

 REVISED SCHEME OF SERVICE FOR HEALTH ADMINISTRATIVE OFFICERS.
1.       AIMS AND OBJECTIVES
i. To provide for a well-defined career structure which will attract, motivate and retain suitable qualified Health Administrative Personnel in the Civil Service.
ii. To provide for well-defined job descriptions and specifications with clear delineation of duties and responsibilities at all levels within the career structure to ensure proper deployment and utilization of Health Administrative officers to enable them understand the requirements and demands of their jobs.
iii. To establish standards for recruitment, training and advancement within the career structure on the basis of qualifications, knowledge, merit and ability as reflected in work performance and results; and
iv. To ensure appropriate career planning and succession management.

2.       ADMINISTRATION AND TRAINING SCOPE OF THE SCHEME

    Responsibility for Administration
The Scheme of Service will be administered by the Principal Secretary responsible for the Health Function in conjunction with the Public Service Commission at the National Level, at the County level; the scheme will be administered by the Chief Officer responsible for Heath Services in conjunction with the County Public Service Board. In administering the Scheme, the Principal Secretary/Chief Officer will ensure that its provisions are strictly observed for fair and equitable treatment of officers and that, officers are confirmed in their appointment on successful completion of the probation period. 

b)      Training Scope
In administering the Scheme, the Principal Secretary/Chief Officer will ensure that appropriate training opportunities and facilities are provided to assist Servicing officers acquire necessary additional qualifications/specialization and experience required for both efficient performance of their duties and advancement within the career structure.  Officers should also be encouraged to undertake training privately for self-development. However, in all matters of training, Principal Secretary/Chief Officer administering the Scheme will consult the Public Service Commission/ County Public Service Board
3.     HEALTH ADMINISTRATIVE OFFICER FUNCTION
i. Function of Health Administrative officer at National/County Health Headquarters and Health Programs
At the National/County headquarters and program levels, the functions entails but not limited to development and dissemination of Health policy guidelines; Planning, budgeting and finance, procurement, development, implementation,   monitoring, and evaluation of health projects. Promote innovation and modern technology in the provision of Health Care Services.
 Ensure compliance of Health    infrastructures meets international regulations and standards, e.g the mortuaries, promotion of discipline and professionalism; promotion of Private Public Partnership; handling relevant parliamentary/County Assemblies matters related to health; Support preparation of relevant gazette notices;  response to patients, public and staff complaints/compliments and welfare; membership to various management committees and staff development.

ii. Function of Heath Administrative Officer in the Hospital/health institution
At the  Hospital/ health institution level, the function entails; the day-to-day rounds in all the wards, departments, including the mortuaries; supervision and co-ordination of Health/Hospital administrative services to support curative (hospital/health institution based,  and preventive Health program  activities, specifically,  Planning and implementation of budgets; development and maintenance  of  health facilities; Estate management of residential and   non- residential buildings;  co-ordination of revenue collection; catering and housekeeping services; requisition, transport management, utilization  and  management  of stores & equipment; promotion of staff and Patients welfare by ensuring their security and comfort ; response to patients, public and staff complaints/compliments; promotion of Private Public Partnership; provision of secretarial and administrative services to various committees and maintenance of health administrative service standards in hospital/health institution.
   GRADING STRUCTURE AND SCOPE 
(a)    Grading Structure
The Scheme of Service establishes ten (10) grades of Health Administrative Officers who will be designated and graded as follows:

1. Current grading for HAO
	Designation

	Job Group


	Health Administrative Officers III
	H

	Health Administrative Officers II
	’J ‘

	Health Administrative Officers I
	‘K’

	Senior Health Administrative Officer
	‘L’

	Assistant Chief Health Administrative Officer
	‘M’

	Senior Assistant Chief Health Administrative Officer 
	‘N’

	Deputy Chief Health Administrative Officer
	‘P’

	Senior Deputy Chief Health Administrative Officer
	‘Q’

	Chief Health Administrative Officer
	‘R’


2. Proposed Grading of HAO

	Designation

	Job Group


	Health Administrative Officer III
	‘H’

	Health Administrative Officer II
	‘J’

	Health Administrative Officer I
	‘K’

