
 

1. Procurement & Administration Supervisor 

Job Summary: 
To manage Procurement and Administration functions of the subsidiary and ensure 
value for money in all purchases done on behalf of the bank. He/She will mainly be 
responsible for managing all the Bank procurement: Supply chain functions for the bank 
across the country; this includes but not limited to all Bank Assets purchases, 
consumables, outsourcing all the services and other administration related functions like 
mailing, vehicles management and overseeing of the drivers. The functions of this unit 
must align to the overall Bank Strategy by ensuring, there is a budget in place, all 
stakeholders are engaged, policies and procedures are observed, and the key aspect of 
cost containment is adhered to. 

Job Details: 
Key Responsibilities 

 Develop, execute, and administer all procurement and administrative activities in the 
department for diverse works, goods, and services 

 To support and assist the Supply Chain Manager as well as advice the rest of the 
business units within the organization on all procurement and Administrative 

 To manage and co-ordinate the procurement, Administrative and Administrative 
processes and to be able to use established, transparent procurement policies and 
standard operating procedures. 

 Plan and monitor the qualitative and quantitative of work output, reviewing all 
procurements guidelines prior to execution for appropriateness, completeness and 
accuracy. 

 Work with colleagues to maximize use of resources and streamline efforts, considering 
cost containment factor, aggregate forecast of client requirements, as well as 
procurement and Administrative trends, to ensure efficient planning. 



 Timely compilation of procurement periodic reports. 

 Develop and monitor procurement and Administrative activities, both pre and post and 
providing support to the implementation of works relative to procurement and 
Administrative issues with an action plan chart. 

 Deliver the procurement and Administrative strategy including sourcing activities which 
generate benefits and achieve financial savings targets through insight and analysis of: 

1. budget spends and supply base are in place to establish suppliers per the bank’s 
procurement needs. 

2. Supply markets to identify potential suppliers and market trends. 

3. Identification of internal and external cost drivers in the procurement categories 

4. iv) Development of savings opportunities and benchmarking of industry standards and 
practices to identify quick win opportunities. 

5. Preparation of pre-Tender and tender documents in conjunction with key user 
departments. 

Daily Responsibilities 
 Prepare and deliver on-job training for user departments in procurement in relation to 

techniques, processes, and systems. 

 Prepare procurement and Administrative solicitations in collaboration with the 
substantive sections and originate procurement and Administration documents, internal 
and external correspondence related to competitive and direct procurements, 
Administrative and Administrative activities. 

 Carryout the procurement, Administrative and Administrative processes, including pre-
bidding conference, evaluation of bids, post-qualification, and recommendation for award 
such as: 

1. Management and process travel requisitions 

2. Invitee to the Procurement Committee 

 Supervising the Administration officer on his/her daily duties 

 Any other duties assigned to you. 

Requirements: 
 Bachelor’s Degree in Procurement, Administration, or any other related fields 

 Professional Qualifications i.e. Public Procurement Regulatory Authority Accreditation 



 Master’s degree in Business Management OR a Business Related Field is an added 
advantage 

Deadline: 2022-08-20 00:00:00 
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2. Administration officer 

Job Summary: 
To ensure availability, efficient utilization, and maintenance of all facilities as per 
business needs in accordance with the bank’s facilities, Stationary Store, and transport 
policies. 

Job Details: 
Key Responsibilities 

 Provide excellent customer service to internal and external customers by responding to 
all enquires, incident reports and requests related to the bank’s facilities for fulfilment as 
per SLA and policy. 

 Stores management (Maintaining store records, receiving goods, inspection of goods, 
Sorting, Packing, Issuing, control, and stock taking) 

 Supervise delivery of service and goods, stock replenishment/resupply such as vehicles 
refuelling, delivery of fuel for generators, drinking water and other goods, corrective and 
preventive maintenance works for equipment and premises. 

 Ensure compliance to OSHA guidelines and other regulations related to workplace 
hygiene and safety standards. 

 Maintain and continuously update the asset register to track warranty, asset life cycle 
and whole life costs. 

 Control cost associated with maintenance and repair of the bank’s facilities. 

 Ensure availability of office utilities and consumables such as electricity, water, office 
supplies and groceries. 

 Receive stationery orders from branches and head office department and supervise 
issuance, shipment, and creation of requisitions for items that are not in stock. 
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 The Administration Officer will support both the Procurement and Facility Supervisors in 
all aspects as explained above and also he or she will be required to attend the archive 
related matters with specific focus on operations of the archive facility/record 
management. 

