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Foreword
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competent health workers who are able to provide health services efficiently. The health sector in
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"H8"d7%I"(Z61,UBI[" (%H8(* &9 (=" 161 &Y#H [ (6U(9; (5 "%*9; (=" IDEHH"I((SF-""1""#["(; %D(D ; 6 Z#(9; %I(9;"'(
—16["DDBU(I"[17"9"#XUH#B(6 1" #9%9"#X(O; "#" Z (" &—*6\""D("#0; " (= 7Y*" [O" IW'["=("#[*78"#X(0; (5 "%*9; 0" [961(
is not consistent with the best practices in human resource management. This document gives specific
X7'8"* #"D(6H(1"[17"9& " #I-(91%"#'#X=(8" -6\ & "#I(W#8(&U#NX" & #I(6U(; "%*9; (Z61,UBI["H(I ; "(X7'8™*"#"("D(
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Permanent Secretary
Ministry of Health and Social Welfare
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Inadequate staffing of health workers is one of the impediments of performance of the health sector
(93 "([67HIINI( -\ (W [961D( 748" 1°(9 'D(D; 6 19%X™i(/#8"" 8( QI (6U(9; " & (%1 (*" X% [""D(6U( - 16 Y*" &D(61
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The health sector in districts is constrained by the inability to attract and retain qualified staff. These
[64DIN%" 49D 1" ("W 8" #["8(Y\(; 7X" (7 &Y IDBUDIAN(Z 6(%I"(Y"'#X(—6D9"8(%#8(86(#69(I"—6I9(96(I"D—"[9'W"(
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2010 suggests inadequate staff orientation as one of the contributory factors to staffing problems. In
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Minister’s Office Regional Administration and Local Government (PMO RALG), the Ministry of Health
UHS( 46" D U1 04+E - 4P I3 (STYF (A IWL"( Z 65X (0>4 2P=( 95"( " B[ ~NOW" 1#&"#9( JNh'##X(
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2" Z%WH(J ;" (1"W ™ Z(%*D6(X%I; 1" 8(D6 &' (# TD(UI6&('H#8" - "#8"#I(+"8"[W*([6#D7*M#IDi(J ;*'(-16- 6D 8(
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accountabilities and ethics. Job specific guidelines and procedures will also form part of the orientation
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Level i — Ministry of Health and Social Welfare

<6*"(a(>6DI'#X(6U9; "(I"[17'9"8(; "%*9; (Z61, " 1D(%I(9; "(8'DII" [ID(04"" (%—~"#8"F(NIRP
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B Detailed profiles of the respective LGAs
B 99" I(6U(-6D9"#X(96(Y" (%881"DD""8(96(1"D-"[I'W" (" &—*6\""]
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Level ii — Local Government Authority
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DII7[971"=(1"X ; ID(BU(" &~*6\""""(8 79" "D(k#8( ' &"
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96([6#D"8" 1(X"#8" (D" [9("#(— Wttt #X(6(
1% #XDP=([%1""" 1 (= 16 X 1"'DD" 6#(—*0t(— 1"V 1Y\ (| <"87["(9;"(
"H#((D7 & &%1"K™8(U6 1 &%(al’(; %#8Y66 , B[ ti{};geﬁ#fjg(ing

B —+"8"[U("Fi& " #9%9" 6#(U6 | SOI(@@( | rreiso(ue1&Di
B >"ID6#+(~%19" [ 7+ (U6 | & G, | (

B >U\IG(1"X"DII%9" 6#(U6 | QD@ @@( | ~>16&869"(&61"(
UL[6749%Y"*IN(96(
B UDYBUX"#"I'[(379""D#8(<"D-6#D"Y' 9" Digill | 9:"(3 . <Ef