	Senior Health Administrative Officer
	‘L’

	 Chief Health Administrative Officer
	‘M’

	Principal Health Administrative Officer 
	‘N’

	 Assistant Director, Health Administrative Services
	‘P’

	Senior Assistant Director,  Health Administrative Services
	‘Q’

	 Deputy Director,  Health Administrative Services
	‘R’

	Director,  Health Administrative Services
	‘S’


3. 2nd proposed Grading of HAO

	Designation

	Job Group


	Health Administrative Officer III
	‘H’

	Health Administrative Officer II
	‘J’

	Health Administrative Officer I
	‘K’

	Senior Health Admin. Officer II
	‘L’

	Senior Health Admin. Officer I
	‘M’

	Assistant Chief Health Administrative Officer 
	‘N’

	Chief Health Administrative Officer
	‘P’

	Deputy Director,  Health Administrative Services
	‘Q’

	Senior Director, Health  Administrative services
	‘R’

	Director, Health  Administrative services
	‘S’


  Note: Common Establishment
Job Groups 
H/J/K/L’’ Health Administrative Officer II1/ 11/1/SHAO’’ for Diploma holders; Job Groups J/K/L/M/N for Degree holders will form a common establishment for the purpose of this scheme.
4. SERVING OFFICERS

Serving Officers will adopt and convert as appropriate to the new grading structure and designations provided in the revised Scheme of Service though they may not be in possession of the minimum qualifications and/or experience stipulated in the Scheme of Service. However, for advancement to higher grades, all candidates must possess the prescribed minimum qualifications and/or experience required for appointment to the next grade.
5.     PROVISION OF POSTS
A Scheme of Service does not constitute authority for creation of or up-grading of posts.  Any additional post(s) required under the new grading structure must be in the scheme of service and must be submitted to the Public Service Commission/County Public Service Board as the case may be for consideration and approval in the normal manner. 
6.     ENTRY INTO THE SCHEME OF SERVICE
a)     Direct Appointment
Direct appointment will be made in the grades of Health Administrative Officer III Job Group ‘H’ for non-degree holders and Health Administrative Officer II Job Group ‘J’ for graduates, provided the candidate is in possession of the minimum qualification stipulated for these grades.  In exceptional cases, however, direct appointment may be made beyond these grades by the Public Service Commission/County Public Service Board on the recommendation of the Principal Secretary/ Chief Officer administering the scheme provided that the candidate is in possession of the necessary qualifications and experience required for appointment to the grade.
b)    Incremental Credit
Incremental Credit(s) for approved experience acquired after obtaining the prescribed minimum qualifications for a grade may be awarded at the rate of one increment for each completed year of approved experience provided the maximum of the scale is not exceeded. In awarding incremental credit(s), any period of service or experience stipulated as a basic requirement for appointment to a particular grade will be excluded.

7. 
Advancement within the scheme of service

The scheme of service sets out the minimum qualification and/or experience required for advancement from one grade to another.  It is emphasized, however, that these are the minimum requirements, which entitle an officer to be considered for appointment or promotion to a particular grade.  In addition, advancement from one grade to another will depend on;

i. existence of vacancy in the authorized   establishments
ii. merit and ability as reflected in work performance and results; and
iii. Approval of the Public Service Commission/County Public Service Board.

8.    RECOGNIZED QUALIFICATIONS
The Senior Management course lasting for not less than four (4) weeks
i. Certificate in Strategic Leadership Development Programme lasting not less than six (6) weeks from a recognized institution.
ii. Certificate in computer Application skills from a recognized institution

Membership and accreditation by Kenya Association of Health Administrators, and following are the recognized qualifications for the purpose of this Scheme of Service: -

i. Kenya Certificate of Secondary Education (KCSE) mean grade C- or its equivalent with at least a C in English/Kiswahili and Mathematics or any other qualification from a recognized institution;

ii. Diploma in any of the following; Health Management, Community Health  Hospital/health institution Administration or Business Administration from a recognized Institution
iii. A bachelor’s degree in any one of the following; Health Economics, Public Administration, Business Administration, Health services management,  Health Systems Management, Hospital Administration  from a recognized University. 
iv. Post graduate diploma in Health/ Hospital services administration.