 The Administration officer will be responsible for managing the bank’s facilities within 
KCB Bank Tanzania as well as perform administrative duties as outlined in the bank’s 
facilities, Stationary store, and transport policies. 

Daily Responsibilities 
 Looking after the Bank’s facilities such as Machineries and equipment, vehicles, 

furniture, and the premises as whole. 

 There is a Stationary store that requires to be well maintained and always be organised 
with stock cards and labels. 

 Bank as well has eighteen premises located in 18 different places across the country 

 of which requires frequent checking to ensure they are all in good condition and all 

 is working well. In accordance with the bank’s facilities management policy and 

 regulatory requirements these facilities must be kept up to standard. 

 The administrator will be responsible for monitoring and ensuring that all the Cost lines 

 such as repair and maintenance, motor vehicle running expenses, electrical and fuel 

 are directly associated with facilities management are running with budget. 

 Occupational, Safety and health standards are well observed, as well as emergence 
evacuation facilities at workplace are in place and functioning effectively 

Requirements: 
 Bachelor’s degree in facilities management/property management/ Estate 

management/Procurement and supplies/ Materials management/ business related 
studies 

 Store Keeping knowledge will be a value-added advantage. 

 Work experience will be considered as an added advantage 

Deadline: 2022-08-20 00:00:00 
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3. Banc Assurance Officer 

Job Summary: 
Support the Bancassurance business in delivery of its sales and business development 
strategy. 

Job Details 
KEY RESPONSIBILITIES: 

 Following up on outstanding premiums and yet to be renewed policies. 

 Compiling monthly Credit Life reports and to be sent to the Insurers. 

 Issuing Policies after receiving the right information. 

 Preparing of various reports of Banc Assurance unit. 

 Grow and process Insurance Premium Financing business 

 Reconciliation of Banc Assurance Accounts 

 Responsible for retention of business and support of the Bank’s sales teams and 
relationship managers to grow business. 

 Ensure continuous engagement with the retail network (the bank) dealing with their sales 
issues and embedding of insurance across the branches. 

 Identify product needs and generate new revenues and develop solutions in liaison with 
various insurer partners or underwriters to meet current and future need of the business 
and the customers. 

 Ensure all regulatory requirements are met through rigorous compliance checks and 
adherence to SLAS and ensuring all audit items are maintained/closed within deadlines. 

DAILY RESPONSIBILITIES: 
 Daily tracking, management of the Insurance Premium Financing book. 

 Stakeholder’s engagement to drive growth, and support closure on time. 
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 Ensure all regulatory requirements are met by ensuring compliance to the insurance act 
and SLA’s. 

 Recording of policies to keep track with legal department. 

MINIMUM POSITION QUALIFICATION AND REQUIREMENTS 
 Bachelor’s Degree in insurance or COP 

 Professional Qualification in Sales is an Added Advantage 

 A minimum of 1 year experience 

Deadline: 2022-08-25 00:00:00 
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4. Unit Head, Corporate Relationship Management 

Job Summary: 

To provide leadership and guidance to a team of Corporate Banking Relationship 
Managers and Corporate Bankers with the objective of growing business in terms of the 
loan book, deposits, customer base and income from a given set of customer portfolio 
and by prospecting and signing up new customers. Effective account relationship 
management resulting in optimization of customer satisfaction, retention and wallet 
share through selling multiple solutions from the entire bank’s product range is critical 

Job Details: 
KEY RESPONSIBILITIES 

 Growth in business volumes, customer base and income. 

 Quality of leadership experienced by the team and how effectively that translates into 
conducive work environment and employee satisfaction. 

 Adequacy of personal and staff competence to effectively perform team’s tasks. 

 Minimization of exposures and impact of risks associated with KYC, AML and portfolio 
maintenance. 
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 Effectiveness of CRM team structure and application of established systems (policies, 
processes, procedures and tools) for optimal efficiency, compliance resource utilization 
and cost containment. 

DAILY RESPONSIBILITIES 
 Prospecting for and acquiring new customers. 

 Monitoring and ensuring high quality/ consistent service delivery and target response 
times to credit requests and other service related requests in line with set quality 
standards. 

 Organic growth from existing team portfolio to meet set targets. 

