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RE: INVITATION FOR APPLICATIONS FOR VARIOUS ACADEMIC, ADMINISTRATIVE AND SUPPORT STAFF POSITIONS
University of Saint Joseph Mbarara (USJM) is a growing institution of higher learning located at Nyamitanga Hill, Mbarara City South Division. USJM is committed to providing holistic, quality and community-responsive university education aimed at developing competent professionals, ethical leaders and responsible citizens who contribute positively to society.

In pursuit of her mission of academic excellence, innovation, research, community engagement and service, USJM invites applications from suitably qualified, competent and motivated individuals to fill various academic, administrative and support staff positions. Females are encouraged to apply.
The successful candidate(s) will join a dynamic University community committed to promoting integrity, professionalism, excellence, innovation, teamwork and service to humanity. They will be expected to contribute to the University's strategic objectives through effective teaching and learning, research, student support, efficient administration, institutional development and community engagement.

The available positions include:

1. Assistant Lecturers
i. Geography and Runyakitara,
ii. Information Technology (Software Development and Programming, Mathematics for Computing).
2. Senior Administrative and Management Positions
i. Dean of Students (DoS),
ii. Human Resource Manager (HRM),
iii. Deputy Academic Registrar (DAR),
iv. University Librarian (UL),
v. Head, Information and Communication Technology (HICT)
3. ICT and Technical Position
i. Assistant Systems Administrator (ASA)
4. Estates and Facilities Position
i. Estates Officer

5. Student Welfare and Development Position
i. Sports Tutor

6. Administrative Position
i. Administrative Assistant (Records and Examination)
7. Health Position
i. Nurse – Kyera Department of Agriculture

Applicants should possess the required academic qualifications, professional experience and competencies specified for each position. Detailed job descriptions, qualifications and application procedures for each position are provided in the respective vacancy announcements below:
A: ACADEMIC POSITIONS
1. ASSISTANT LECTURER- GEOGRAPHY AND RUNYAKITARA: 
i. Faculty of Education and Sciences

ii. Department: Education
iii. Report: Head of Department-Education
iv. Number of Positions: 1 (One)
v. Duty Station: USJM, Mbarara City South, Uganda
vi. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
vii. Salary Scale: USJM-5.2
a. Job Purpose
The Assistant lecturer will be responsible for teaching, assessment, research, student supervision and community engagement in Geography and Runyakitara, with particular emphasis on the integration of geographical knowledge, language, culture, environment and community development.
The successful candidate should demonstrate strong academic competence in Geography together with proven proficiency and/or academic training in Runyakitara, enabling effective teaching and research across the two areas.
b. Key Duties and Responsibilities:
The successful candidate will be expected to:
i. Teach undergraduate and, where applicable, postgraduate courses in Geography and Runyakitara,
ii. Prepare and deliver lectures, tutorials, seminars, practical sessions and field-based learning activities,
iii. Develop, review and update course outlines, teaching materials and assessment instruments,
iv. Assess students through coursework, examinations, practical exercises, fieldwork and other appropriate methods,
v. Supervise undergraduate research projects and, where qualified, postgraduate dissertations,
vi. Conduct original research in Geography, Runyakitara, language and culture, environment, community development or related interdisciplinary areas,
vii. Publish research findings in recognised peer-reviewed journals and other scholarly outlets,
viii. Participate in curriculum development and review for Geography, Runyakitara and related programmes,
ix. Integrate local language and indigenous knowledge into geographical and community-based teaching and research where appropriate,
x. Participate in community engagement, outreach, consultancy and extension activities,
xi. Participate in departmental and university committees, quality assurance activities and academic administration,
xii. Keep abreast of developments in Geography, language studies, education and related fields,
xiii. Perform any other duties assigned by the Head of Department, Dean or relevant University authority.
c. Academic Qualifications and Experience:
Applicants should possess:
i. A Master's degree in Geography, Education, Linguistics, African Languages, Literature or a closely related field from a recognised university,
ii. A Bachelor's degree in Education with Geography, Languages, Literature, Linguistics or a closely related discipline as the teaching subject,
iii. Excellent oral and written proficiency in Runyakitara,
iv. Evidence of experience in teaching Geography and/or Runyakitara at university, tertiary or other appropriate educational level,
v. Evidence of research and scholarly publication will be an added advantage.

vi. Knowledge of GIS, environmental studies, physical and human geography, regional development, language documentation, translation, literature or cultural studies will be an added advantage,
vii. Membership of a relevant professional or academic body will be an added advantage.

viii. Knowledge on Competence Based Teaching is an added advantage,
ix. PhD track in relevant disciple from a recognised university will be an added advantage.

d. Required Competencies
The ideal candidate should demonstrate:
i. Excellent communication and presentation skills in English and Runyakitara,
ii. Strong knowledge of geographical concepts, theories and contemporary issues,
iii. Ability to teach using learner-centred and competency-based approaches,
iv. Ability to connect Geography with local language, culture, environment and community development,
v. Strong research, academic writing and publication skills,
vi. Competence in digital teaching and learning technologies,
vii. Ability to supervise student research and fieldwork,
viii. Commitment to academic integrity, professional ethics and continuous professional development,
ix. Ability to work effectively within a multidisciplinary academic environment.

e. Key Areas of Teaching Competence
Depending on the candidate's specialisation, the Assistant Lecturer may be expected to teach courses in areas such as:
Geography:
i. Physical Geography,
ii. Human Geography,
iii. Economic Geography,
iv. Development Geography,
v. Environmental Geography,
vi. Population and Settlement Geography,
vii. Regional Geography,
viii. Urban and Rural Development,
ix. Geography of Uganda and East Africa,
x. Cartography, GIS and Remote Sensing

xi. Research Methods and Field Studies.
       
   Runyakitara
i. Runyakitara Language,
ii. Runyakitara Grammar,
iii. Oral Literature and Folklore,
iv. Runyakitara Literature,
v. Translation and Interpretation,
vi. African Languages and Culture,
vii. Indigenous Knowledge Systems,
viii. Language, Culture and Community Development.
2. ASSISTANT LECTURER INFORMATION TECHNOLOGY
i. Faculty: Education and Sciences

