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VACANCY ANNOUNCEMENT 
Magadi Sacco Society Ltd is a licensed deposit taking cooperative with over 5000 
members. The Sacco is seeking to fill the following vacancies that have arisen in the 
organization with self-motivated and qualified individuals. 
 
ACCOUNTANT (One post) 
Department: Finance Department 
Terms: Fixed Term Contract (One year renewable)  
Position reports to: Senior Accountant 
 
The accountant responsibilities will include reconciling account balances and bank 
statements, maintaining general ledger and providing accurate, timely and reliable 
reports among other responsibilities. .  
 
Key Responsibilities 

 Ensuring Bank and ledger reconciliations are done accurately and in a timely 
manner; 

 Responsible for processing payments in an effective and efficient manner; 
 Keeping records of invoices, payment vouchers and other related documents 

while ensuring all are properly filed; 
 Responsible for filing of statutory returns to KRA; 
 Assist in conducting reviews for cost reductions on various vote heads; 
 Producing accurate financial reports; 
 Processing of staff payrolls; 
 Ensuring the Society assets and liabilities are recorded correctly and safeguarded; 
 Keeping and managing debtors and creditors records; 
 Ensuring implementation of budgetary controls measures by monitoring 

purchases; 
 Processing of check off; 
 Loan disbursements & accrual of interest on loans; 
 Any other lawful duties that may be assigned from time to time. 

 
Qualifications 

 Are holders of a Business related degree or its equivalent from a recognized 
university or CPA (K)  
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 Should have served as an Accountant in a deposit taking Sacco Society or a 
comparable position with similar responsibilities in a deposit taking Sacco or a 
financial institution for a minimum period of 3 years. 

 
Attributes / Skills 

 Analytical, financial reporting, and presentation skills  
 Accuracy and attention to detail 
 Ability to plan and execute tasks with minimal supervision 
 Be a team player 
 Have excellent communication and interpersonal skills 
 Be proactive and have initiative 
 Previous experience of working with an ERP system (Navision) will be an added 

advantage. 
 

 
NB: The position demands high level of integrity beyond reproach 
Interested applicants who meet the above requirements are requested to send their 
applications together with their CV’s, academic certificates, current and expected 
remuneration, on or before 31st July 2019 addressed to The Chief Executive Officer, 
Magadi Sacco Society Limited through the following email address 
careers@magadisacco.co.ke              
 
NB: Applications that are incomplete or that are received beyond the deadline will not be 
considered. Only short listed candidates will be contacted. 
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OFFICE ASSISTANT I  

Department: Finance Department 
Terms: Contract (six months)  
Position Reports to: Accountant 

The office assistant responsibilities will include; managing the switch box, handling 
communication between external & external customers, and preparing and maintaining 
proper records of Sacco correspondences among other responsibilities. .  
 
Key Responsibilities 
 Receive all visitors of the Society and direct them accordingly; 
 Receive and make calls on behalf of the CEO; 
 Handle all incoming mails from external sources; 
 Scheduling and coordinating meetings, events and similar activities; 
 General office upkeep and cleanliness; 
 Co-coordinating between departments and operating units in resolving day-to-day 

administrative and operational problems; 
 Filing all Society’s documents and maintaining the files and archives in good order at 

all times; 
 Scanning and copying documents; 
 Drafting memos from the CEO’s office; 
 Ordering office supplies and stationery; 
 Coordinating with team leaders in arranging subcommittee meetings; 
 Organizing for staff and visitors’ accommodation; 
 Any other lawful duties as may be assigned from time to time. 
 

Qualifications for the Office Assistant Job 

 Holders of a diploma in Business administration or its equivalent from a reputable 
institution. 

 Diploma in co-operative Management will be added advantage. 
 Minimum of one year working experience in a financial services institution. 
 Proficiency in Ms Office suite. 

Attributes / Skills 



 

 
  

 
 

MAGADI SACCO SOCIETY LTD 
PAM View Building, P.O Box 13 00205 Magadi  
Tel: 020-6999258/350    Fax 020-6999258 
 Mobile: 0722272252 /0714961101 
 Email: info@magadisacco.co.ke, ideas@magadisacco.co.ke,  
Website: www.magadisacco.co.ke, 
 

1) Be of exemplary integrity and honest 
2) Have good interpersonal skills 
3) Be a team player 
4) Have good communication skills 
5) Be proactive and have initiative 
 
NB: The position demands high level of confidentiality beyond reproach 
Interested applicants who meet the above requirements are requested to send their 
applications together with their CV’s, academic certificates, current and expected 
remuneration, on or before 31st July 2019 addressed to The Chief Executive Officer, 
Magadi Sacco Society Limited through the following email address 
careers@magadisacco.co.ke              
 
NB: Applications that are incomplete or that are received beyond the deadline will not be 
considered. Only short listed candidates will be contacted. 
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OFFICE ASSISTANT II 
Department: Finance Department 
Terms: Contract (six months) 
Position Reports to: Accountant 
 
The office assistant responsibilities will include; undertaking cleaning and messengerial 
duties among other responsibilities. .  
 
Key Responsibilities 
 Ensure all areas of the society are kept clean and tidy at all times; 
 Prepare and serve tea for all staff members and visitors to the society; 
 Circulate official documentation around offices in a timely manner; 
 Delivery of official physical communications between the society and external 

stakeholders outside the Sacco premises; 
 Assist other staff members with administrative duties when need arises; 
 Scanning and photocopying documents; 
 Any other lawful duties as may be assigned from time to time. 
 
Qualifications for the Office Assistant Job 
 Have secondary level education having attained a D+ and above 
 Diploma in Co-operative Management will be an added advantage. 
 Minimum of 1 year working experience in a financial services institution. 
 Proficiency in Ms Office suite. 
 
Attributes / Skills 
 Be of exemplary integrity and honest 
 Have good interpersonal skills 
 Be a team player 
 Be proactive and have initiative 
 Must be able to work with minimal supervision. 
 
NB: The position demands high level of confidentiality beyond reproach 
Interested applicants who meet the above requirements are requested to send their 
applications together with their CV’s, academic certificates, current and expected 
remuneration, on or before 31st July 2019 addressed to The Chief Executive Officer, Magadi 
Sacco Society Limited through the following email address 
careers@magadisacco.co.ke              



 

 
  

 
 

MAGADI SACCO SOCIETY LTD 
PAM View Building, P.O Box 13 00205 Magadi  
Tel: 020-6999258/350    Fax 020-6999258 
 Mobile: 0722272252 /0714961101 
 Email: info@magadisacco.co.ke, ideas@magadisacco.co.ke,  
Website: www.magadisacco.co.ke, 
 

NB: Applications that are incomplete or that are received beyond the deadline will not be 
considered. Only short listed candidates will be contacted. 