 Business development through proactive business development to prospects;- 

1. through an effective call program to both existing and prospects, explore/review 
opportunities in order to grow corporate balance sheet. 

2. monitoring the performance of existing portfolio and ensuring that the team undertakes 
thorough appraisal to minimize bank exposure, 

3. maintains the highest standards of credit quality in order to identify NPLs and agree on 
acceptable exit plan. 

 Seeking opportunities to grow ancillary income. 

 Seeking ‘cross-selling’ opportunities for other products and services through marketing 
KCB’s products to existing and prospective customers 

 Maintenance of high team morale and motivation through: 

1. professional leadership and guidance, 

2. team building activities to develop team work to ensure highest degree of co-operation 
and productivity. 

3. networking and development of efficient market intelligence for use by the team. 

 Monitoring credit facilities of the team portfolio to ensure that credit renewals, extensions 
and cancellations are effected promptly. 

 Liaise and provide leadership to Corporate Relationship Managers and Corporate 
Bankers in areas of expertise, particularly in regards to customer satisfaction and 
adherence to bank rules and procedures. 

 Work in close partnership with Credit team, Branch Managers, Director Corporate 
Banking to ensure that the credit requests for new and existing facilities are correctly 
prepared in accordance with KCB and/or group policies. 



 Be conversant with the KYC requirements. Undertake actions to ensure compliance and 
report suspicions. Exercise due care and diligence in ensuring all anti-money laundering 
and KYC requirements are complied with. 

REQUIREMENTS: 
 University Degree preferably in Business Managements i.e. Accounting, Finance, 

Marketing 

 Associate of Chartered Institute of Bankers (or equivalent) or MBA is an added 
advantage. 

 Eight years’ experience in banking with at least five years in Corporate Banking related 
role 

 Proven leadership and people management skills with a high level of commitment and 
enthusiasm 

 Good communication, negotiation and presentation skills 

Deadline: 2022-08-25 00:00:00 
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 5. Corporate Relationship Manager (CRM) - Arusha 

Job Summary: 

To achieve business growth for the Bank by acquiring new profitable customers; and 
selling Corporate Banking products while also promoting sales of other products and 
services of the Bank to increase wallet share within existing customers.  This 
incorporates prospecting for new business as well as managing customer expectations 
to sustain strong business relationships. 

Job Details: 
KEY RESPONSIBILITIES 

 Growth in business volumes, customer base and wallet share. 

 Adequacy of personal competence to effectively perform Relationship Management 
tasks. 
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 Consistency in adherence to and application of established policies, processes, and 
tools to achieve optimal efficiency, compliance and cost containment. 

 Minimization of exposures to and impact of risks associated with KYC, AML and portfolio 
maintenance. 

 Quality of management of customer expectations 

DAILY RESPONSIBILITIES 
 To create and manage corporate banking relationships and ensure optimal sells to all 

the customers being treasury customers, retail by way of joint calls and cross selling. 
Creatively tailor products to meet individual customer needs. 

 Grow the corporate banking customer base by recruiting new customers, and wallet 
sizing to the existing customers to attain high returns. 

 To manage the customers relationships to ensure retention by making sure that all the 
complain raised by them are resolved within a reasonable and agreed time 

 Monitor and ensure that there is no excesses that are not approved. 

 Work in close partnership with Credit team, Branch managers, Head Corporate 
Relationship management, Director Corporate banking to ensure that the credit requests 
for new and existing facilities are correctly prepared in accordance with KCB and/or 
group policies. 

 After consideration of individual case merits, recommend credit requests for approval to 
relevant authorities. 

 Liaise and provide leadership to corporate bankers in areas of expertise, particularly in 
regards to provision of facilities to customers. 

 Provide feedback to the unit head relationship management and Corporate Director, or 
relevant parties in regards to facilities in KCB. 

 Responsible for delivering a service to customers that matches the Bank’s mission 
statement. 

 Be conversant with the KYC requirements. Undertake actions to ensure compliance and 
report suspicions.  Exercise due care and diligence in ensuring all anti-money laundering 
and KYC requirements are complied with. 

REQUIREMENTS: 
 University degree or its equivalent and relevant professional qualification in Banking, 

Accounting or Finance. 

 Three years of experience with similar responsibilities 



 Practical experience in use of Microsoft Office Packages 

Deadline: 2022-08-25 00:00:00 

Reference Number: IRC13212 
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