ii. Department: ICT
iii. Report: Head of Department-ICT
iv. Number of Positions: 1 (One)
v. Duty Station: USJM, Mbarara City South Division, Uganda
vi. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
     vi. Salary Scale: USJM-5.2
a. Position one: Assistant Lecturer in ICT (Soft Ware Development, Programming Information Technology)
Job Purpose
The Assistant lecturer will provide high-quality teaching, research, student supervision and academic leadership in Software Development, Programming and related Information Technology disciplines. The successful candidate will be expected to combine theoretical knowledge with practical and industry-relevant software development skills.
Key Duties and Responsibilities
The successful candidate will:
1. Teach undergraduate and postgraduate courses in Software Development, Programming, Computer Science and Information Technology,
2. Deliver practical and theoretical instruction in programming and software engineering,
3. Teach and apply programming languages such as Python, Java, C/C++, JavaScript, PHP, C# or other relevant languages,
4. Teach software engineering principles, software development methodologies and application development,
5. Guide students in the design, development, testing and deployment of software applications,
6. Teach web and mobile application development where applicable,
7. Teach database design, management and integration with software applications.
8. Supervise student software development projects, research projects and dissertations,
9. Develop practical laboratory exercises, programming assignments and competency-based assessments,
10. Participate in curriculum development, review and quality assurance,
11. Conduct research and publish scholarly articles in reputable peer-reviewed journals,
12. Participate in innovation, technology transfer, consultancy and community engagement,
13. Establish linkages with the ICT industry and promote practical learning and employability of graduates,
14. Participate in departmental and university academic activities,
15. Perform any other duties assigned by the Head of Department, Dean or relevant University authority.
Minimum Qualifications
Applicants should possess:
i. A Master's degree in Computer Science, Information Technology, Software Engineering, Information Systems or a closely related field from a recognised university,
ii. A Bachelor's degree in Computer Science, Information Technology, Software Engineering or a related computing discipline,
iii. Demonstrated competence in software development and programming,
iv. Evidence of university or tertiary-level teaching experience,
v. Evidence of research and scholarly publication is an added advantage,
vi. Practical experience in software development, application development or the ICT industry is an added advantage
vii. Knowledge on Competence Based Teaching is an added advantage.
viii. PhD track will be  an added advantage
Desired Areas of Expertise
Preference may be given to candidates with expertise in:
i. Software Engineering.
ii. Object-Oriented Programming,
iii. Web Application Development,
iv. Mobile Application Development,
v. Database Management Systems,
vi. Full-Stack Development,
vii. Cloud Computing,
viii. Systems Analysis and Design,
ix. Artificial Intelligence and Machine Learning,
x. DevOps and Software Testing,
xi. Cybersecurity,
xii. Emerging Digital Technologies.
b. Position: Assistant Lecturer in ICT (Mathematics for Computing and Computational Sciences)
i. Faculty: Education and Sciences
ii. Department: ICT
iii. Report: Head of Department-ICT
iv. Number of Positions: 1 (One)
v. Duty Station: USJM, Mbarara City South Division, Uganda
vi. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
vii.  Salary Scale: USJM-5.2
Job Purpose
The Assistant lecturer will provide high-quality teaching, research and student supervision in Mathematics for Computing, Algorithms, Statistics and Computational Methods, with emphasis on applying mathematical and quantitative concepts to Information Technology and Computer Science.
Key Duties and Responsibilities
The successful candidate will:
i. Teach undergraduate and postgraduate courses in Mathematics for Computing and related quantitative disciplines,
ii. Teach mathematical concepts and techniques relevant to Computer Science and Information Technology,
iii. Teach courses in areas such as Discrete Mathematics, Calculus, Linear Algebra, Probability, Statistics, Mathematical Logic and Numerical Methods.

iv. Teach algorithms, computational thinking and mathematical foundations of computing,
v. Demonstrate practical applications of mathematical concepts in programming, data analysis and computer science,
vi. Develop teaching materials, tutorials, practical exercises and competency-based assessments,
vii. Supervise student research projects, dissertations and computational projects,
viii. Conduct research in computational mathematics, data science, mathematical modelling, statistics or related areas,
ix. Publish research findings in reputable peer-reviewed journals,
x. Participate in curriculum development and review,
xi. Support interdisciplinary teaching and research involving Mathematics, Computing, Data Science and Information Technology,
xii. Participate in academic advising, examinations and quality assurance activities,
xiii. Participate in community engagement, consultancy and innovation activities,
xiv. Perform any other duties assigned by the Head of Department, Dean or relevant University authority.

Minimum Qualifications
Applicants should possess:
i. A Master's degree in Mathematics, Applied Mathematics, Computational Mathematics, Statistics, Computer Science, Data Science or a closely related field from a recognised university,
ii. A Bachelor's degree in Mathematics, Applied Mathematics, Statistics, Computer Science, Computer Engineering or a related discipline,
iii. Demonstrable competence in Mathematics for Computing and quantitative methods,
iv. Demonstrable experience in teaching at university or tertiary level,
v. Evidence of research and scholarly publication is an added advantage,
vi. Ability to use mathematical, statistical or computational software is an added advantage.

vii. A full admission into a PhD Program or on PhD track will be an added advantange
Desired Areas of Expertise
Preference is given to candidate(s) with expertise in:
i. Discrete Mathematics,
ii. Linear Algebra,
iii. Probability and Statistics,
iv. Algorithms and Data Structures,
v. Mathematical Modelling,
vi. Programming and Computational Methods,
vii. Cryptography and Mathematical Foundations of Cybersecurity.
NOTE 1: KEY AREAS OF TEACHING COMPETENCE
Applicants for both positions should demonstrate:
i. Excellent teaching, communication and presentation skills,
ii. Strong practical and theoretical knowledge of computing,
iii. Ability to use competency-based, student-centred and technology-enhanced teaching approaches,
iv. Ability to develop innovative teaching and learning materials,
v. Strong research and academic writing skills,
vi. Evidence or potential for scholarly publication,
vii. Ability to supervise undergraduate and postgraduate students,
viii. Commitment to academic integrity and professional ethics,
ix. Ability to work collaboratively in multidisciplinary academic teams,
x. Commitment to continuous professional development,
xi. Ability to contribute to university community engagement and outreach programmes.

NOTE 2: KEY DIGITAL AND PROFESSIONAL COMPETENCIES
Candidates should preferably demonstrate competence in:
i. Learning Management Systems (LMS),
ii. Online and blended learning,
iii. Digital assessment tools,
iv. Software development environments,
v. Version control systems such as Git,
vi. Programming and computational tools,
vii. Data management and analysis,
viii. Emerging ICT technologies.
B: NON-ACADEMIC POSITIONS
1. DEAN OF STUDENTS (DoS)

i. Number of Position: One (1)
ii. Reports to: Vice Chancellor
iii. Duty Station: USJM, Mbarara City South, Division, Uganda
iv. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
v. Salary Scale: USJM-4.1
JOB PURPOSE

The Dean of Students will provide strategic and administrative leadership in matters concerning student welfare, holistic formation, discipline, counselling, student leadership, accommodation, extracurricular activities, student engagement and wellbeing.

The Dean will work closely with University Management, academic and administrative staff, students, parents/guardians, student leaders and other stakeholders to create a supportive, safe, inclusive and values-based environment conducive to learning and personal development.

The successful candidate will be expected to promote the University's commitment to holistic education, human dignity, ethical leadership, service to society and community responsiveness.