v. Masters   degree   in   any   of   the   following   fields:-   Health   Management,  Health Administration, Hospital/health institution Administration, Health Planning, Public Health Policy and Administration, Business Administration, Health Systems Management, Strategic Management or equivalent qualifications from a recognized institutions

Certificate in Supervisory Skills course lasting not less than two (2) weeks from a recognized institution

vi. Such other qualifications as may be adjudged to be equivalent and relevant by the Public Service Board Commission/County Public Service Board.
9.    IMPLEMENTATION OF THE SCHEME OF SERVICES

This scheme of service will become operative with effect from……………… on implementation, all serving officers will automatically become members of the scheme

10. JOB APPOINTMENTS AND SPECIFICATIONS 

Health Administrative Officer III, Job Group ‘H’
Job Summary

a) Duties and Responsibilities

This will be the entry and training grade for this cadre. Work at this level will be limited in scope and complexity carried out under the guidance and supervision of a senior officer, the officer may be deployed in a busy Health Centre/or in a unit in a hospital/ health program.  It will entail allocation of health administrative duties and responsibilities specially;  preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non- residential buildings;  co-ordination of revenue collection, Coordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and Patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; maintenance of health administrative service standards in hospital/health institution.

Requirements for Appointment

For appointment to this grade, an officer must have
i. Kenya Certificate of Secondary Education (KCSE) mean grade C-  or its equivalent with at least a C in English/Kiswahili and Mathematics or any other equivalent qualification from a recognized institution;
ii. Diploma     in     Hospital/health institution/Health     Administration     or     Business           Management/Administration.

iii. Certificate in computer Application skills from a recognized institution
iv. Such other qualifications as may be adjudged to be equivalent and relevant by the Public Service Board Commission/County Public Service Board
Health Administrative Officer II, Job Group ‘J’  
Job Summary
This will be the entry and training grade into this cadre for graduates. An officer at this level may be deployed in a Sub-County Hospital/Health institution, Department or Unit within a large Hospital/health institution or to assist in a specific Health Programme. Duties and responsibilities  will be of higher complexity and will require less supervision than the Health Administrative Officer III; this entails preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non- residential buildings;  co-ordination of revenue collection, Coordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and Patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; maintenance of health administrative service standards in hospital/health institution
Requirement for appointment.

For appointment to this grade, an officer must have
i. Bachelor’s degree in any of the following; Health Management, Hospital/ Health institution Administration, business Administration, Public Administration,   Health   Economics, Health Systems Management, Public Health , Community Health or  equivalent   qualification   from   a recognized institution.
ii. Served in the grade of Health Administrative Officer III or in a comparable position for a minimum period of three (3) years.
iii. Certificate in computer Application skills from a recognized institution

iv. Membership to Kenya Association of Health Administrators for in service staff.
v. Shown merit and ability as reflected in work performance and results.

Health Administrative Officer I, Job Group ‘K’
Job Summary
An officer at this level will be in-charge of Health Administrative Services in a Sub County Hospital/health institution.  He may also be deployed in a section of a section of a County Hospital/health institution/ section of Referral hospital/health institution/ Health programme.  Hospital At a Sub-County /health institution level, duties and responsibilities will services include day the -to-day supervision and co-ordination of medical administrative to support curative (hospital/health institution based) and preventive Health programmes   activities; Specifically,  preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non- residential buildings;  co-ordination of revenue collection, Coordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and Patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; maintenance of health administrative service standards in the hospital/health institution. 

Requirement for appointment
For appointment to this grade, an officer must have
i. Served in the grade of Health Administrative Officer II or in a comparable position for a minimum period of three (3) years.
ii. Certificate in computer Application skills from a recognized institution
iii. Post graduate diploma in Health/Hospital Administrative services.
iv. Membership to Kenya Association of Health Administrators.
v. Shown merit and ability as reflected in work performance and results

Senior Health Administrative Officer II, Job Group ‘L’ 
Job Summary
An officer at this level will be deployed in a busy sub-County Hospital/health institution/ Health programme. He/She may also play a deputizing role in coordinating and overseeing provision of Health Administrative Services in a County. In a County hospital/health institution, the officer will be responsible for the day-to-day supervision and co-ordination of medical administrative services to support curative (hospital/health institution based) and preventive Health programmes  activities; Specifically,  preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non- residential buildings;  co-ordination of revenue collection, Coordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and Patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; maintenance of health administrative service standards in the hospital/health institution.

