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'1.2

RE: VACANCIES

Kwimba Dislricl Execullve Direclor on behalf oi lcAP invites applcallons from suilably

quallfied Tanzanians lo be considercd lorimmediate emplovmenl to li I the tolowing vacant

1 JoB TITLE: DATA CLERK OFFICER (03 POSTS)
Responsble lo' clc Coord rator
-ec1.i.ar sJpeaisor tcAo-s1ar69 c nfoma or orrer

PURPOSE OF POST
To martaln and assure lhe effecllve use olihe electonic cTC2 database nclding
assurino data qually, proper lse and maintenance oi CTC lT equipmeni updating

rhe cT'c2 daiabase daiy enierns palient lies produclion ot repoits and

comm!nication oi data io reLelant slakeho ders

QUALTFICATION, EXPERIENCE AND SKILLS'
Dpoma n Conpuler scenc-. Heaih lnformalcs, siaiislcs or lnformalion and

Commurlcailon Technolosy (lCT) or re aied lieLd

A m nimum oi Nvo (2) years' exper ence wo*ing as a data enlry/oflicer in ihe fieLd n

the H V/AIDS program setiings

Complter lileracy wth package oi the m crosoft otfice(word,excel,Access,Power
poni nternetand E mal) oblainedirom any recognlzed lnsltulion

Analyl caland prob em so ving sk lls, mult_lasking and organizational skil s
AbiLlly io cohmunjcate fLuenty in bolh English and Kiswah li.
Ablli to work bolh lndLvldualy and as pan of a team wiih minimaL supeNision
Abllty to mainiain coniideniial9 r allaspecis.
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1.3 i'AJOR OUTIES AND RESPONSIBILITIES

' ner,ir pare rt re. * r poo'ly'l eo . c IC2 "rrdqlo Ir e c'r crls to'ro|er'ior
i FoLo, !p poo.iy iiled in CTC2 cards that were senl back io clinicans for

cofieclons and updatelhe corecl ons nio cTc2 database
ii. Assist the site with lmplementing and mainlaining an adequate flllng svslem

which wil faciliiaie the data eniry.

v D.llv run the CTC2 database b! lt in checks for data
vi. Ch;ck paiient files on compleleness of lhe CTc2
beiore lhe patienldeparts Lrsing checkist

Asslre I mey eniry of patient iies with n one day ater
lhe cli c an (minimum 100)
i HTS daia enlry as perdata generalon oniaciliies
ii Updaiins and ma ntenance ofPL'ID.

v Ensure each paiientfie coniains the TB
by the cln c ans during each patenl visil

ii. Colaborale with the cTc coord nator and iinance
provided for l-l maintenance and lniernel are I mey used

screening too and lhal lhs nle rlliled in

card and TB screening rom

receptron of the fi eslrom

clupd.tins and m.ntaining cTc2 dalabase
, As;ure marfie CTC2 darrbase sawavsoflr-o'! ecenlveDo.
il Assure lhal lhe week y back up !s made on e ther a paftioned had drive or a

d) A$uring proper use of cTc lT equipment
A6s!e thatthe provided IT equipment are operating

i Daiy update ofVirus proiection
staff lo assure that funds

e) Sharing and efiective use of reports
ilse the CTC2 dalabase to produce hiqh qualiiy monthly NACP repods and submit

for ICAP and subriit to

pallenls who are osl lo
wll use the date iolrace

lo the CTC Coordlraior who wllihen submitiio DACC
i Use ihe cTC2 database hlgh qualty qlartery reports

iil Use lhe CTC2 daiabase to produce monlhLy reporis on
lollow up and submiiio lhe Community Lason percon who

i Subm ssion of CTC2 daily dala entry eport twice a month by E maiL lo ICAP_SIO
ii lnlorm ICAP-S|o as soon as any problem arises in above activiues,
responsbliiies that can roi be solved immediely by the dala offcer and site/dislrict
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s) . Trmev nlom SIO and CTC coordrnalor

iliil""X"".,r to iob descriplion and the

{SOPS) thal are Prolded
iedorm anY other work reLated rssues

abolt ptanned and unPlanned

slandard operaUng ProcedLres

as assigned bY Slo or CTc

1.'r TERI!'IS oF SERVICE
one vear contracl (renewable)

Tshs 525,ooo oo Per monlh

1 6 MOOE OF APPLICATION
t.teresled cand dales should applv encros!ng

. oii"::J i i-""jJ inc'uoe5 names rP aod*s"6 or rlree rere'ees

. Pholocopv of rele!ant academic cenrrLcales

. Phdtocoov olbrrlh cedrfrcaie

. i,i"-#J'."*"r-,.,rrca.or e e re'eonone e'aa'

NOTE''"1'oopt.r",t -r", o" -''zel' ol 'alza- a s r dn aoe above 18 ve'_s

. ;;X;." oi rorqed forsed cerlircales and oiher inromaiion

n c.ual ication and legalaction'
- ;:i::;;;:;-;.;"";'"s w r, De conracred to'a' rl*e'ew
: ;'.';; ;",;,i;"-.* shoJrd be e rre' n E'o'isr' o' ('swar'ir

. Lasidaie ;r app icalloi l6th June' 2022

. Atl applicaiions should be addressed to:

OISTRICT EXECUTIVE DIRECTOR'
P.O.BOX88.
NCUDU.KWIII/IBA

A.lverisernenl also available in oLrrwebsite' vlslt www kwimbadc oo lz

,.r.\""nnu,
DISTRICT EXECUTIVE DIRECTOR,

KWMBA DISTRICT COIJNCIL'

)::1'J ; iii;T,1?.?#::';i+"'I$'.*ffif]ffi ]]'
DiSTRICT EXECUT VE D]RE'IOR
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