SOROTI UNIVERSITY

P.0.Box 211 Soroti-Uganda eTelephone: 0454-461605¢Email: us@sun.acug « Website: www.sun.acug

OFFICE OF THE UNIVERSITY SECRETARY

JOB VACANCIES - ADVERTISEMENT
Soroti University is a Public University in Uganda located in Soroti City, Eastern
Uganda, 7km along Soroti-Moroto Road.

Soroti University is an Equal Opportunity Employer.
The Office of the University Secretary invites applications from suitably qualified

persons to fill the vacant posts that exist in the University. The posts are listed
below:

;l Department Position No | Scale
ADMINISTRATION

1. Office of  the University University Secretary 1 PU3NTNS
Secretary
SCHOOL OF ENGINEERING & TECHNOLOGY
Department of Electronics and Sen.lor L.ecturer ~ Computer

1. . . Engineering or Computer | 1 PUSTS
Computer Engineering .

Science

2. Department. of .Electrlcal and Lecturer- Power Machines 1 M6.1TS

Energy Engineering

Application Procedure:

(A) For the position of the University Secretary, applicants MUST be Ugandan
Citizens.

(B) Interested persons who meet the minimum requirements should submit six
(6) copies of their applications together with the following:

i) Detailed and up-to-date Curriculum Vitae

ii) Certified copies of the Academic transcripts and certificates.

iii) Copies of academic and professional qualifications.

iv) Names, addresses, telephone contacts and e-mail addresses of three

referees who should be advised to send reference letters directly to the
Office of the University under confidential cover.
V) Copies of birth certificates or relevant pages of passports and or
National Identity Card indicating the applicants date of birth.
(C) Sealed applications should be hand delivered to the Office of the University
Secretary, 2nd floor, room 208, or posted to the address below or sent in one (1)
PDF file by e-mail to us@sun.ac.ug not later than 5th May 2023 by 5.00pm East
African Time. All applications should provide names, addresses, telephone
contacts and e-mail addresses of three referees one of whom should be the
previous or current employer or supervisor.
(D) Applications should be addressed to:
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mailto:us@sun.ac.ug

The University Secretary
Soroti University

P.O. Box 211

SOROTI

A detailed job advert and description is available on Soroti University website
wWww.sun.ac.ug
NB:

1) Late applications will not be accepted.
2) Only short-listed candidates shall be contacted for interviews.


http://www.sun.ac.ug/

1.0 CENTRAL ADMINISTRATION
1.1 JOB TITLE : UNIVERSITY SECRETARY

Salary Scale : PU 3
Responsible to : Vice Chancellor
Responsible for : University Bursar
Deputy University Secretary
Deputy Director/ Estates & Works
Deputy Director/ Procurement & Disposal
Terms of Employment: Contract (Renewable)
Age Limit: 40 - 55 Years of age

A) PURPOSE OF THE JOB
To provide financial and general administration of the University including

custody of the seal and administration of University assets.

B) DUTIES AND RESPONSIBILITIES

1. Secretary to the University Council and its Committees, providing guidance to
the Vice Chancellor and the Management team to facilitate Council in decision
making and governance.

2. Be the Accounting Officer of the University.

3. Direct the management, inventory and safe custody of all assets of the University
including the Seal and records.

4. Direct the proper utilisation and accounting for the fiscal resources and other
assets of the University as a designated Accounting Officer and reports to the
Vice Chancellor and the University Council.

5. Direct the preparation of the University annual budget and work plans.

6. Manage and administer the human, fiscal and physical resources of the
University in accordance with the existing laws, policies, regulations, guidelines,

approved annual work plans and budgets.



7. Communicate, interpret, guide and provide technical support in the
implementation of Council policies and resolutions.
8. Enforce accountability and transparency in the management and delivery of
University administrative and financial services in line with existing laws,
policies, regulations, guidelines and Council resolutions.
9. Direct the procurement of University works, goods and services and disposal of
assets in accordance with the appropriate laws, policies, regulations and
guidelines.
10.Promote linkages between Schools, Institutes, Centers or other Academic bodies,
Management, Council, Line Ministries, and other stakeholders for effective
implementation of University programmes, operations, and policies and
enhancing collaborative networks.
11.Manage, counsel, and assess the performance of staff in the Office of the
University Secretary.
12.Coordinate the provision of legal services and representation of the University in
cases of civil litigation.
13.Answer audit queries that may arise from the appropriate authorities and report
to Council.
14.Direct administration of security at the University.
15.Set performance targets, supervise and appraise staff of the Office of the
University Secretary.
C) KEY OUTPUTS
1. University fiscal resources properly utilized, accounted for and relevant
reports furnished to the Vice Chancellor and the University Council.

2. University annual work plans and budgets prepared.

3. Use of resources in accordance to the existing laws, policies, approved
plans, and budgets managed.

4. Council policies and resolutions communicated, guided, and their
implementation supported.

5. Minutes of Council and Committee meetings taken and decisions

communicated and implemented as directed.



D)

6. Accountability and transparency in the management and delivery of
administrative and financial services in accordance with the
appropriate laws and policies, and Council resolutions assured.

7. Financial and physical resources prudently used, accounted for and
assets register managed.

8. Technical support and advice to facilitate decision making and
governance provided.

9. Accountability and transparency in the management and delivery of
University administrative and financial services assured.

10.Works, and goods and services procured in accordance with appropriate laws
and policies.

11. Linkages between internal governance structures and external
stakeholders promoted and collaborative networks enhanced.