B >16-6D%*(U61(%*9" 1#%9"W" (%[ [6 & & 68%9" 64

B 2*9"I#%9'W"(D6 7 1["D(6U(U7#8D(96(D7--619(D%*%I\(
UG5 (I [17°9"8(; "%*9; (Z61,"ID(-1"61(U61(9;"(
official registration to the council’s payroll
D\D9"* &D§
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1% week B <"-619M#8(&""YZ"9;(3S3( S 9w 3_.<E1.<E1l
"#87D91"%¥( 3-4
B +"Y(3 . <E(k#B(69;"I( . "KEDEUSB"~HIOK D[ | |migigrpu:(
99(9 3™ (™ > 28 (CCCCCCCreeecccreeecccetreeccrrmmm g [9W (DOOBUN( (
B SU[*I\(g("#W 16#& " #I9671(6U0; ("2 D99 & " #(
(respective offices -DHRO, HR, Accounts, 9"&"*\(
>16[71" & #ID=D6 [+ IW* ["D(D"9" DT(Y¥%# , D<( 1" X"DOI%Y" 6 (
- 60— "9 D=(— ; 91 Q" "'D=(Z0" 1 (9679 ; 61"\ COR(0 - "
schools, court offices, recreation centers). f%?s %’* . (6 7#0™(
B Open staff personal file (
B 5oex(="1D6#9(~%19" [7*%1D(U6 | D3 iy
B 5 (=U\I6(U61&DL-"IDGHH"*(8%9%(D ;" %(
I <A a2l (MMM
B 3'DY7ID"&"#9(6U(9; " (D7YD DI #[" (%**6 Z%H[ " (%D(
=" 1(X6W" 1#"#X (*%ZDi
2nd Week Briefing sessions on: SUU* [9"w*( 3.<E1l_<ED
( B = 67#H[D(DINNY"X" [(~U6#D=(W'D' 6#=(&"DD"6#=([61"( {25[[)6[)').[;* N (
W74 D(— 7Y [([68"(6U("9; *[D=(~"1U6 | QUH["Y JOBL™(
SIHIX" & HID\DI" &D=(8"W" ID'IN(0'#[*7D' 64( 8"W™6-&"#Y(
BU(Z 6 & H{UH8(& " #("#{D6 [ "% (6#8(~ ; \D" [%¥( U6 "**9"*D(96(
BB X (B &= & HI9"64((6L —16&69"(
- <(UTH[I'6H#DU(ZBI , (=*h["=(> D - 2(6#8( " DG
3DV ONP(HD(DS"~ 749" B(H(0; " OIHBHXBIB I | o\ e
X784 (U6 (&UHIX" & "#I(BU( - /012/34( ;
05" (=Y [0 IW (2 6H(C(6U(CQQB(##8(9; ™ (
X7'8"*'#" (U6 1(KUHRX #X(8"D%Y ™ IN(#(-7Y* [( SU oW
D" IW*[*(CQQii(J ; "D(86[ 7 &"#9D(D ; 67*8(Y""(( R DD Y0\
L [**DD"Y*** (Y \(36*(DYUU=(="1 ; %~D(Y" (966 [%9"8( SUOB [
O Y IRIN(Z " YD'S" (4#8(~6D9"BUB(HEYT"( | gy gy
Y63I8D: UBA**"9" D96
/e e Ty -16&69"(
B 4917[971"D=(1"— 619 4X (4" D=(6 " 1%9" 646+ (48 e .
=" 1D6##H" (6% [""'D=(X7"8"*"#"D(%#8(-16[""871"D( %#ISD(Gz%O/(O);I[G(ZQ’(
039K B(E [ [7-%9" 6#( - "%*9; (%#8(4%U"IN((2 [ "UU"[9'W"'(
CQQA(%YB (- %ZD(G(1" X 749" 64D - 7 &W#( D &
<"DB7I["D(3"W"*6— & "#I(>*UtD=(—*Utt# " #X( 19" 49" 6H(Z"9 3 "#(
& financial arrangements, supportive 0: (B[N ;
D7-"1W'D*64=([68"D(6U("9; * [D=(D[ ; ' &""D(BU( >
D™ IW*[*("*9[Pd
B 5EM6Z(7—(6#(9; "(—\16"(#8(69; "1(U61 &D(96(
"HD71"([6&—*"9"6#
B /WG (0(& 69 WHY 6L [61-61%3"(D-"%, " 1(96(
P+, (Z'9; (#" Z(" &—*6\""DOL%AH(Y" %\ ("5 "(
5 "%*9; (D" [961(61(D6["%*(8"" W' *6 - &"#9([ "1 [**'D(
* (> N=(>160"DD 6#( = 6 7#[D=([18"9(96(
WH['*9""D(Z"9; HO#8(6 798" (9 " (*6 [N/ = J<(
I W90 [8" &' [(*#DY'979"6#D1D[ ; 66*D(U6(
&" &Y ID(BU ;& N("#D7 1% (0" IW* ['D=(
HWDIK " HIW H 7 D(Z"9; (95 " (*6 [%**I\PE
B -6&&7# [%9'6#(96(9;"(; " W8(6U(I; (WAL *"IN\(
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Invite gender focal person to provide
YD [(X"#8"1(8"D[ 1" & "#%3"6#("DD7"*D(%D(
—16W'8"8(Y\(I"*%9"8(X6W" I#"#X(>6*"["*'D(
%#H#8(2[ID(""i(" &~*6\&" " #I(UH#B (Y67 I(
1"*%9" 6#(D7 YT-%19( = =(4" [9"6#(BiR=(0GP=(
ORQP- 68" (6U( = 6#87[9(08"D[I"-9"6#(6U(
confidential complaint procedures and
&"[[ ; %#'D&DPY(

