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AGOGOPRESBYTERIAN
WOMEN’SCOLLEGEOFEDUCATION

Agogo-AsanteAkyem

JOBVACANCIES

TheCounciloftheAgogoPresbyterianWomen’sCollegeofEducationannouncesforthe
AcademicCommunityandtheGeneralPublicofvacanciesforthefollowingPositions:

1.TUTORS

2.PROCUREMENT ASSISTANT

3.SENIORADMINISTRATIVEASSISTANT

4.DOMESTICBURSAR

1.TUTORS

QualificationandExperience

ApplicantmustholdagoodfirstdegreeandanMPhilorResearchMaster’sdegreeina

relevantsubjectarea.Bothdegreemustbeinthesamesubjectarea.

AppointmenttothepositionofTutorshallbeforaterm offive(5)yearsandmayberenewed

forasecondterm uponsatisfactoryperformance.Atutor’sappointmentmayberenewedup

toamaximum ofthreeterms,thatis,atotaloffifteen(15)yearsuponwhichtheappointment

maybeterminatedunlesstheapplicantqualifiesforpromotiontoSeniorTutorposition.

DutiesandResponsibilities

DutiesofaTutorshallinclude:

 Teaching,

 Settingandmarkingofassignmentsandexaminationquestions,

 Invigilationofexaminations,

 Supervisionofstudent’sproject,

 Researchandpublication,

 Assistingintheadministrationofthedepartments,
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 Supervisionofstudent’sinternships,

 Extensionwork/servicestotheCollegeandthenation,

 AnyotherrelateddutiesassignedbythePrincipalorherrepresentative.

Applicationsareinvitedfrom suitablyqualifiedcandidatesforappointmenttoteachthe

underlistedcourses:

COURSES

 ClothingandTextiles

 AgriculturalScience

 Twi(Asante)

 EarlyChildhood

 Mathematics

2.PROCUREMENTASSISTANT

QualificationandExperience

MusthavearelevantBachelor’sdegreeawardedbyarecognizedinstitutionorrelevant
professionalqualification.CandidatemusthaveservedaSeniorProcurementClerkina
CollegeofEducationorcomparablegradeinasimilarinstitutionororganizationforatleast
four(4)years.

OR

ApplicantmustholdHigherNationalDiploma(PurchasingandSupply)plusfour(4)years
relevantexperience.

Mustbecomputerliterateandconversantwiththerelevantsoftware.

DutiesandResponsibilities

AProcurementAssistantwillperform dutiesrelatingtoprocurementofgoods,servicesworks
including:
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 Preparationofprocurementplansforgoods,worksandservicesfortheCollege;

 Assistinginensuringadherencetoprocurementregulationsascontainedinthe
ProcurementAct2003,ACT663andanyotherregulatoryframework;

 Formulationofprocurementplansandstrategies;

 Assistingintheprocessoftendersadvertisements;

 Preparationoftenderbids

 Supervisingthemaintenanceandupdatingofproperdatabaseofsupplies,service
providersandconsultants;

 Assistinginmonitoringcontractstoensureconformanceandcompliancewith
contractterms;

 Compilationofprocurementrequestsfrom userdepartmentsforaction;

 AnyotherdutiesthatmaybeassignedbythePrincipal.

3.SENIORADMINISTRATIVEASSISTANT

QualificationsandExperience

 ApplicantmustholdaBachelor’sdegreeinAdministration/Social
Science/Managementetc.awardedbyarecognizedtertiaryinstitution.Applicantmust
haveservedasanAdministrativeAssistantinaCollegeofEducationorcomparable
gradeinasimilarinstitution/organizationwithatleastfour(4)yearsexperience.

Duties

TheAdministrativeAssistantwillperform awiderangeofAdministrativeandSecretarial
dutiesofexecutivenaturewhichinclude

 Trainingandsupervision,

 Coveringofmeetings,

 Preparationandtypingofreports,

 Keepingofconfidentialfiles,

 Maintenanceofdisciplineand
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 Executionofspecificdutiesassignedbysuperiors.

4. DOMESTICBURSAR

TheDomesticBursarwillassisttheSeniorDomesticBursarintheoverallmanagement
oftheCollegeKitchen.

QualificationsandExperience:

ABachelor’sDegreeinHomeEconomics,HospitalityManagementorrelatedfield.

Aminimum offour(4)yearspostqualificationworkexperienceincateringservicesinCollege
ofEducationorcomparablegradeinsimilarinstitution/organisation.

DutiesandResponsibilities:

 AssisttheDomesticBursarinthedaytodayrunningofthekitchen
 Supervisingthekitchenstaff
 Enforcingrulesandregulationswithregardstocookingandserving.
 Ensuringcleanlinessofallkitchentoolsandequipment.
 Trainingofstaffonthebestpracticesofcookingandserving.
 Repairs/maintenanceandsmoothrunningoftheCollegeKitchen.
 Ensuringthatfoodisservedontimeandintherightquantityandquality.
 PreparationofrequisitionandestimatesforapprovalbyCollegeauthorities.
 Ensuringavailabilityofstockatalltimes.
 Providingtechnicalassistancetomanagementonthebestpractices.
 Perform otherrelateddutiesthatmaybeassignedfrom timetotime.
 AnyotherdutiesthatmaybeassignedbythePrincipal.

Remuneration

Salaryandconditionsattachedtotheabovepositionsareattractiveandinaccordancewith

theapprovedHarmonisedConditionsandSchemeofServicefortheCollegesofEducation.

ModeofApplication
 InterestedCandidatesarerequestedtosubmitanApplicationLetterwiththefollowing:
 Curriculum Vitae;
 Referencelettersfrom Three(3)Referees;and
 ATwo-PageStatementofPurpose/PersonalStatement.

To:
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THECHAIRPERSON

APPOINTMENTSANDPROMOTIONSCOMMITTEE

AGOGOPRESBYTERIANWOMEN’SCOLLEGEOFEDUCATION

POSTOFFICEBOX26

AGOGO,ASANTEAKYEM NORTH

searchcommittee@apwce.edu.gh

*Applicantsshouldusethejobtitleasthesubjectline.

ClosingDate
Applications should reach the above emailaddress in softcopy ONLY on orbefore
Wednesday3rdMarch,2021

Onlyshortlistedapplicantswillbecontacted.

-------Signed-----

PRINCIPAL
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