Requirement for appointment
For appointment to this grade, an officer must have
i. Served in the grade of Health Administrative Officer I or in a comparable position for a minimum period of three (3) years.
ii. Certificate in Supervisory Skills course lasting not less than two (2) weeks from a recognized institution.
iii. Post graduate diploma in Health/Hospital Administrative services.
iv. Complete senior management course form a recognizes institution.
v. Certificate in computer Application skills from a recognized institution
vi. Membership to Kenya Association of Health Administrators.
vii. Shown merit and ability as reflected in work performance and results

Senior Health Administrative Officer I, Job Group ‘M’ 
Job Summary
An officer at this level will be deployed in a County referral Hospital/health institution/ Health programme. Duties and responsibilities for the officer at the county Hospital/health institution will be the day-to-day supervision and co-ordination of health administrative services to support curative (hospital/health institution based) and preventive Health programmes activities; Specifically,  preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non- residential buildings;  co-ordination of revenue collection, coordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and Patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; maintenance of health administrative service standards in hospital/health institution.

Requirement for appointment
For appointment to this grade, an officer must have
i. Served in the grade of Senior Health Administrative Officer II or in a comparable position for a minimum period of three (3) years.
ii. Certificate in computer Application skills from a recognized institution
iii. Membership to Kenya Association of Health Administrators.
iv. Shown merit and ability as reflected in work performance and results
Assistant Chief Health Administrative Officer II, Job Group ‘N’ 
Job Summary
An officer at this level will be deployed in a County Hospital/health institution/ Health programme/Referral hospital/health institution. Duties and responsibilities will be, the day-to-day supervision and co-ordination of non-medical administrative services to support curative (hospital/health institution based) and preventive Health programmes  activities; Specifically,  preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non-residential buildings;  co-ordination of revenue collection, co-ordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and Patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; maintenance of health administrative service standards in hospital/health institution.

He may also deputize Chief Health Administrative Officer II to co-ordinate and oversee provision of health administrative services Management in a Ministry/ County. 
Requirement for appointment
For appointment to this grade, an officer must have
i. Served in the grade of Assistant Chief Health Administrative Officer or in a comparable position for a minimum period of three (3) years.
ii. Senior Management course lasting for not less than four (4) week
iii. Certificate in computer Application skills from a recognized institution
iv. Membership to Kenya Association of Health Administrators.
v. Shown merit and ability as reflected in work performance and results
Chief Health Administrative Officer, Job Group ‘P’ 
Job Summary
An officer at this level will be deployed in a busy County Referral Hospital/health institution with teaching subsidiary/ National Health programme/Referral hospital/health institution. Duties and responsibilities of the officer when deployed in busy County hospital/health institution will be day-to-day supervision and co-ordination of non-medical administrative services to support curative (hospital/health institution based) and preventive Health programmes  activities; Specifically,  preparation and implementation of budgets; development and maintenance  of  health  facilities; Estate management of residential and non- residential buildings;  co-ordination of revenue collection, co-ordination of catering and housekeeping services; overseeing requisition, transport management, utilization  and  management  of stores & equipment, overseeing staff and patients welfare by ensuring their security; management of the hospital/health institution; providing secretarial and administrative services to various committees and; supervise and development staff under him/her, maintenance of health administrative service standards in hospital/health institution.