12.  Staff of the Office managed and assessed.

13. University legal services coordinated and legal representation done.

14. Audit queries answered and a report presented to Council.

15. Security for the University population and that of its visitors and
their property assured.

16. Performance targets set and staff of the Office supervised and

appraised.

PERSON SPECIFICATIONS

. Master’s Degree in Management or Management related fields and a

Bachelor’s Degree in any discipline.
Professional qualifications in any of the following courses shall be an
added advantage;
i.  Accounting
ii.  Administrative Law
iii.  Procurement and/or
iv.  Membership of the Institute of Chartered Secretaries and

Administrators (ICSA)



E) OTHER ESSENTIAL QUALITIES
The candidate must:
Be industrious
Be ready to work for long hours
Have a track record of high integrity

Be computer literate

U

Have excellent communication skills

F) WORK EXPERIENCE
Should have a minimum of ten (10) years working experience in administration
from a reputable organization, five (5) of which should have been at Senior
Management level or equivalent level in a reputable organization. A person with
experience in Higher Educational Institutions will have an added advantage.
For purposes of this position, the phrase Senior Management level shall be
defined as the Third layer of decision making process in a recognised institution

from the Top in the Management Structure.

GENERAL TERMS
i) Appointment

In accordance with the University and Other Tertiary Institutions Act 2001 (as
amended), the successful candidate shall be appointed on contract for five (5)
years and shall be eligible for re-appointment only once subject to satisfactory

performance.



2.0 SCHOOL OF ENGINEERING AND TECHNOLOGY

2.1 JOB TITLE : SENIOR LECTURER (COMPUTER ENGINEERING
OR COMPUTER SCIENCE) - RE-ADVERTISED

Number of Vacancies : 1 (One)

Area of Specialization : Computer Engineering or Computer Science

Department : Electronics and Computer Engineering

Salary Scale :PUSTS

Tenure : Permanent/Contract

Responsible to : Head of department

Responsible for : Lower level Academic Staff in the relevant discipline

PURPOSE OF THE JOB

To teach, supervise students, conduct research and publish findings.

PERSON SPECIFICATION

1.
2.

PhD in Computer Engineering or Computer Science.

A Master’s degree in Computer Engineering or Computer Science or related
Field.

An Honours Bachelor’s degree in Computer Engineering or Computer

Science or related Field.

. At least 8 years relevant teaching experience from a recognized higher

educational institution.
Evidence of continuous research with at least 8 publications in reputable

refereed journals.

DUTIES AND RESPONSIBILITIES

a) Prepares well-researched lectures and delivers them to undergraduate
and post-graduate students.

b) Sets tests, examinations and course work.

c) Administers and invigilates tests and examinations.

d) Marks tests, course work and examinations scripts.
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g)

h)

Guides and advises students on their academic performance.
Conducts research and disseminates research findings through
conferences, seminars and publications.

Supervises undergraduate and post graduate students undertaking
research projects.

Conducts seminars and tutorials.

Contributes to the University and wider society through community

service.

KEY OUTPUTS

i.

ii.
iii.
1v.
V.
vi.
vii.
Viii.

iX.

Well researched lectures delivered.

Tests, examinations and course work set.

Tests and examinations administered and invigilated.
Tests, course work and examination scripts marked.
Research undertaken and findings disseminated.
Students guided and advised on their performance.
Students undertaking research supervised.

Seminars and tutorials conducted.

Community outreach service done.



2.2. POSITION : LECTURER - ELECTRICAL POWER ENGINEERING
OR ELECTRICAL MACHINES (RE-ADVERTISED)

Number of Vacancies : 1 (One)

Area of Specialization : Electrical Power Engineering or Electrical
Machines

Department : Electrical and Energy Engineering

Salary Scale : PUG.1 TS

Tenure : Permanent/Contract

Responsible to : Head of Department

PURPOSE OF THE JOB
To conduct high-quality research and teach undergraduate students as

appropriate.

PERSON SPECIFICATION

1. A Master’s Degree and PhD in Electrical Machines or Power Engineering or
related field from a recognized Institution/ University.

2. Bachelors’ Degree with at least Second-Class Honours Upper Division in

Electrical and Electronics Engineering OR Electrical Engineering OR in

related field from a recognized Institution/University.

Should have excellent interpersonal and effective communication skills.

Should have proven ability to conduct scholarly research.

Should be computer literate.

o o kW

Should have the ability to work in a team and create network among
colleagues.

7. Teaching experience gained from a recognized institution of higher learning
will be an added advantage.

8. Should have a good track record of service to the public.



DUTIES AND RESPONSIBILITIES

To prepare and conduct lectures to undergraduate and postgraduate students

using innovative approaches which include e-learning.

a)

b)

)

d)

g)

h)

To guide and advise students on their academic performance and attending
to their queries on academic issues.

To participate in the supervision of practicals.

To conduct research in areas of specialization and disseminate the research
findings.

To supervise and mentor undergraduate and postgraduate students
undertaking research projects.

To organize, attend and conduct seminars and relevant training.

To set tests, examinations and course work according to University
standards and policies.

To mark tests and examinations scripts according to approved grading
standards of the University.

To contribute to the University and wider society through community

service.

KEY OUTPUTS

(i) Lectures to undergraduate and postgraduate students conducted.

(ii) Students guided and advised on their academic performance.

(iii) Practicals for students supervised.

(iv)Research in areas of specialization among the communities and conducted

and disseminated.

(v) Students undertaking research supervised and mentored.

(vi)Seminars and relevant training organized, conducted and attended.

vii) Tests, examinations and course works set.

(
(viii) Tests and examinations scripts marked and results compiled.
(

ix)Community service to the University and wider society carried out

END
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