7~ Zimbabwe

7 Gender

Commission

Applications are invited from suitably qualified and experienced persons to fill in vacancies that have
arisen within the Zimbabwe Gender Commission. Applicants should submit an application letter
accompanied by a detailed Curriculum Vitae and certified copies of academic and professional
certificates:

1) JOB TITLE: INFORMATION AND TECHNOLOGY OFFICER

REPORTS TO: INFORMATION AND TECHNOLOGY MANAGER
STATION: HEAD OFFICE
Job Purpose:

To guarantee smooth operation of the organisation’s IT systems.

KEY DUTIES AND RESPONSIBILITIES

Servicing IT Equipment.

Repairing faulty infrastructure.

Monitoring systems and networks.

Identifying and resolving technical issues and problems.
Automating business processes.

Developing and maintaining electronic systems.
Conducting security risk assessment.

Implementing security measures.

Conducting security awareness and trainings.

Education and Qualifications

e Degree in Computer related disciplines
e Minimum of 3 years’ experience

CRITICAL OR TECHNICAL COMPETENCIES REQUIRED

e Communication skills
e Time Management
e Problem solving skills



2) JOB TITLE: PROCUREMENT OFFICER

REPORTS TO: PROCUREMENT MANAGER
STATION: HEAD OFFICE
Job Purpose:

To procure goods and services for the Commission.

KEY DUTIES AND RESPONSIBILITIES

Preparing Annual Procurement Plan for the Commission.
Consolidating of Departmental Procurement Plans.
Implementing the Procurement Plan.

Preparing of bidding documents.

Advertising of tenders.
e Drafting of Contract Documents.

e Evaluating Supplier Performance.
e Drafting of periodic procurement returns.

Education and Qualifications
e Degree in Purchasing and supply or any equivalent qualification

e Minimum of 3 years’ experience

CRITICAL OR TECHNICAL COMPETENCIES REQUIRED

e Problem-solving skills

e High accuracy

e Ethical behaviour

e Effective written and oral communication skills
¢ Good understanding of key computer packages

Applications from prospective candidates should be submitted not later than 21 November 2025.

Applications should clearly indicate the post being applied for and should be sent to:

The Chief Executive Officer
Zimbabwe Gender Commission
Gender Equality House

38 Samora Machel Avenue
Harare

Or email to: hr@zgc.co.zw