1st 2nd _4th
Months

(

Evaluate the implementation of the

61" H9U0"64(UB (95 " (1" Z(" & —6\""D(O(0; "
W[ IN(HB(B YW (U8 Y[, (V16 &(9: "(#" Z(
D9%UUA(SWOE* 7%9" 6 ( [Ye#(Y""(86#" (95 167X 5 (D'9"(
WD9D=(DIHUN( &9 XD (1" W' Z (BU ;

8" -%19& " #%%*(1""-619D

Analyze the findings and develop
tentative plans to address the identified
X%=Di(J ;" (X%—D([%#(Y"" (%881"DD"8(

95 167X ([%=%["IN\(Y7"*8"#X(~ 16X 1%&D(%#8(
"HO" X% (—*%HD("#96(9;5 (= = - >i(4 ;%I
9;"(I"-619DH#8(—*%#D(Z"9; (95 "(3+E(%#8(
UL **ON("#[ 5 %IX"D

E 1" #9%9"6#(

gaps identified,
%0[9" 6#(—*#(96(
%881"'DD(9; " (X%-D(
8"W'6-"8(%#8(
HXI%9"8(Z'9; H#(
95"(2 2 - > . <3>(
%#8(6-""1%9" 6#%*(
D7--619(
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Level iii — Hospitals/ Health Centers/ Dispensaries

Before Joining B Preparation of a space/ office, and SHD71"D(B[[67#3%Y "**9I\( - A(%H8 (%*(

( Z61,"#X(%[*9""Di(J ; "D(I"'U" ID(I6(DIU( | %#8(X668("&-*6\""( OB ["**ON(/#(
duty office/area like maternity I""*%9" 64Di [;%IX"8
ZI8(6ID7IX [%*(Z%I8(Z ;" 1'( ( (

specific duties and responsibilities

D3 67*B(Y"(8IW A#((UUUE

B Develop specific duties and
IIID_6#D|Y|*|9|IID(U6 I (9 ; II(IIF_II [9II8(
D9%UU(Y %D 8(6#(9; *** 1(D—""["%**K%I"6#(
%#8(D" [9'6#(6U(—*%[ " & #9%1((

B >I"-%I"(E><24(I61&D;

B >1"-%1%9"64((U61(~16-6D"8L%*9" 1#£%9"W"(
5 670" #X 190 [6& & 689" 6:##((E(((((((C@

B Identification of a mentor.
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1% Week B <"-6l90#8(&" "Y3+E=3 _ 4(#8(;"%8( | 47[["DOU7*( 3 .41 _ A#8(
Stages / Time 6U(D™ [9"6#Di U%6&e "% 1" K%9" 6#(Z 95 ( VBB "9\ ("#(
SA2("HWI6H & HI(UHS [;%IX"d
B  Confirm on the staff accommodation/ Z61 (@ iee)
;67D"#X0 ?