KEY DUTIES AND RESPONSIBILITIES

The Dean of Students shall:

1. Provide strategic leadership and direction to the Office of the Dean of Students,
2. Coordinate and oversee all programmes and services relating to student welfare and wellbeing,
3. Serve as a principal link between students and University Management,
4. Develop, implement and review policies and guidelines governing student affairs and welfare,
5. Coordinate student orientation, induction and transition programmes for new students,
6. Promote the University's commitment to holistic student formation and development,
7. Coordinate counselling, mentorship, psychosocial support and referral services for students,
8. Promote values of integrity, responsibility, respect, service, justice, compassion and human dignity among students,
9. Coordinate and support student clubs, associations, societies, sports, games, cultural activities and other extracurricular programmes,
10. Coordinate student elections and ensure that student leadership operates in accordance with University policies and regulations,
11. Guide and mentor student leaders and promote responsible student governance,

12. Advise University Management on emerging issues affecting students and recommend appropriate interventions,
13. Coordinate student disciplinary matters in accordance with University statutes, policies, regulations and procedures,
14. Participate in relevant disciplinary and student welfare committees,
15. Coordinate student accommodation and related welfare matters where applicable,
16. Establish effective mechanisms for receiving, handling and resolving student complaints, grievances and appeals,
17. Maintain effective communication channels between students and University Management,
18. Promote programmes for gender equity, inclusion, disability support and protection of vulnerable students,
19. Promote student participation in community service, community engagement, volunteerism and outreach activities,
20. Coordinate career guidance, mentorship, leadership development and employability programmes in collaboration with relevant University offices,
21. Work with academic departments to identify and support students facing academic, social, financial or personal challenges,
22. Promote a healthy and safe campus environment conducive to learning and personal development,
23. Maintain accurate records relating to student welfare, discipline, leadership and activities,
24. Prepare periodic reports on student affairs and submit them to the Vice Chancellor and relevant University committees,
25. Participate in University planning, quality assurance, policy development and governance activities,
26. Establish partnerships with relevant organisations to strengthen student welfare, leadership and development programmes,
27. Represent the University in student-related engagements with external stakeholders when authorised,
28. Ensure that student affairs activities comply with applicable laws, University policies and regulatory requirements,
29. Perform any other duties assigned by the Vice Chancellor or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

1. A Master's degree in Education, Social Work, Counselling Psychology, Psychology, Sociology, Public Administration, Management, Development Studies, Guidance and Counselling or another relevant discipline from a recognised university,
2. A Bachelor's degree in Education, Social Sciences, Humanities, Social Work, Psychology, Management or another relevant discipline,
3. At least five (5) years of relevant professional experience, preferably in a university or tertiary institution,
4. Must have evidence in a leadership or management position,

5. Demonstrable experience in student affairs, student welfare, university administration, counselling, education management, social development or a related field,
6. Demonstrable knowledge of higher education administration, student support systems and student governance,
7. Evidence of participation in policy development, student leadership, counselling, disciplinary processes, institutional governance or community engagement will be an added advantage.

ADDITIONAL ATTRIBUTES

The ideal candidate should:

1. Demonstrate commitment to holistic education and student formation,
2. Appreciate and uphold the values and ethos of University of Saint Joseph Mbarara,
3. Demonstrate respect for human dignity, diversity and inclusiveness,
4. Possess strong leadership, interpersonal and communication skills,
5. Demonstrate excellent counselling, mentoring, mediation and conflict-resolution skills,
6. Be able to handle confidential and sensitive student matters with discretion,
7. Demonstrate fairness, integrity, impartiality and professional judgement,
8. Have strong organisational, administrative and report-writing skills,
9. Be competent in the use of digital technologies and student information systems,
10. Demonstrate ability to work effectively with students, academic staff, University Management, parents/guardians and external stakeholders.

2. HUMAN RESOURCE MANAGER (HRM)
i. Department: Human Resource Directorate
ii. Number of Position: 1(One)
iii. Reports to: Vice Chancellor
iv. Duty Station: USJM Mbarara City South Division, Uganda
v. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
vi. Salary Scale: USJM-4.2
JOB PURPOSE

The Human Resource Manager will provide strategic and professional leadership in the management and development of the University's human resources. The position is responsible for ensuring that the University attracts, develops, motivates and retains competent staff while maintaining effective employee relations and compliance with applicable employment laws, University policies and institutional values.

The Human Resource Manager will contribute to building a high-performing, ethical, inclusive and service-oriented workforce that supports the University's mission of providing holistic and community-responsive university education.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Develop and implement the University's Human Resource Strategy, policies and procedures in line with institutional objectives,
2. Advise University Management on all matters relating to human resource management and administration,
3. Coordinate staff recruitment, selection, appointment, promotion, transfer and separation processes,
4. Develop and maintain effective systems for workforce planning and staffing,
5. Ensure that staff appointments and employment practices comply with applicable labour laws, regulations and University policies,
6. Maintain accurate and confidential personnel records and staff information,
7. Coordinate the preparation, review and implementation of staff contracts and terms of service,
8. Develop and implement effective staff performance management and appraisal systems,
9. Coordinate staff induction, orientation, probation and confirmation processes,
10. Identify staff training and development needs and coordinate appropriate capacity-building programmes,
11. Develop and implement staff retention, motivation, recognition and welfare programmes,
12. Advise management and staff on employee relations, grievances and disciplinary matters,
13. Coordinate disciplinary processes in accordance with University policies and applicable employment legislation,
14. Promote a positive, respectful, inclusive and productive working environment,
15. Develop and implement policies relating to equal opportunity, workplace ethics, occupational wellbeing and staff welfare,
16. Coordinate payroll-related HR information and work closely with the Finance Directorate to ensure accurate and timely staff remuneration,
17. Maintain an up-to-date establishment and staffing structure for the University,
18. Monitor staffing levels and advise management on recruitment and succession requirements,
19. Develop and implement succession planning and talent management systems,
20. Coordinate staff promotion and career development processes,
21. Provide professional guidance on leave, attendance, working conditions and other employment matters,
22. Coordinate staff engagement, communication and organisational development initiatives,
23. Support management in resolving workplace conflicts through dialogue, mediation and appropriate grievance-handling mechanisms,
24. Prepare regular HR reports, workforce statistics and management briefs for University Management and relevant committees,
25. Ensure proper documentation and confidentiality of employee information,
26. Participate in the development and review of the University's organisational structure and staffing policies,
27. Promote professionalism, integrity, accountability and ethical conduct among University employees,
28. Establish and maintain effective HR information management systems and digital HR records,
29. Represent the University in relevant human resource forums, professional engagements and regulatory matters when authorised,
30. Perform any other duties assigned by the Vice Chancellor or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Master's degree in Human Resource Management, Human Resource Development, Industrial Relations, Business Administration, Management or a closely related discipline from a recognised university,
ii. A Bachelor's degree in Human Resource Management, Business Administration, Management, Industrial Relations, Social Sciences or a related discipline,
iii. A recognised professional qualification or membership in a relevant Human Resource Management professional body will be an added advantage,
iv. At least five (3) years of relevant professional experience in Human Resource Management, preferably with experience in a university, higher education institution or similarly complex organisation,
v. Have an experience in strategic HR management, recruitment, performance management, employee relations and staff development,
vi. Have working knowledge of Uganda's employment and labour laws and regulations.

DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong strategic leadership and people-management skills,
ii. Excellent interpersonal and communication skills,
iii. High levels of integrity, confidentiality and professional ethics,
iv. Strong knowledge of employment and labour relations,
v. Excellent negotiation, mediation and conflict-resolution skills,
vi. Strong analytical, planning and organisational abilities,
vii. Excellent report-writing and documentation skills,
viii. Competence in HR information systems and digital HR management,
ix. Ability to work effectively with academic, administrative and support staff,
x. Ability to manage sensitive employee matters with fairness and discretion,
xi. Strong understanding of performance management and organisational development,
xii. Ability to work under pressure and meet institutional deadlines.

