivers and collects mail and goods

vi.  Perform such other related duties as may be assigned by your Supervisor

tz Web: www.tarura.go.tz

of the Ministry undef President’s Office Regional Administration
¢ established under Executive Agency Act, CAP 245
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