B Facility tour with briefings on the
function of each section (offices,
8" ~0h19& " #9D=(7#"D=(D96 I"D=(1"'DY(166 &D=(
D6 ["%* (D" IW*["'D([""#9" ID(%I67#8(9; "(
[ ***9\(YY%# , D=( ; 6D—"9%*D=(~ ; %1 &%[*"*D=(
water authority, schools, court offices,

1 L1799 6#( L #9" IPRE@@ [

B /#U61&(9;"("&—*6\""D(6#(; " 1" X Y*(
rights, benefits, and accountabilities.
SF-"#(9;"(1"d7" 1" 8(=16[""DD"D<(
—16["871"D((%#8(D\D9"* &D(96 (%[ [**DD(
their eligible rights and benefits

(i.e. all forms of leave, confirmation of
" & —*6\&"#ID=(— 16 &69" 6#D=(91%"#"#XD=(
&"8"[%*([6W" 1%X"'=(D6["%*(D" [ 7 1'I\(

D[ ;" &"D(%#8([1'8"9(U%[ "**9""'DiP

B SF—h"#(BH#(X"#" 1% (S & #'DII%)"6#
—16["'87 1" D(0"" IX(699" #8WH " (1" X"D9" I(
87N(16D9" (99" I (ZI'9"#X=(1" -6 19'#X(
*E DN (D 5 87D W (U6 | &D(Uk#S(
1"d7"'D9D=(D[ ; "8 7" (6U(&"""9" #XDP}

