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CAREER OPPORTUNITIES AT BOCCIM
BOCCIM is an association of employers representing businesses in all sectors of the Botswana economy in an advocacy capacity, driven by its Vision “To be the premier voice for all businesses promoting sustainable economic and social development.”  This organisation is both an employers’ representative body and a chamber of commerce, with impact across various sectors of the economy. 

A number of key developments have taken place within this organisation, culminating in a review of its organisational structure and introduction of new roles critical for the realisation of BOCIM’s mandate. These developments include;

· The Private Sector Development Strategy, whose purpose is to provide a systematic and coherent framework for the development and growth of the private sector in Botswana.  BOCCIM is responsible for coordinating the implementation of this strategy.
· A review of BOCCIM strategy and development of the 2010 – 2014 Strategic plan.
· A revision of the organisational structure so as to make it relevant to the demands brought in by the above developments.
· Development of a rewards linked performance management system and remuneration structure.
BOCCIM is looking to recruit the following six qualified, experienced and results oriented professionals to drive delivery of BOCCIM’s strategy in order to achieve the mandate. 
.  
	1. Executive ASSISTANT

	The role is to provide administrative and secretarial support of a personal assistant nature to the Chief Executive Officer. This includes managing the day to day activities of the CEO’s office and calendar management of the organization’s activities. This position entails dealing with key and prominent stakeholders and drafting correspondence.

The successful incumbent will have the following qualifications and competencies:

Educational Qualification: 

Bachelor’s degree in Social Sciences or related field, backed by a secretarial qualification.
Competencies
Good planning and organising skills; Excellent computer skills and advanced knowledge of word processing, spreadsheet and presentation software; Basic knowledge of book keeping;   analytical skills; Communication and writing skills. 

Specific working experience

At least 5 years relevant working experience as senior level administrative or company secretary.

	2. Customer Relationship Management Officer

	This role is in the Public Affairs & Communication Department reporting directly to Head of Public Affairs, Marketing & Communication.

Responsible for creating an atmosphere favourable to customers (members and stakeholders) of BOCCIM to enable them to receive prompt and efficient service to their complaints, queries and other needed information. This will be achieved through ensuring the implementation of customer service standards at the Head Office and Business Council offices; ensuring compliance with customer service charter; assisting in handling all public enquiries.  It also has supervisory responsibilities.

The successful incumbent will pocess the following qualifications and competencies:
Educational Qualification: 

First Degree in Public Relations or its Equivalent.

Competencies: 
Good analytical and deductive skills; Very strong communication skills; Computer literacy

Specific working experience

At least 5 years relevant work experience.


	3. General Services Officer 

	The role is in the Finance and Administration department reporting directly to Head of Finance & Administration with supervisory responsibilities.  Its purpose is to ensure the efficient and effective provision of administrative and human resources management (i.e. Utility services, security, mails, etc.) systems required to ensure smooth and efficient delivery and execution of the BOCCIM’s services and operations.  

This would be achieved through providing input for formulating policies relevant to the operation of the Section; developing and implementing systems and procedures to the Secretariat; etc.

The successful candidate will have the following qualifications and competencies:

Educational Qualification: 

A recognised university Administration/Finance degree.

Competencies
Strong negotiation skills; analytical and problem-solving skills; report writing skills; presentation skills; Networking skills; computer literacy - conversant with basic word processing and spreadsheets; customer focus and  interpersonal skills.

Working experience

A minimum of four (4) years relevant post-qualification experience in areas such as procuring goods and services, negotiating and managing multiple service level agreements contracts. 

Three (3) years should have been in a supervisory position in a similar function.

	4. Membership Management Officer

	The role is in the Membership Management department reporting directly to the Director of Membership Management.  Its main purpose is to ensure that members have access to benefits of membership and advisory services; and information on their membership to BOCCIM.  

Responsiblities include provision of subscription based and advisory services to members; disseminating the benefits for BOCCIM Membership to all. Disseminate subscription based services to members; driving outreach programs; Ensuring that referral systems for services are in place to meet the needs of membership etc.

The successful incumbent will possess the following qualifications and competencies:

Educational Qualification: 

 A First Degree in business or equivelant with 2 years experience.

Competencies: 
 Negotiating skills; presentation skills; computer literacy; managerial and supervisory skills

	5. Business Council Coordinator - FRANCISTOWN

	The role is in the Membership Management department and reports to the Dicrector of Membership Management.  Its main purpose is to coordinate business interests of the membership of BOCCIM in the Northern parts of Botswana and ensure that such interests are addressed, and the receipt of information disseminated by BOCCIM
The position is based in BOCCIM’s Northern Office of Francistown. The incumbent will be required to manage the office and coordinate all the activities of BOCCIM in the North. 
Its responsibilities include making inputs from the various Business Councils into the assessment of the membership of BOCCIM with the view to meeting members’ needs; information dissemination to BOCCIM Membership and Business Councils coordination of various initiatives, and provision of after service care to clients. 
The successful incumbent will have the following qualifications and competencies:
 Qualification and experience: 

  A First Degree in Business or related field with 2 years experience.

Competencies: 
Negotiating skills; presentation skills; computer literacy and managerial and supervisory skills.


	6. GENERAL ADMINISTRATION OFFICER

	The role is to provide administrative and secretarial support to the Directors in the Membership, Advocacy, Business Development and Communications/Marketing Departments. This includes managing the day to day activities of the Directorate’s offices. Ensuring that all correspondence is acted on promptly and that it is properly filed for ready reference. Receiving and dispatching all incoming and outgoing letters/memos.  

The  successful incumbent will have the following qualifications and competencies:

Educational Qualification: 

Bachelor’s degree in Social Sciences or related field, backed by a secretarial qualification.
Competencies
Good planning and organising skills; Excellent computer skills and advanced knowledge of word processing, spreadsheet and presentation software; analytical skills; Communication and writing skills. The candidate must have good customer focus and interpersonal skills. 

Specific working experience

At least 4 years relevant working experience as administrative or company secretary



If you meet any of the above requirements and wish to be considered, please submit your application to:
BOCCIM Recruitment

P. O. Box 432

Gaborone.

Email: recruitment@boccim.co.bw 
Please note that only candidates who meet the above requirements will be responded to. 

Closing date: 22 April 2011