KEY PERFORMANCE AREAS

The Human Resource Manager will be expected to deliver results in:

i. Strategic Human Resource Planning,
ii. Recruitment and Selection,
iii. Staff Performance Management,
iv. Staff Training and Development,
v. Employee Relations and Welfare,
vi. Staff Retention and Motivation,
vii. Payroll and HR Records Coordination,
viii. Employment Law and Policy Compliance,
ix. Talent and Succession Management,
x. Organisational Development,
xi. HR Reporting and Information Management,
xii. Staff Discipline and Grievance Management,
xiii. Promotion of Institutional Values and Professional Ethics.
3. DEPUTY ACADEMIC REGISTRAR (DAR)
i. Department: Academic Registrar's Office
ii. Number of Position: One (1)
iii. Reports to: Academic Registrar
iv. Duty Station: USJM, Mbarara City South Division, Uganda
v. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
vi. Salary Scale: USJM-4.2
JOB PURPOSE

The Deputy Academic Registrar will support the Academic Registrar in providing effective leadership and administration of the University's academic, student records and examination functions.

The successful candidate will assist in ensuring efficient management of admissions, registration, examinations, academic records, student progression, graduation, academic programmes and related administrative services in accordance with University policies, regulations, quality assurance standards and applicable higher education requirements.

The Deputy Academic Registrar will contribute to the University's commitment to academic excellence, integrity, efficiency, accountability and student-centred service delivery.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Assist the Academic Registrar in the effective management of the Academic Registrar's Office,
2. Coordinate and oversee the implementation of academic administrative policies, procedures and regulations,
3. Coordinate student admissions, registration and enrolment processes,
4. Ensure accurate and timely maintenance of student academic records,
5. Coordinate the preparation and maintenance of student files and academic databases,
6. Coordinate examination administration, including examination timetabling, invigilation arrangements, examination materials and results processing,
7. Ensure proper custody, security and confidentiality of examination materials and academic records,
8. Coordinate the processing, verification and approval of examination results in accordance with University regulations,
9. Prepare academic reports and documentation for relevant University committees,
10. Support the coordination of academic progression, promotion, retention and completion of students,
11. Coordinate the preparation of graduation lists and related graduation processes,
12. Support the organisation of graduation ceremonies and ensure proper verification of graduating students,
13. Coordinate the issuance and verification of academic transcripts, certificates, letters and other academic documents,
14. Support the management of student academic appeals, complaints and related administrative matters,
15. Work closely with Faculties, Schools, Departments and academic staff on academic administration matters,
16. Support the implementation of approved curricula and academic programmes,
17. Maintain accurate records of approved academic programmes, courses, students and academic outcomes,
18. Support the development, review and implementation of academic regulations and procedures,
19. Participate in curriculum development and review processes as required,
20. Work closely with the Directorate of Quality Assurance to ensure compliance with academic standards and quality requirements,
21. Support institutional audits, accreditation exercises and academic compliance reviews,
22. Coordinate academic calendars, semester schedules and related academic activities,
23. Support the Academic Registrar in preparing reports for Senate, Academic Board and other relevant University committees,
24. Ensure timely communication of academic decisions, regulations and notices to students and staff,
25. Support the implementation and improvement of digital systems for admissions, registration, examinations and student records,
26. Monitor the effectiveness and efficiency of academic administrative processes and recommend improvements,
27. Ensure that academic records are properly archived and protected against loss, alteration or unauthorised access,
28. Provide guidance to students and staff on academic regulations, procedures and administrative requirements,
29. Represent the Academic Registrar in meetings and activities when officially delegated,
30. Perform any other duties assigned by the Academic Registrar, Vice Chancellor or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Master's degree in Education, Education Management, Public Administration, Business Administration, Management, Social Sciences or another relevant discipline from a recognised university,
ii. A Bachelor's degree in Education, Social Sciences, Management, Public Administration, Business Administration or another relevant discipline,
iii. At least five (3) years of relevant experience in academic administration, preferably in a university or other recognised higher education institution,
iv. Demonstrable experience in one or more of the following areas: admissions, examinations, student records, registration, academic quality assurance, graduation or academic programme administration,
v. Knowledge of university academic policies, regulations and procedures,
vi. Experience working with student information management systems will be an added advantage.

DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong knowledge of university academic administration and student records management,
ii. Excellent organisational and administrative skills,
iii. Strong leadership and supervisory abilities,
iv. Excellent written and oral communication skills,
v. High levels of integrity, accuracy, confidentiality and professionalism,
vi. Strong analytical and problem-solving skills,
vii. Excellent attention to detail, particularly in handling academic records and examination results,
viii. Ability to work effectively under pressure and meet strict academic deadlines,
ix. Competence in ICT and academic management information systems,
x. Strong interpersonal skills and ability to work collaboratively with students, academic staff and University Management,
xi. Commitment to student-centred and efficient service delivery,
xii. Ability to interpret and implement academic policies and regulations fairly and consistently.

KEY PERFORMANCE AREAS

The Deputy Academic Registrar will be expected to demonstrate effective performance in:

i. Students’ Application, Admissions and  Registration,
ii. Student Records Management,
iii. Examination Administration and Management,
iv. Results Processing and Management,
v. Students’ Academic Progression and Completion,
vi. Graduation Administration,
vii. Academic Transcripts Verification and Certification,
viii. Academic Calendar and Timetable Coordination,
ix. Academic Policy and Regulatory Compliance,
x. Quality Assurance and Academic Programme and courses Accreditation Support,
xi. Academic Information Management Systems support,
xii. Student Academic Support and Communication,
xiii. Academic Reporting and Committee Support,
xiv. Continuous Improvement of Academic Administrative Services,
xv. Curriculum development and review support. 
4. UNIVERSITY LIBRARIAN
i. Department/Directorate: University Library
ii. Number of Position: One (1)
iii. Reports to: Vice Chancellor
iv. Duty Station: USJM Mbarara City South Division, Uganda
v. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
vi. Salary Scale: USJM-4.1
JOB PURPOSE

The University Librarian will provide strategic, professional and administrative leadership for the University Library and its information services.

The successful candidate will be responsible for developing and managing library resources and services that support teaching, learning, research, innovation, community engagement and knowledge creation. The University Librarian will lead the transformation of the Library into a modern, accessible and technology-enabled academic information centre.

The Librarian will promote a culture of academic excellence, research, information literacy, lifelong learning, ethical scholarship and effective knowledge management in accordance with the mission and values of University of Saint Joseph Mbarara. 
KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Provide strategic leadership and professional direction to the University Library,
2. Develop, implement and periodically review the University Library Strategic Plan, policies, regulations and operational procedures,
3. Advise University Management on library, information, knowledge management and scholarly communication matters,
4. Develop and maintain a balanced collection of print, electronic and digital information resources,
5. Coordinate the acquisition, classification, cataloguing, preservation and dissemination of library materials,
6. Develop and manage electronic resources, e-books, e-journals, online databases and institutional digital repositories,
7. Promote effective use of digital library technologies and integrated library management systems,
8. Ensure that library services adequately support the University's teaching, learning, research and community engagement programmes,
9. Develop information literacy programmes to equip students and staff with effective research and information management skills,
10. Provide research support services to academic staff, postgraduate students and researchers,
11. Support students and researchers in accessing scholarly databases, academic literature and other credible information resources,
12. Promote responsible use of information resources, academic integrity, copyright compliance and ethical scholarship,
13. Support initiatives addressing plagiarism, research integrity, referencing and responsible use of information and emerging technologies including Artificial Intelligence,
14. Develop and manage the University's institutional repository and scholarly publications where applicable,
15. Promote preservation, documentation and accessibility of institutional knowledge and archival materials,
16. Coordinate library orientation and user education programmes for students and staff.