B /8"#Y'UN("&=*6\""ID(' &&" 89"
D7-"1W'D6 (8 (& #I6 I

B Supplied with written specific duties
Y%#8(1"'D-6#D"Y"*'9""'Di

B Shown place to sit, e.g. office, wards,
*UY=(%#8("ID(Z61 , "HX (%[ **IN

B >16W'8"(D9UU(Z"9; (B7INWH[™ 99" W"(
966*DLUB[ "9 D(7#'UBI &D(OZ 5 " I'(
1"d7" 1" 88 (- 169" [9"W" (X"%ID

B AWUHHUBI &IH( S #'IN([%18((Z79; (
B(I"d7*1"8(j279; 61'0\(g( - "%9; (
J#DT 1%#[" (= %1 8Dh

B 5662Z(7-(6#(;"(~U\I16" (8|
69; " 1(UB1 &D(IH8(&M%,, "(D7 1" (4 (1" (
[6&_*"9II8@

B >I6W'S"(&"8" [W("#D7 1%#["([%18D(U6I(
D™U(g (&N
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2" Week B >16W'8"(&61" (X7 8Uu#["(6#(;'D1;"I( J6("#D71"(9;%9(9; " (%I (| - "%w8(6Y(
879" 'DAB(1"D-6#D"Y 9" Di(<" W™ Z( #6(-16Y* &D(U%[ #XO;"( | 8"-%19&"#91
general job description to specific #'Z("&—*6\""Dj D" [9'6#1
879"'D(%#8(1"'D-64D"Y "**9"* D (N '&&"8"U9"(
D7-"IW'D611
B 4"99"#X(-"1U61 &%#["(X6%* DL [6 &—*"9"( J6(1%" D" (DI%UU( —+"#96(
E><24G6 I & (U@ '['2 (\E‘- fé 2? 'Iz 3%96(9 =M
B >*w#(U6I(1"W™* ZD(-16["871"D(%#8(
== 1%" DDA ((CCCCCCCCCCrecceccrrmmeeccrmmueecc@ | > 16 &9 (oot
%BWH [ & " #%(
B 2DD'X#(879™ (0 "D7&"( =" U6 1 &%#H["(
1""D-6#D"Y"™*'9""DP(g (%99%[ ; (96 (%(& #9611 "&-16W" & " #If(-16&-9(
[6%"%X7" @(((((((((((((((((((((((((((( (@] identification of
- T&UH(<"DBTI["'D(
B /#W'9"(%(X7"DI(D-"%," I(U6I(%#\(26I ( 00X & HY(
I""*%9""8(96—"[D("#(; "%*9; (BI("#(=7Y*"[( [ ;%" #X " DU#8(9' & *\(
D IW" [**(%9(*%1X"*=(0"'8X{(~ 16U DD" 64£%*( &'9"X%9'6#(61(%881"'DD(
"9:"[DGAE>(>7Y*"[(=68"D(6USI: [0 | 6l(9:"([ ;7" #X"Di
ANHB (" d 7% IN%I(Z61 , (—*%["*D=(/ = I
P4P, CCHP etc. specifically at District
" rRpg
B 47-"IW'D6IDD; 67*8(— 1"#9(%#8(
8'DD" & "#%9" (9 (&"#9'6# 8(86[7& "#9D(
96(D9%UU(BUO; ( "[9"6#1(46 & (96(Y"(
-6D9' 8((96(9 "(#69"[(Y6%I8D(%#H8(7D"(
D" [9"6#%*(&" """ #X(96(8"D[7DD(9; " &
B -6#87[9DWW(&" " "I#X(Z ; [; ("#[*78"(
#"' Z (W#8(*'F'D9"#X (DI%UL=((6#" (6U(9; "(
X" H#8U(Y" #X(9; "(—6D"9"6#(6U(Z6 & #(
UHB(&" H#( ; WW#X(9; "(1'X59(96(Z61 ,
UI""'(UI6 &(8'DLI" & "#%9' 6#(%#8(W'6* #["'(
0"#[*78"#X(D"F7%*(; %1%DD& " "#P=(J ; *(
"F-"[9%9"6#(6U(""d7%*(6——-6197#"9\(
HM[17°9& " #9:(— 16 & 69" 6#=(— W\ (%#8(
definition of all the foregoing.
15c2nd -3 B >16W'8"([%—%["IN(Y7"™*8"#X (1% # #X( 2 %1 1(%#8(D, "**D( 3.41_4(1
Months as it was identified while setting X1629;= D7-"IWD611(
( =" 1U6 I &Y [ (X6%*D=(Y\("8"#9'UN\"#X(9; "( /8" #9"UN\(%H8(&"9"X%9"( #'Z(
—16-"111"D67I["(-"1D6#(U61(6#(S6Y( Yor([; % #X"D(H 78 HX( | "&-*6\""{
91%"# #X(%#8(679(6U(D" 9" (%' # #X (I | *'%8"ID; '-{ (
B T'%'D"8(Z'9;(1"D-"[9"W"(D7-"1W'D61(96( EY9%'#(U""8Y%[,(UI6&(
%88 1" DDA\ ([ ; %™ #X""D(9; %9#*8(6(Y"'( | 9;"(D7-"IW'DEI-(# Z*\(
%881''DD"' 8f 1"[17'9 8(D9%UU(%#8( "I(
Z61, (&%9"D(6#9;"(5 GZ(
B z6&—*"9"(["I[*"(a(%DD"DD(UI6&( 9; "(6I %9 6 (M F "D
8 U™ 1" A9 (EXH "D WO 7 %9 (£ (1" *%9" 6 (96 ( ;%W"(Y""#([6#87[9 '8(
=" 1B &YH["(9%IX"ID-(6YIN'#(96-(86 Z#( | %#8(;6Z(9;"("F" I[D (
6-"#'6#D(0D7-""IW'D6ID(=—"""ID(%#8( > %8(%991 Y79 "8(96(9; " 1((
D7Y618'#%9"D &69"WI9* 6 (=1"9"#9"6:(
%#8(~ 1687 [9'W'IN
B 5""8Y%[,(O[;"[,*DI(APD;67*8(%*D6(
"H¥78"(X"#8"1(8'D[ 1" &"#%9'6#('DD7"'Di
1* Quarter B - 6#87[9("Ww*7%9"6#D(6#(9; " ( <"87[9"6#(6U(%91'9"6#( 3 _4(1(3+E(
( 61" 99" 6 ##(((((CC@rrrrrC ] roro=(="1ue I & [(
& - 16W" & " #9%( (
B T'#,"8(Z'9;(D7--619'W"(D7-"1W'D"6#( &69'Wk9"8(Z61,U61["
W*D*9Df( (
(
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5.1 MOHSW current letter of posting
E] =, "\([6#9"#9DOB(Y" ([ 78" 8("#(9; (99" 1 (BU(-BDIHX(UD(D ; BZH(Y" 6 Z (1"
B J;"(%881"DDU#SB(9; "(&BY " (~ ; 6#"(6UQ; "(-6D9"8(; "%*9; (Z61, " I(61(5 DL " I(1"U 1™
B Attached detailed profiles of the respective LGAs
B ~"'09"1(6U(~6DI"4X(96(Y" (881" DD"8(96(1"D-""[9"W" (" &~*6\""]
B J'&"(UI%&"(BU(I"-619"#X(8%9"

