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EXTERNAL ADVERTISEMENT
The Meru Youth Service Board is established by and derives its authority   and accountability from the Meru County Youth Service act,2018.
The board is fully owned by the county government of Meru, and its mandate is to effectuate Articles 55 of COK,2010 by reducing poverty, apathy and helplessness.
In order to strengthen the  capacity of the Public Service, the Board wishes to externally recruit competent and qualified persons to fill the following positions as per Article 176 of the Constitution of Kenya 2010 and Section 59(a) of the CGA 2012 in the Department of ICT ,Department of Communications, Department of Finance, Department of Research, Department of procurement and Hospitality.
How to apply:
Details of the qualification and requirements can be obtained from Meru Youth Service website www.meruyouthservice.go.ke
Important Information to all Applicants
· All applications will be done dropped at Meru Youth Service Headquarters
· The application deadline will be on 15TH December 2025 at 5.00 pm.
· Canvassing in any form will lead to disqualification.
· Only shortlisted candidates will be contacted.
NB: Meru Youth Service Board is an equal opportunity employer. Persons with disability and marginalized groups are encouraged to apply.
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DEPARTMENT OF COMMUNICATION
MYSB/EXT/001/06/2025: COMMUNICATION OFFICERS (2 POSTS)

Duties and Responsibilities
[i]Assist in drafting and editing communication materials including memos, press releases, newsletters, speeches, and reports. 
[ii]Support management of the organization’s social media platforms by creating content, scheduling posts, and responding to inquiries where necessary. 
[iii]Help in organizing public relations activities, events, meetings, and media engagements. 
[iv]Assist in preparing presentations, briefing notes, and promotional materials. 
[v]Assist in photography, videography, and documentation of departmental activities and events. 
[vi]Support branding and visibility initiatives in line with the organization’s communication strategy. 
[vii]Undertake any other lawful duties assigned by the Head of Communication Department or immediate supervisor. 

Requirement for appointment
[i] Pursuing Diploma In TV/Film Production or Mass Communication or Any Journalism Related Course 
[ii] Kenyan National Identity card
[iii] Relevant academics transcript







MYSB/EXT/002/06/2025 ICT OFFICERS (1 POSTS)
Duties and Responsibilities
[i] Assist in installing, configuring, and maintaining computer hardware, software, and network systems. 
[ii]Support the maintenance and updating of organizational databases, systems, and websites. 
[iii]Assist in installing antivirus software, system updates, and security patches to ensure cybersecurity. 
[iv]Participate in data backup, recovery, and storage management activities. 
[v]Help in documenting ICT procedures, system configurations, and technical reports. 
[vi]Support the ICT team in ensuring proper functioning of servers, computers, and communication systems. 
[vii]Assist in training staff on basic ICT tools and applications where necessary. 
[viii]Carry out any other ICT-related duties assigned by the ICT Officer or Systems Administrator. 

Requirement for appointment
[i]Pursuing bachelor’s degree in ICT or its equivalent and having successfully completed 3rd year or a diploma in ICT from a relevant institution.
[ii] National identification Card
[iii] Relevant academics qualification; transcripts and other credentials.
[iv] Must have a letter from the institution indicating the status of your academics

MYSB/EXT/OO3/06/2025; FINANCE OFFICER (1 POSTS)
Duties and Responsibilities
[i] Assist in preparing and maintaining financial records, invoices, receipts, and payment vouchers. 
[ii] Support the accounts team in data entry and updating accounting systems accurately and on time. 
[iii] Help in filing, organizing, and retrieving accounting documents and financial reports. 
[iv] Participate in bank reconciliation and verification of financial transactions. 
[vi] Assist in preparing budgets, expense reports, and basic financial statements.                       Assist during audits by providing required documents and information to auditors. 
[vii] Ensure compliance with organizational financial policies and procedures. 
     [viii] Carry out any other duties assigned by the Accounts Officer or Finance Manager

Requirement for appointment
[i] Pursuing Bacher of Commerce, in either finance /accounts/economics
[ii] Must have at least CPA level 1 and 2
[iii] National ID Card
[iv] Relevant academics transcript or certificate.
[v] Be a member of a relevant professional body.



MYSB/EXT/OO4/06/2025; PROCUREMENT ASSISTANT (1 POSTS)

DUTIES AND RESPONSIBILITIES
[i] Support the procurement team in sourcing quotations from suppliers and service providers. 
[ii] Maintain and update procurement records, supplier databases, and filing systems. 
[iii] Support preparation of tender documents, requests for quotations, and other procurement documentation. 
[iv] Ensure procurement documents are properly filed and comply with organizational policies and procedures. 
[v] Assist in evaluating supplier quotations under supervision.  
[vi] Support contract management and monitor supplier performance where required. 
[vii] Ensure compliance with procurement laws, regulations, and organizational policies. 
[viii] Perform any other duties assigned by the Procurement

Requirement for appointment
[i] Diploma in supply chain management or pursuing degree in supply chain management and at least have gotten to 3rd year of study.
[ii] National identity card
[iii] Relevant academic certificate/transcripts and any other testimonials.
[iv] Be a member of a relevant professional body





MYSB/EXT/OO5/06/2025; HOSPITALITY OFFICER (1 POSTS)

DUTIES AND RESPONSIBILITIES
1. [i] Assisting in receiving and welcoming guests and visitors professionally. 
2. [ii] Supporting customer service operations by responding to guest inquiries and directing them appropriately. 
3. [iii] Assisting in food and beverage service during meetings, events, and official functions. 
4. [iv] Helping in preparation and arrangement of conference rooms, dining areas, and event venues. 
5. [v] Assisting in record keeping, filing, and documentation related to hospitality services. 
6. [vi] Handling basic administrative tasks such as receiving calls, scheduling, and reporting. 
7. [vii] Working closely with supervisors and other departments to ensure smooth service delivery. 
8. [viii] Performing any other duties assigned by the supervisor from time to time. 

Requirement for appointment
[i] Diploma in food and beverages or any other related course
[ii] National identity card
[iii] Relevant academic certificates/transcript and other testimonials
[iv] A letter from the institution showing the level achieved.


MYSB/EXT/OO7/06/2025; RESEARCH OFFICER (1 POSTS)
DUTIES AND RESPONSIBILITIES
[i]Assist in collecting, compiling, and analysing research data from various sources. 
[ii]Conduct literature reviews and gather relevant information to support departmental research activities. 
[iii]Assist in preparing questionnaires, research tools, and other data collection instruments. 
[iv]Help in interpreting research findings and preparing statistical or narrative summaries
[v]Perform any other lawful duties assigned by the Head of Research Department or immediate supervisor. 

Requirement for appointment
[i] A bachelor’s degree in monitoring and evaluation, Bachelor of Commerce in finance, economics, or any relevant field from a recognized institution. 
[ii] National identification card
[ii] Knowledge of research methods, data collection, and data analysis techniques. 
[iii] Proficiency in computer applications and research-related software. 
[iv] Good analytical, report writing, and communication skills. 
             [vi] Knowledge of monitoring and evaluation practices is an added advantage
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