17. Develop effective library services for students with disabilities and other users requiring specialised support,
18. Ensure that library facilities provide a safe, accessible, conducive and technology-enabled environment for study and research,
19. Prepare and manage the Library's annual work plans, budgets and resource requirements,
20. Ensure efficient and accountable utilisation of library resources,
21. Supervise, mentor and appraise library staff and identify their professional development needs,
22. Develop partnerships and networks with other university libraries, research institutions, professional bodies and information service providers,
23. Negotiate and manage subscriptions, licences and access to electronic information resources in accordance with University procedures,
24. Participate in University committees, Senate, academic planning, quality assurance and institutional development activities as required,
25. Support accreditation, quality assurance and regulatory processes relating to library and information services,
26. Develop library statistics, performance indicators and user feedback mechanisms for continuous improvement,
27. Prepare regular reports on library performance, resources, services and development for University Management and relevant committees,
28. Promote innovation and continuous improvement in library and information services.

29. Keep abreast of emerging developments in librarianship, digital scholarship, open access, knowledge management and information technology,
30. Perform any other duties assigned by the Vice Chancellor or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Master's degree in Library and Information Science, Information Science, Library Studies, or a closely related field from a recognised university,
ii. A Bachelor's degree in Library and Information Science, Information Science, Library Studies or a related discipline,
iii. At least five (3) years of relevant professional experience, preferably in a university, research institution or other higher education environment,
iv. Demonstrable experience in academic library management and leadership,
v. Professional membership of a recognised library and information science association will be an added advantage,
vi. Demonstrable experience in managing electronic resources, digital libraries and library information systems will be an added advantage.

vii.  PhD track in Library Information Science from a recognised university is an added advantage.
DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong strategic leadership and management skills,
ii. Excellent knowledge of modern academic librarianship,
iii. Strong ICT and digital library competencies,
iv. Knowledge of electronic databases, digital repositories and library management systems,
v. Excellent research and information literacy skills,
vi. Strong communication, interpersonal and customer-service skills,
vii. Excellent budgeting, planning and resource-management abilities,
viii. Strong supervisory and staff-development skills,
ix. High levels of integrity, professionalism and confidentiality,
x. Knowledge of copyright, intellectual property, open access and scholarly communication,
xi. Ability to support researchers and postgraduate students,
xii. Ability to lead innovation and digital transformation in library services,
xiii. Commitment to continuous professional development and lifelong learning.

KEY PERFORMANCE AREAS

The University Librarian will be expected to demonstrate effective performance in:

i. Strategic Library Leadership and Management,
ii. Library Collection Development,
iii. Electronic and Digital Library Services,
iv. Research and Scholarly Support,
v. Information Literacy and User Education,
vi. Institutional Repository and Knowledge Management,
vii. Library ICT and Digital Transformation,
viii. Library Staff Management and Development,
ix. Budgeting and Resource Management,
x. Academic Integrity and Research Support,
xi. Quality Assurance and Regulatory Compliance,
xii. Library User Satisfaction and Service Improvement,
xiii. Partnerships and Professional Networking,
xiv. Preservation and Management of Institutional Knowledge.
5. ASSISTANT SYSTEMS ADMINISTRATOR

i. Department: Information and Communication Technology (ICT)
ii. Number of Position: One (1)
iii. Reports to: Head, ICT / Systems Administrator
iv. Duty Station: USJM Mbarara City South Division, Uganda
v. Terms of Service: Contract, subject to satisfactory and successful completion of six months probationary period
vi. Sacle Scale USJM-8.2
JOB PURPOSE

The Assistant Systems Administrator will support the management, maintenance, security and reliable operation of the University's ICT systems, servers, networks, applications, databases, user accounts and digital platforms.

The successful candidate will work closely with the Head of ICT and other ICT personnel to ensure that University systems remain secure, available, efficient and responsive to the needs of students, academic staff, administrative staff and University Management.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Assist in the administration, configuration and maintenance of University servers, systems and ICT infrastructure,
2. Monitor the performance, availability and security of ICT systems and services,
3. Assist in the installation, configuration, updating and maintenance of operating systems and application software,
4. Support the administration of Windows and Linux server environments where applicable,
5. Assist in managing user accounts, passwords, permissions, authentication and access controls,
6. Provide technical support for University information systems and enterprise applications,
7. Support the operation and maintenance of student information systems, Learning Management Systems and other institutional platforms,
8. Assist in the administration and maintenance of databases and related applications,
9. Monitor network and system performance and escalate faults and security incidents appropriately,
10. Assist with system backup, data recovery and disaster recovery procedures,
11. Support the implementation of ICT security controls and cybersecurity measures,
12. Assist in monitoring systems for unauthorised access, malware, vulnerabilities and other security threats,
13. Maintain accurate documentation of system configurations, assets, procedures and technical activities,
14. Provide technical support and troubleshooting to students and University staff,
15. Assist in diagnosing and resolving hardware, software, network and system-related problems,
16. Support the installation, configuration and maintenance of computers, servers, printers and other ICT equipment where required,
17. Assist in software deployment, patch management and system upgrades,
18. Participate in testing and implementation of new ICT systems and applications,
19. Support system integration and data exchange between University applications where required,
20. Assist in maintaining system availability and ensuring minimal disruption to University operations,
21. Participate in ICT projects, system upgrades, digital transformation initiatives and technology deployments,
22. Assist in monitoring ICT infrastructure and reporting system failures and performance issues,
23. Maintain ICT service and incident records and contribute to ICT performance reports.

24. Provide user guidance and basic ICT training to staff and students,
25. Comply with University ICT policies, data protection requirements, cybersecurity procedures and professional standards,
26. Keep abreast of emerging developments in systems administration, cloud computing, cybersecurity and ICT infrastructure,
27. Perform any other duties assigned by the Head of ICT or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Bachelor's degree in Information Technology, Computer Science, Information Systems, Software Engineering, Computer Engineering or a closely related discipline from a recognised university,
ii. At least two (2) years of relevant professional experience in systems administration, ICT support, network administration or a related area,
iii. Demonstrable knowledge of computer systems, networks, servers and operating systems,
iv. Practical experience in troubleshooting hardware, software and network problems,
v. Relevant professional ICT certifications will be an added advantage.

DESIRABLE TECHNICAL COMPETENCIES

The ideal candidate should demonstrate knowledge or practical competence in:

i. Windows and Linux operating systems,
ii. Server administration and virtualisation,
iii. Network administration and troubleshooting,
iv. TCP/IP, DNS, DHCP and related network services,
v. Active Directory and user account management,
vi. Database administration and basic SQL,
vii. Backup and recovery systems,
viii. Cloud computing and cloud-based services,
ix. Cybersecurity and system security,
x. Software installation, configuration and patch management,
xi. ICT asset and systems documentation,
xii. Learning Management Systems and institutional information systems,
xiii. Basic scripting and automation,
xiv. Remote technical support and helpdesk systems.