Sample letter of posting

02+ ] </(K2(+1]?"2?2ED2(J2?21272/2
WIZARA YA AFYA NA USTAWI WA JAMII
((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((E(((((((((((((((((((((((((((((((( ( ( ( ( P
§(Ci(>(0Qi
(rrCcccr @@ @ @ @ T @ @ @ @ T e ( ( ( 32<(s4(42722+

24 2Z%t#" (\%(D" & 7(2UNsN=(S32<(SA(42 ™ 2 2 +((((((CCCCCcceccccccccrrt r  m
CR(E[96 Y%=(CQRQUU((CCCCCCCCCCCreccccrreeccccrrecccrrmrr @ttt T

4' &7(?%i(CRCQCGRTB:(5%F(?%iCRADbNR

VI 7H(KE9" (K U6#8", Z(, Z%(, W'Y 7(+, 77

T #9— 68 7 (%8 ; U6+ OUIHLT

O7 &Yi(?%i(2 1iCQbLHHHLQNLRQNN(((((((CC(((((

+0]<]"S?1/(+IS?32¢/

_2°+24_2]</(k2D /" 2k2

SBCCCCCccr T

YAH: KUPANGIWA VITUO VYA KAZI

Tafadhali rejea barua Kumb. Na. ............. ya tarehe ............ na kibali Kumb......... cha tarehe ........... kutoka kwa Katibu Mkuu, Ofisi ya Rais, Menejiment
\(] 978D ; "(ZH(T] & &4 YHKB(K ™ 96%( &, "KB(NK( , 7+ X" KZI6(&HD 5 519" (NG(7IHRI%9"Y 7 (ZH(, 795" 1" Z9H( Y8 ; "(NUo(ZHOMH 96 7 (ZH(SBH%7 H(K K[ 5 4" (N K1
\%(2UN%

VI7H(3 TKB(K™™" KD KU IAN(2UNK(HA(] DI6Z (Z(e%&e"(, 7 Z %=X (W' ST SWNU( , KK (Z%97 &'D 3 "(Z(, %BU(KH(2UNU(, 7+ #X A/ , hRH(K''KE'8 3 '#'D 3 Z(, Z%
ZW%8"1°(; 70", %8

SHRBIHAYITH(; (D%, 797 & H(B168 3 HNK(ZH97 &'D; "(ZH6-YtX" Z(, TURENI(, KK(, 49" , H( Q& , %(\% , B (ZHH 1" Z"(, ZH&TSY 7 (ZHODHI%, H(ZH( %86
\K(]97&D; *(PHR(ZH(&Z%, H(CQQb(, 7 5 7D7(, HEH(KH(UNYE

22i ¢/22(02+/"/ 27271272/ :_SE

R
C

Wakati wa kuwaajiri wahusika watatakiwa kuonyesha vyeti halisi vya shule na vya taaluma (Academic and Professional Certificates).Kwa watumishi ambao
Z9#9(&D 5 %19*(\%(, 7D%5™** Z%(£9(& Y %1 %KI(NBB(N%( , 9% &8 7~ 68 (H%( , 7 Z(#%(*** D" #" (\%(, 7UHNY(, K" =(Z%% , " Z**(, 76#\""D 5 %(#\%1%, %(5 7D , %(, %Y*%(\I8( , 7%5" I Z%5

OZ(, 7Z%( "KIIh(NI(2UNDEH(] DIAZ (Zh(e&"" (HBNG(HING 1%9"Y 7 (K6 K" (; **=(T 4%, " Zh(, 797 Q{61 Wh(KA(Z% 3 7D" , h(, 716", WK'# (*(, 797 Z""K"D 3 ( , 7 Zh(#8(
—" [ 3 %4(, 90" (NSH(7S96K4S" (Z (LD (K™ KB (Z KD

2%D;7,717(,Z%(7D; 1", "%H6(Z%, 61
AGaaGaRammeERCERaaaANGAD
KATIBU MKUU

2%, %% %9 Y7(+,77
Ofisi ya Rais, Menejiment ya Utumishi wa Umma
DAR ES SALAAM
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FROM THE AMERICAN PEOPLE