Requirement for appointment
For appointment to this grade, an officer must have
i. Served in the grade of Assistant Chief Health Administrative Officer II or in a    comparable position for a minimum period of three (3) years.
ii. A Masters   degree   in   any   of   the   following   fields:   Health   Management,   Health Administration,   Hospital/health institution Administration, Health Planning, Public Health, Public Policy and Administration, Business Administration, Health Systems Management or equivalent qualifications from a recognized institutions
iii. Certificate in computer Application skills from a recognized institution
iv. Member of Kenya Association of Health Administrators. 
v. Shown merit and ability as reflected in work performance and results

Deputy Director Health Administrative Officer, Job Group ‘Q’ Job Summary
An officer at this level will be deployed in Ministry /County Health department. At the Ministry/National level, the officer may be deployed in programs and at a National Hospital while at county he/she will be the head of Health Administrative Services. Besides providing administrative support to the DMS/ CDMS, he/she will supervise health administrative officers and promote discipline and professionalism in the cadre; development and dissemination of policy guidelines on infrastructure and health programs for health facilities, quantification of infrastructure needs, preparation of project proposals and overseeing implementation of projects, support supervision and promote discipline and professionalism in the cadre, handling relevant parliamentary business/ County Assemblies business, preparation of gazette notices, review of memoranda of understanding with Private Public  Partnership , overseeing the implementation of the cost sharing programme, membership of various management committees and staff development.

Requirement for appointment.
For appointment to this grade, an officer must have
i. Served in the grade of Chief Health Administrative Officer or in a comparable position for a minimum period of three (3) years.
ii. Certificate in Strategic Leadership Development Programme lasting not less than six (6) weeks from a recognized institution 
iii. Masters   degree   in   any   of   the   following   fields:   Health   Management,   Health Administration,   Hospital/health institution Administration, Health Planning, Public Health, Public Policy and Administration, Business Administration, Health Systems Management or equivalent qualifications from a recognized institutions
iv. Certificate in computer Application skills from a recognized institution
v. Membership to Kenya Association of Health Administrators.
vi. Shown merit and ability as reflected in work performance and results
Senior Deputy Director Health Administrative Services, Job Group ‘R’ 
Job Summary
The Senior Deputy Director Health Administrative officer will be based at the Ministry of Health Headquarters /County Headquarters will be designated as the official deputy to the Director, Health Administrative Officer. An officer at this level will be deputizing the director in development and dissemination of policy guidelines on infrastructure and health programs for health facilities, quantification of infrastructure needs, preparation of project proposals and overseeing implementation of projects, support supervision and promote discipline and professionalism in the cadre, handling relevant parliamentary business, preparation of gazette notices, review of memoranda of understanding with Private Public  Partnership , overseeing the implementation of the cost sharing programme, membership of various management committees and staff development coordinate and oversee provision of health administrative services Management . 
Requirement for appointment

For appointment to this grade, an officer must have
i. Served in the grade of Deputy Director Health Administrative Officer or in a comparable position for a minimum period of three (3) years.
ii. Masters   degree   in   any   of   the   following   fields:   Health   Management,   Health Administration,   Hospital/health institution Administration, Health Planning, Public Health, Public Policy and Administration, Business Administration, Health Systems Management, Health Economics or equivalent qualifications from a recognized institutions.
iii. Member of Kenya Association of Health Administrators.
iv. Shown merit and ability as reflected in work performance and results
Director, Health Administrative Services, Job Group ‘S’ 
Job Summary
The Director, Health Administrative Services will be based at the Ministry of Health Headquarters and will be responsible to the Director General Health Services for effective and efficient provision of health administrative services for hospital/health institutions and health programmes.  His/her duties and responsibilities will include: development and dissemination of policy guidelines on infrastructure for health facilities, quantification of infrastructure needs, preparation of project proposals and overseeing implementation of projects, support supervision, handling relevant parliamentary business, processing of tax exemptions, preparation of gazette notices, review of Donor/Partners/PPP memoranda of understanding, overseeing the implementation of the cost sharing programme, membership of various management committees and staff development
Requirement for appointment

For appointment to this grade, an officer must have
i. Served in the grade of Senior Deputy Director Health Administrative Officer or in a comparable position for a minimum period of three (3) years.
ii. Masters   degree   in   any   of   the   following   fields:   Health   Management,   Health Administration,   Hospital/health institution Administration, Health Planning, Public Health, Public Policy and Administration, Business Administration, Health Systems Management, Health Economics  or equivalent qualifications from a recognized institutions.

iii. Membership to Kenya Association of Health Administrators.
iv. Shown merit and ability as reflected in work performance and results
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