DESIRABLE PROFESSIONAL CERTIFICATIONS

Professional certifications such as CompTIA A+/Network+/Security+, CCNA, Microsoft, Linux, AWS, Azure, ITIL or equivalent certifications will be an added advantage.

KEY PERFORMANCE AREAS

The Assistant Systems Administrator will be assessed on:

1. Systems Availability and Reliability,
2. Server Administration and Maintenance,
3. Network and Connectivity Support,
4. User Account and Access Management,
5. Cybersecurity and System Protection,
6. Backup and Disaster Recovery Support,
7. ICT Helpdesk and Technical Support,
8. Software and Systems Maintenance,
9. Database and Application Support,
10. ICT Documentation and Asset Management,
11. System Upgrades and ICT Projects,
12. Quality and Timeliness of ICT Service Delivery.
PERSONAL ATTRIBUTES

The successful candidate should demonstrate:

i. Strong analytical and problem-solving skills,
ii. Excellent attention to detail,
iii. Ability to work under pressure and respond to system incidents promptly,
iv. Strong communication and interpersonal skills,
v. High levels of integrity and confidentiality,
vi. Ability to work independently and as part of an ICT team,
vii. Willingness to learn and adapt to emerging technologies,
viii. Strong customer-service orientation,
ix. Commitment to professional ethics and continuous professional development.

6. ESTATES OFFICER

i. Department: Estates and Works Department
ii. Number of Position: One (1)
iii. Reports to: Vice Chancellor Duty Station: USJM Mbarara City South Division, Uganda
iv. Terms of Service: Contract subject to satisfactory and successful completion of six months probationary period
v. Salary Scale: USJ-5
JOB PURPOSE

The Estates Officer will support the planning, management, maintenance and development of the University's physical infrastructure, buildings, land, facilities and related services.

The successful candidate will ensure that University facilities are safe, functional, sustainable and conducive for teaching, learning, research, administration, student welfare and community engagement.

The Estates Officer will contribute to effective management of the University's physical assets through proper maintenance planning, project supervision, compliance monitoring and efficient utilisation of institutional resources.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Assist in the management and coordination of the University's estates, buildings, infrastructure and physical facilities,
2. Support the implementation of the University's estates development and maintenance plans,
3. Conduct regular inspections of University buildings, facilities and infrastructure to identify maintenance needs,
4. Prepare maintenance schedules and coordinate timely repairs and rehabilitation works,
5. Support supervision of construction, renovation and maintenance projects,
6. Monitor contractors, consultants and service providers involved in estates-related works,
7. Ensure that works are executed according to approved specifications, standards, budgets and timelines,
8. Maintain accurate records of University buildings, land, facilities and physical assets,
9. Support preparation of estates reports, project updates, maintenance records and asset inventories,
10. Assist in planning and managing preventive and corrective maintenance programmes,
11. Coordinate maintenance of buildings, classrooms, offices, laboratories, libraries, student facilities and other institutional infrastructure,
12. Monitor and support management of utilities including water supply, electricity, sanitation and related services,
13. Assist in ensuring compliance with building regulations, health and safety standards and environmental requirements,
14. Support implementation of workplace health, safety and environmental management practices,
15. Participate in preparation of technical specifications, bills of quantities and project documentation where applicable,
16. Assist in evaluating infrastructure needs and recommending improvement interventions,
17. Support space planning, allocation and efficient utilisation of University facilities,
18. Assist in managing estates-related complaints and requests from staff and students,
19. Coordinate with departments and service providers to address facilities-related challenges,
20. Support implementation of sustainability initiatives including energy efficiency, waste management and environmentally responsible practices,
21. Participate in procurement processes related to estates, maintenance and infrastructure projects,
22. Monitor the quality of materials, workmanship and services provided by contractors.

23. Support management of institutional assets and ensure proper documentation,
24. Participate in preparation of estates budgets and monitoring of expenditure,
25. Maintain professional relationships with contractors, regulatory authorities and other stakeholders,
26. Participate in University committees and activities related to infrastructure development and institutional planning,
27. Keep updated on developments in facilities management, construction, engineering and sustainable infrastructure,
28. Perform any other duties assigned by the Estates Manager, University Management or other competent authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Bachelor's degree in Civil Engineering, Construction Management, Building Economics, Quantity Surveying, Architecture, Land Management, Estate Management or a related discipline from a recognised university,
ii. At least three (3) years of relevant professional experience in estates management, facilities management, construction supervision or related fields,
iii. Evidence in management of buildings, maintenance works, construction projects or institutional facilities experience,
iv. Knowledge of building standards, construction processes, occupational health and safety requirements and facilities management principles,
v. Registration with a relevant professional body will be an added advantage.

DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong knowledge of estates and facilities management practices,
ii. Ability to supervise construction, renovation and maintenance works,
iii. Good understanding of building systems, infrastructure and utilities management,
iv. Strong project planning and monitoring skills,
v. Ability to prepare technical reports and documentation,
vi. Good knowledge of procurement procedures and contract supervision,
vii. Strong analytical and problem-solving skills.
viii. Excellent communication and interpersonal skills,
ix. Ability to work effectively with contractors, staff and University stakeholders,
x. High levels of integrity, accountability and professionalism,
xi. Ability to manage multiple tasks and meet deadlines,
xii. Commitment to sustainable and environmentally responsible infrastructure development.

KEY PERFORMANCE AREAS

The Estates Officer will be assessed on:

1. Buildings and Facilities Management,
2. Preventive and Corrective Maintenance,
3. Infrastructure Project Supervision,
4. Contractor and Service Provider Management,
5. Asset Management and Documentation,
6. Utilities and Services Management,
7. Health, Safety and Environmental Compliance,
8. Space Planning and Facility Utilisation,
9. Budget Support and Resource Management,
10. Quality Assurance of Estates Services,
11. Sustainable Infrastructure Development,
12. Timely Response to Facilities Needs.
7. SPORTS TUTOR
i. Department: Office of the Dean of Students 
ii. Number of Position: One (1)
iii. Reports to: Dean of Students
iv. Duty Station: USJM Mbarara City South Division, Uganda
v. Terms of Service: Contract
vi. Salary Scale: USJM-8.2
JOB PURPOSE
The Sports Tutor will coordinate, promote and develop sports and recreational activities at the University, contributing to the holistic development of students through physical fitness, teamwork, discipline, leadership and talent development.

