
Job Title : Community Development Officer 
Salary Scale : U4 
Reports to : Sub-county chief 
Responsible for : Assistant Community Development Officer 
Job Purpose  
 
To facilitate and empower communities for community development. 
Key Outputs 
i. Development programmes at the community level planned and budgeted for; 
ii. Supervising staff that is involved in uplifting the social and economic welfare of local 
communities; 
iii. Organized local communities to effectively participate in development initiatives; 
iv. Communities sensitized on gender issues, social rights, roles and obligations; 
v. Community development programmes and projects Monitored, evaluated and reported on; 
vi. Equal participation of all communities in development programmes promoted; 
vii. Creation and growth of functional groups for the improved welfare of the population 
promoted; 
viii. Communities trained in literacy programmes and income generating activities; 
ix. Advice provided on effective mobilization of the community for development; and 
x. Communities sensitized on adhering to existing legislation on gender and child rights. 
Key Functions 
i. Planning and budgeting for development programmes at the community level; 
ii. Supervising staff that is involved in uplifting the social and economic welfare of local 
communities; 
iii. Organizing local communities to effectively participate in development initiatives; 
iv. Sensitizing communities on gender issues, social rights, roles and obligations; 
v. Monitoring, evaluating and reporting on community development programmes and projects; 
vi. Promoting the equal participation of all communities in development programmes; 
vii. Promoting the creation and growth of functional groups for the improved welfare of the 
population; 
viii. Training communities in literacy programmes and income generating activities; 
ix. Providing advising on the effective mobilization of the community for development; and 
x. Sensitizing communities to adhere to existing legislation on gender and child rights. 
Person Specifications 
(i) Qualifications 
An honors degree in the Development Studies, Arts, Social Sciences, Social work and Social 
Administration and Management Science from a recognized University or Institution. 
(ii) Competences 

 Coaching and mentoring; 
 Mobilization skills; 
 Accountability; 
 Concern for quality and standard; 
 Communicating effectively; and 
 Time management. 

 
 
 



 
 
Job Title - Head Teacher 
Reports to - Sub County Chief 
Salary Scale - U4 
Job Purpose 
To manage and provide technical guidance/ leadership in the academic and administrative 
programmes 
to the institution. 
Duties and Responsibilities 
i. To prepare the schemes of work/lesson plans and teach students according to the set timetable; 
ii. To be in charge of overall administration and management of the school; 
iii. To plan for the physical development of the school and professional development of the staff; 
iv. To plan, organize, direct and co-ordinate the teaching programmes and activities of staff and 
students; 
v. To ensure proper planning, budgeting and accountability of the school activities and resources 
in 
consultation with the Management Committee; 
vi. To coordinate the functions of the Management Committee and account to them and the 
Ministry 
of Education and Sports; 
vii. To initiate development projects for the school and mobilize resources for their 
implementation; 
viii. To supervise and appraise all the staff and employees of the institution and assess their 
performance; 
ix. To prepare progress and summary reports for presentation and submission to the 
Management 
Committee and the Ministry of Education and Sports; 
x. To direct activities concerning student admissions, provision of supplies and welfare services; 
xi. To participate in the implementation of the Education Sector reforms related to primary 
education; 
and 
xii. To plan and chair meetings on the school. 
 (i) Qualification 

 Minimum of a Degree in Primary Education or the equivalent of this, from recognized 
Institutions; 

 Must have attended at least four workshops/seminars and four short courses relevant to the 
profession; 

 Registered with the Ministry of Education and Sports; and 
 Minimum of twelve years working experience, three of which should have been at Deputy 

Head 
Teacher or Principal Education Assistant level with administrative responsibilities. 
(ii) Competences 

 Organization skills; 
 Child Development skills ; 
 Management skills, Teaching skills; 
 Communication/ Presentation skills; 



 Interpersonal skills; 
 Evaluation skills; 
 Human Resource Management skills; 
 Financial Management skills; 
 Record Keeping skills; 
 Public relations skills; 
 Computer literacy skills; 
 Curriculum Development; 
 Comprehension and Interpretation; 
 Report keeping skills; 
 Environment and Primary Healthcare; 
 Public relations skills; 
 Safety and Precautionary measures; and Support for Special Needs students 

 
 
 
 
Job Title - Education Assistant 
Reports to - Senior Education Assistant 
Salary Scale - U7 
Job Purpose 
To teach, examine and assess learners’ progress on an on-going basis in order to ensure 
functional 
literacy, numeracy and basic communication skills. 
Duties and Responsibilities 
i. To prepare the schemes of work and lesson plans in line with the approved curriculum 
on termly 
and weekly basis. 
ii. To conduct lessons and remedial work according to the set timetable. 
iii. To participate in setting, administering and marking internal and external 
examinations. 
iv. To carry out continuous assessment and evaluation of pupils performance. 
v. To prepare and select appropriate learning aids/materials for classroom teaching. 
vi. To keep and maintain class records /inventory (Registers, records of work , progress 
reports and 
equipment) 
vii. To guide and counsel pupils. 
viii. To participate in class meetings. 
ix. To serve as classroom teacher. 
x. To participate in co - curricula activities and community activities. 
xi. To conduct any other duties assigned that are related to the profession. 
Person Specification: 
(i) Qualifications: 



 Minimum of a Grade III teaching Certificate or the equivalent from a recognized 
Institution 

 Registered with the Ministry of Education and Sports 
 Guidance and counseling skills, 
 Pedagogical skills, 
 Psychological skills, 
 Child development skills, 
 Computer Literacy, 
 Record keeping, 
 Good communication and interpersonal skills, 
 Environment and Primary Healthcare, 
 Safety and Precautionary measures, and 
 Support for Special Needs students. 

 
Job Title : Town Agent 
Salary Scale : U7 
Reports to : Assistant Town Clerk 
Responsible for : 
Job Purpose 
To ensure that taxes are promptly paid and law and order maintained in the Ward. 
Key Outputs 
i. Population mobilized in the ward to meet their civic obligations; 
ii. Taxes and property rates assessed and collected; 
iii. Law and order maintained in the Ward; 
iv. Simple civil disputes arbitrated; 
v. Adherence to the ward council policy on hygiene, sanitation and development enforced; 
vi. Duties of secretary to the ward performed; 
vii. Ward Cleaning supervised; and 
viii. Businesses in the Ward registered. 
Key Functions 
i. Mobilizing the population in the ward to meet their civic obligations; 
ii. Collecting and assessing Taxes and Property rates; 
iii. Maintaining law and order in the Ward; 
iv. Registering all businesses in the Ward; 
v. Arbitrating in simple civil disputes; 
vi. Enforcing population adherence to council policy on hygiene, sanitation and 
development; and 
vii. Performing duties as secretary to the ward. 
Person Specifications 
(i) Qualifications 

 A Uganda Advanced Certificate of Education (UACE) from a recognized Institution or 
Ordinary 
level of Certificate plus a Certificate in Public Administration and Management or Social 
Work 
and Social Administration or Education or Environmental Management or Community 



Development 
(ii) Competences 

 Communication; 
 Public relations and customer care; 
 Mobilization skills; 
 Concern for quality and standards; and 
 Time management. 

 


