
 

EMPLOYMENT OPPORTUNITY 

The Bible Society of  Uganda  is a Christian Organization whose main objective is to provide 
affordable Holy Scriptures in languages and media that communicate effectively to the people.   

Bible Society of Uganda  seeks to fill several positions for a Sales Assistants and Branch Office 
Assistants to grow her business in the Rwenzori, Teso and Mbarara regions;. 

DUTY STATION –  FORT PORTAL , TESO  & MBARARA 

Personal Specifications           

A University Graduate preferably biased to Social Sciences, Social Work and Social 
Administration, and Business Administration. 

Personal Specifications 

 Applicants should be Church Leaders or/and active Church members  in their respective 
Churches. 

 Applicant should be above 25 Years of age below 40 years. 
 TWO years of experience preferably in the area of community / Church  relations and 

fundraising. 
 Ability to relate and work closely with varied  Bible Society clients from different 

Christian denominations. 
 Should be a Ugandan and a Christian, preferably from the branch area of operation and 

jurisdiction. 
 Should be conversant with the mainly spoken community languages in the respective 

region. 
 Other preferred aspects are: public relations, research, and marketing / resource 

Mobilization.    
 Demonstrate  team leadership, proficiency in service delivery, customer care and 

organizational skills. 
 Good oral and written communication skills, customer case, ethics and interpersonal 

skills 
 Excellent analytical ability, supervisory and leadership capacity  
 High level of integrity and ethics. 
 Knowledge of supplies, equipment, and/or services ordering and inventory. 
 Knowledgeable of basic computer application like MS- Office packages. ERP Systems 

knowledge is an added advantage.    

Interested candidates with relevant experience should hand deliver their applications together with a 
detailed Curriculum Vitae, 3 references, a recommendation letter from their Church leader and copies of 
academic documents not later than 5:00pm 9th January 2017 to:  

 
The Human Resource Manager,  
Bible Society of Uganda 
Plot 38, Bombo Road,  
P.O Box 3621,  
Kampala. 
Tel: +256 41251165/and /or  Email: info@biblesociety-uganda.org 

 



GENERAL RSPONSIBILITIES: 

THE BIBLE SOCIETY OF UGANDA 

Sales Assistants job description, including their routine daily duties: 

1. Greeting customers who enter the shop 
2. Be involved in stock control and management. 
3. Assisting shoppers to find the goods and products they are looking for 
4. Being responsible for processing cash and card payments. 
5. Stocking shelves with Scriptures. 
6. Answering queries from customers 
7. Reporting discrepancies and problems to the supervisor. 
8. Giving advice and guidance on product selection to customers 
9. Balancing cash registers with receipts of the Scripture sales. 
10. Dealing with customer refunds. 
11. Keeping the shop and store tidy and clean, this includes hovering and mopping. 
12. Responsible for dealing with customer Scripture complains. 
13. Working within established guidelines and policies particularly with the Branch. 
14. Attaching price tags to the products on the shop floor. 
15. Responsible for Security within the store and being on the lookout for shop lifter and 

fraudulent credit cards. 
16. Receiving and storing the delivery of large amounts of Stock. 
17. Keeping up to-date with special promotions and putting up displays. 
18. Assist in any other duties as assigned by management. 

Branch office Assistant 

Skills 
Telephone skills, Typing, documentation skills, meeting, planning, verbal communication, 
written communication, Dependability, Attention to Detail, Administrative writing skills. 

1. Handle customer/client Complaints and ensure that they are solved. 
2. Assist the Branch administrator organizing and scheduling key appointments. 
3. Assist the Branch Administrator in planning for both operational and executive 

committee meetings and take detailed minutes. 
4. Write and distribute email, correspondences, memos and letters. 
5. Assist in the preparation of regularly scheduled reports. 
6. Develop and maintain a filing system for the Branch 
7. Update and maintain office policies and procedures as directed by the head office. 
8. Keep clear stock records of office supplies, maintain re-order levels and ensure 

availability of these items whenever needed. 
9. Maintain clear contact lists of the Branch for all our partners. 
10. Assist in receipting and banking of the Branch income. 
11. Handle petty cash expenditures of the Branch and submit and reconcile daily expense 

reports to the Branch Administrator. 
12. Provide general support to visitors of the Branch. 
13. Maintain a clean and comfortable working environment. 
14. Work on Office bills of the Monthly utilities including office rent where it applies. These 

are forwarded to the administrator who plans for their payments. 
15. Answer and direct phone calls at the Branch. 



16. Assist in any other duties as assigned by management. 