The successful candidate will support the University's commitment to holistic education, student wellbeing, character formation and community engagement by providing opportunities for students to participate in competitive and recreational sports activities.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Coordinate and manage sports and recreational programmes at the University,
2. Develop and implement the University's sports development plans and activities,
3. Identify, nurture and develop sporting talents among students,
4. Organise training sessions, competitions, tournaments and recreational activities,
5. Coach and mentor students in various sports disciplines,
6. Prepare and manage University teams participating in internal, regional and national competitions,
7. Develop training schedules, fitness programmes and sports development activities,
8. Promote student participation in sports, games and physical wellness activities,
9. Coordinate sports clubs, teams and student sporting associations,
10. Ensure proper registration and management of student athletes,
11. Support selection and preparation of University sports teams,
12. Coordinate participation of University teams in inter-university sports competitions and other recognised events,
13. Promote discipline, teamwork, leadership, fair play and ethical conduct among student athletes,
14. Provide mentorship and guidance to students involved in sports activities,
15. Ensure proper use, maintenance and accountability of sports equipment and facilities,
16. Prepare sports budgets, activity plans and reports for approval and monitoring,
17. Assist in procurement, management and maintenance of sports equipment and materials,
18. Work closely with the Dean of Students, student leaders and relevant University offices to promote student wellbeing,
19. Organise sports awareness, health promotion and physical fitness programmes,
20. Support inclusion of students with disabilities and promote accessible sports activities,
21. Establish partnerships with sports organisations, federations, schools and other institutions,
22. Promote the University's participation and visibility through sports activities,
23. Ensure compliance with sports regulations, safety standards and University policies,
24. Maintain records of sports activities, achievements, participation and performance,
25. Participate in student orientation, community engagement and University outreach activities,
26. Perform any other duties assigned by the Dean of Students or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Bachelor's degree in Physical Education, Sports Science, Sports Management, Education, Recreation Management or a related discipline from a recognised university,
ii. At least three (3) years of relevant experience in sports coaching, sports administration, physical education or related areas,
iii. Demonstrable experience in managing sports teams, competitions or student sports programmes,
iv. Knowledge of sports development, coaching techniques, athlete management and sports safety practices,
v. A relevant professional qualification in sports coaching or physical training will be an added advantage.
DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong knowledge of sports management and coaching principles,
ii. Ability to coach and mentor students effectively,
iii. Good understanding of different sports disciplines,
iv. Strong organisational and event management skills,
v. Excellent teamwork and communication skills,
vi. Ability to motivate and inspire young people,
vii. Knowledge of sports regulations and competition procedures,
viii. Ability to manage sports equipment and resources responsibly,
ix. Strong interpersonal skills and ability to work with diverse student groups,
x. High levels of integrity, discipline and professionalism,
xi. Commitment to student development and holistic education,
DESIRABLE SPORTS COMPETENCIES

Experience in one or more of the following areas will be an added advantage:

i. Football,
ii. Volleyball,
iii. Basketball,
iv. Netball,
v. Athletics,
vi. Rugby,
vii. Swimming,
viii. Table Tennis,
ix. Indoor games,
x. Fitness and wellness programmes,
xi. Sports event management.
KEY PERFORMANCE AREAS

The Sports Tutor will be assessed on:

1. Development and Management of Sports Programmes,
2. Student Participation and Engagement,
3. Sports Talent Identification and Development,
4. Team Preparation and Performance,
5. Coaching and Mentorship,
6. Sports Equipment and Facility Management,
7. Student Welfare and Physical Wellness Promotion,
8. Sports Events and Competition Management,
9. Compliance with Sports Regulations and Safety Standards,
10. Promotion of University Visibility through Sports.
8. ADMINISTRATIVE OFFICER (RECORDS AND EXAMINATIONS – REGISTRAR'S OFFICE)
i. Department: Academic Registrar's Office
ii. Number of Position: One (1)
iii. Reports to: Deputy Academic Registrar 
iv. Duty Station: USJM Mbarara City South Division, Uganda
v. Terms of Service: Contract subject to satisfactory and successful probation.
vi. Salary Scale: USJM-8.2
JOB PURPOSE

The Administrative Officer (Records and Examinations) will support the effective management of student academic records, examinations administration and related academic services within the Registrar's Office.

The successful candidate will ensure accurate, timely and secure management of examination records, student academic information, results processing and documentation in accordance with University policies, academic regulations and quality assurance standards.

The position contributes to the University's commitment to academic integrity, efficiency, accountability, student-centred service delivery and excellence in higher education administration.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Assist in the administration and coordination of examination processes within the University,
2. Maintain accurate and up-to-date student academic records and examination files,
3. Support the preparation of examination timetables, examination schedules and related documentation,
4. Coordinate the collection, processing, storage and retrieval of examination materials,
5. Support the preparation and management of examination papers in accordance with University procedures,
6. Ensure proper custody, confidentiality and security of examination records and materials,
7. Support examination registration and verification of students eligible to sit examinations.,
8. Assist in processing examination results and preparing results-related reports,
9. Verify students' academic records for progression, completion and graduation purposes,
10. Maintain accurate databases of student academic information,
11. Assist in the preparation of academic transcripts, certificates, letters and other academic documents,
12. Support the management of student registration records and updates,
13. Assist in handling student academic enquiries relating to records, examinations and results,
14. Support the processing of examination appeals, missing marks, corrections and related academic matters,
15. Maintain proper filing and archiving systems for academic records,
16. Ensure confidentiality and protection of student information in accordance with University policies and applicable regulations,
17. Support the implementation and use of student information management systems,
18. Assist in generating academic reports for the Registrar, Faculties, Departments and University committees,
19. Support preparation of documentation for Senate, Academic Board and other academic committees,
20. Assist in graduation preparations, including verification of graduating students,
21. Work closely with Faculties, Schools, Departments and other University units on academic records matters,
22. Support internal and external audits, quality assurance reviews and accreditation exercises,
23. Participate in continuous improvement of academic administrative processes,
24. Provide professional and courteous services to students, staff and other stakeholders,
25. Perform any other duties assigned by the Academic Registrar, Deputy Academic Registrar or other competent University authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

1. A Bachelor's degree in Information Technology, Computer Science, Library Science Records Management, or a related discipline from a recognised university,
2. At least two (2) years of relevant experience in academic administration, records management, examinations administration or related fields,
3. Demonstrable knowledge of student records management and examination processes,
4. Experience working in a university or higher education institution will be an added advantage,
5. Knowledge and experience in using academic information management systems will be an added advantage,
DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong knowledge of academic records and examination management procedures,
ii. Excellent ICT and Computer Skills,

iii. Excellent organisational and administrative skills,
iv. High levels of accuracy and attention to detail,
v. Strong confidentiality and ethical handling of student information,
vi. Excellent computer skills, including database management and office applications,
vii. Ability to work under pressure and meet academic deadlines,
viii. Strong communication and interpersonal skills,
ix. Ability to maintain effective working relationships with students, academic staff and administrative staff,
x. Strong problem-solving and analytical skills,
xi. Commitment to professionalism, integrity and quality service delivery.

KEY PERFORMANCE AREAS

The Administrative Officer will be assessed on:

i. Accuracy and Integrity of Academic Records,
ii. Effective Examination Administration,
iii. Timely Processing of Results,
iv. Student Records Management Accuracy,
v. Accurate Transcript and Certification Support,
vi. Confidentiality and Data Protection,
vii. Adequate Academic Reporting and Documentation
viii. Effective Student Service Delivery
ix. Effective and Timely Support to Graduation Processes
x. Effective Compliance with Academic Regulations and Quality Standards
9. NURSE 
i. Department: Dean of students
ii. Number of Position: One (1)
iii. Reports to: Dean of Students 
iv. Duty Station: USJM Mbarara City South Division Uganda
v. Terms of Service: Contract subject to satisfactory and successful six months probationary period.
vi. Salary Scale: USJM-9
JOB PURPOSE

The Nurse will provide professional healthcare services, health education, first aid support and occupational health services to students, staff and other members of the Kyera Department of Agriculture community.

