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post of Clerical OFficer
Duties:

1. To perform duties of a clerical nature such as:-
(a) the preparation, scrutiny and processing of documents, records, etc.;
(b) arithmetical work;
(c) registry work; and
(d) finance, human resource, procurement and supply work under supervision.
2. To perform word processing duties and basic computer/data processing work.
3. To operate modern office equipment and E-mail services.
   4.   To guide and inform members of the public in respect of services offered by the            Authority.
 5.   To carry out research work in connection with official documents as requested by Supervisors.
6.     To keep records regarding documents, books, magazines, etc. of the Authority and to assist users by providing relevant information whenever required.
7. To perform such other duties directly related to the main duties listed above or related to the delivery of the output and results expected from Clerical Officers on the roles ascribed to them.
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