The successful candidate will support the University's commitment to holistic education, student wellbeing, safe learning environments and community-responsive agricultural training by ensuring accessible and quality health services.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

1. Provide nursing care and health support services to students, staff and visitors at USJM.
2. Conduct patient assessment, triage and provide appropriate nursing interventions,
3. Provide first aid and emergency medical support during agricultural practical activities, fieldwork and University events,
4. Attend to injuries, illnesses and health concerns arising from laboratory, farm and outdoor learning activities,
5. Monitor and provide follow-up care for students and staff requiring medical attention,
6. Administer prescribed medication and treatments in accordance with professional standards,
7. Maintain accurate, confidential and up-to-date medical records,
8. Provide health education and counselling on hygiene, nutrition, disease prevention and healthy lifestyles,
9. Promote occupational health and safety practices among students and staff Participate in health screening, wellness programmes and preventive healthcare activities,
10. Monitor and promote infection prevention and control practices,
11. Provide guidance on personal safety, sanitation and environmental health,
12. Support management of occupational health risks associated with agricultural training and field activities,
13. Maintain proper storage, accountability and management of medicines, medical supplies and first aid equipment,
14. Monitor medical supplies and prepare requisitions as required,
15. Refer patients to appropriate health facilities for specialised medical care.

16. Support health-related community outreach and extension activities of USJM,
17. Participate in emergency preparedness and response activities,
18. Prepare periodic health reports and submit them to relevant University authorities.

19. Collaborate with academic staff, students and other stakeholders to promote a safe and healthy learning environment,
20. Maintain professional ethics, confidentiality and respect for patient dignity,
21. Keep updated with developments in nursing practice, occupational health and public health,
22. Perform any other duties assigned by the Head of Department, University Health Officer or relevant authority.

ACADEMIC AND PROFESSIONAL QUALIFICATIONS

Applicants should possess:

i. A Diploma or Degree in Nursing from a recognised institution,
ii. Registration with the Uganda Nurses and Midwives Council (UNMC) with a valid practising licence,
iii. At least two (2) years of relevant nursing experience,
iv. Evidence working in an institutional, community health, agricultural, occupational health, Counselling or educational environment will be an added advantage,
v. Training in first aid, emergency care, occupational health and safety or public health will be an added advantage.

DESIRABLE SKILLS AND COMPETENCIES

The ideal candidate should demonstrate:

i. Strong clinical nursing skills and professional judgement,
ii. Ability to provide emergency care and first aid support,
iii. Knowledge of occupational health and safety practices,
iv. Ability to work with students and staff in practical learning environments,
v. Excellent communication and counselling skills,
vi. High levels of confidentiality, integrity and professionalism,
vii. Good record management and reporting skills,
viii. Ability to work independently and as part of a multidisciplinary team,
ix. Commitment to student welfare and community service.

KEY PERFORMANCE AREAS

The Nurse will be assessed on:

1. Quality and responsiveness of healthcare services,
2. Student and staff health support,
3. Emergency and first aid response,
4. Occupational health and safety promotion,
5. Medical records management,
6. Health education and preventive healthcare,
7. Management of medical supplies and equipment,
8. Collaboration with academic and administrative units,
9. Professional conduct and ethical healthcare practice.
10. SECURITY GUARD

i. Department: Security Department
ii. Number of Position: One (1)
iii. Reports to: Security Supervisor 
iv. Duty Station: USJM, Mbarara City South Division
v. Employment Type: Contract subject to satisfactory and successful six months probationary period.
vi. Salary Scale: USJM-14
JOB PURPOSE

The Security Guard will be responsible for protecting the University's staff, students, visitors, buildings, equipment, and other property by maintaining a safe, secure, and orderly environment across the University premises.

KEY DUTIES AND RESPONSIBILITIES

The successful candidate will be responsible for:

1. Guarding and securing University premises, buildings, offices, residences, equipment, and other property.

2. Controlling access and exit of staff, students, visitors, vehicles, and contractors in accordance with University security procedures.

3. Checking identification documents, passes, and relevant authorization where necessary.

4. Conducting regular patrols of assigned areas and reporting any suspicious activities, security threats, or unusual incidents.

5. Monitoring entrances, gates, parking areas, and other designated security points.

6. Preventing unauthorized access, theft, vandalism, damage to property, and other security-related incidents.

7. Responding promptly to alarms, emergencies, disturbances, fire incidents, and other security situations.

8. Maintaining accurate records in the security occurrence book, including incidents, visitors, vehicles, and other relevant information.

9. Reporting security incidents immediately to the Security Supervisor or other designated authority.

10. Assisting in emergency and evacuation procedures when required.

11. Ensuring that University property leaving or entering the premises is properly authorized and recorded.

12. Safeguarding confidential information obtained in the course of duty.

13. Maintaining discipline, professionalism, courtesy, and good conduct while on duty.

14. Working closely with other security personnel, University administrators, staff, students, and relevant authorities.

15. Performing any other duties related to security as may be assigned by the supervisor.

QUALIFICATIONS AND EXPERIENCE

Applicants should have:

i. At least a Uganda Certificate of Education (UCE) or its equivalent.

ii. Training in security, guarding, military, police, or related fields will be an added advantage.

iii. Previous experience working as a security guard in an institution, university, school, company, hospital, or other organization is desirable.

iv. Ability to read and write simple reports and maintain security records.

v. Basic knowledge of security procedures, emergency response, and access control.

vi. Good physical and mental fitness.

vii. Good communication and interpersonal skills.

KEY COMPETENCIES

The ideal candidate should demonstrate:

i. Integrity and trustworthiness.

ii. Vigilance and alertness.

iii. Discipline and professionalism.

iv. Physical fitness and reliability.

v. Good communication skills.

vi. Ability to remain calm under pressure.

vii. Teamwork and cooperation.

viii. Respect for authority and institutional regulations.

ix. Ability to maintain confidentiality.

x. Commitment to protecting people and property.
APPLICATION PROCEDURE FOR ALL THE POSITIONS
1. Interested and suitably qualified candidates should submit:

a. A signed formal application letter clearly indicating "APPLICATION FOR THE POSITION”
b. An updated Curriculum Vitae and must contain the candidate’s name in full, date of birth, educational attainment, nationality, former employment, professional and academic achievements and publications for academic positions.

c. Certified copies of academic certificates and transcripts.

d. Evidence of relevant professional experience.

e. Names and contact details of three (3) referees.
f. A copy of the National Identity Card

g. Copies of letters of appointment and awards for all positions of responsibility held
2. Applications should be addressed to:

The DVC/Human Resource Manager
University of Saint Joseph Mbarara (USJM)
P.O. Box 218
Mbarara, Uganda
3. Deadline for Submission: 4 September 2026
4. More information and inquiries: Telephone contact 07376680.
5. IIMPORTANT NOTICE: Incomplete applications or applications received after closing date and time shall not be considered.

Only shortlisted candidates will be contacted.
University of Saint Joseph Mbarara (USJM) is an equal-opportunity employer committed to excellence, integrity, holistic education, student wellbeing and service to society.
Our Ref:………………………….
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