S Malawi School
& of Government

JOB VACANCIES AT THE MALAWI SCHOOL OF GOVERNMENT

The Malawi School of Government (MSG) is a unique higher education Statutory Corporation
established under the Act of Parliament No. 33 of 2022. Our core mission is to shape Malawi's
present and future by developing and delivering human resource development programmes
and enhancing the capacity of the public and private sectors through education and training,
research, consultancy, and advisory services.

MSG invites suitably qualified, motivated, and agile candidates to fill the following vacant
positions tenable at its Secretariat, Mpemba Campus (formerly known as Staff Development
Institute (SDI) and Kanengo Campus (formerly Malawi Institute of Management):

1. SCHOOL LIBRARIAN
Location: Secretariat - Lilongwe

Job Summary:

The Malawi School of Government is seeking a visionary and strategic leader to head its
library services. The successful candidate will lead the transformation of the School’s library
into a dynamic, digital-first learning hub, integrating e-learning platforms and supporting
academic excellence. The Librarian will drive innovation in information literacy, collaborate
across departments to enhance digital pedagogy, and ensure library services align with
institutional learning and quality assurance standards.

Key Duties and Responsibilities:
Management
o Develop a vision to ensure MSG libraries model modern librarianship.

o Develop, review, monitor, and implement library policies, plans, programmes,
strategies, and budgets.

o Lead, recruit, supervise, and manage library staff performance.

o QOversee and monitor service delivery in campus libraries.

o Integrate e-learning platforms and support digital teaching initiatives.

« Curate and manage digital resources for academic and professional programmes.
o Support academic assessment through library tools and services.

o Foster a student-centered, data-informed learning environment aligned with
institutional priorities.

o Collaborate with faculties to enhance digital pedagogy and instructional design.
« Promote and oversee the adoption of innovative learning technologies.
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o Prepare and submit quarterly and annual reports to the Director General.
Library and Information Services

o Develop, manage, and document cataloguing and metadata standards and procedures.

o Foster cross-disciplinary collaboration across campus libraries.

o Implement user information literacy programmes.

« Champion digital preservation to ensure sustainable access to digital resources.

o Maintain and secure all library resources.
Teaching, Research, Consultancy, and Advisory Services

o Support teaching, research, consultancy, and advisory services.

o Promote library literacy among staff and students.

« Advise staff and postgraduate students on credible and relevant journals.
Financial Management and Resource Mobilisation

o Develop and manage the library’s annual budget.

« Mobilise resources to support superior library and information services.

o Ensure efficient resource allocation and financial compliance.

« Monitor financial performance and implement corrective actions.
Quality Assurance

o Ensure compliance with institutional policies and regulatory requirements.
Networking

« Develop and maintain partnerships at national, regional, and international levels.
Secretariat Services

o Serve relevant statutory and ad-hoc committees.
Qualifications and Attributes:

o Master of Science in Library and Information Sciences or related fields from an NCHE-
accredited institution.

o Atleast 5 years’ experience in a higher education or comparable institution at a senior
level.

o Advanced experience managing online and e-learning systems.

ii www.msg.ac.mw Q@O ®




S Malawi School
& of Government

2. MARKETING AND COMMUNICATIONS MANAGER
Location: Secretariat - Lilongwe

Job Summary

To raise and manage the profile of the School, its products, and public relations.
Key Duties and Responsibilities:

Management

« Develop, review, and monitor implementation of marketing and communication
policies, plans, and budgets.

« Enforce brand usage guidelines and develop related templates.

o Create content (web, print, presentations, graphics) aligned with business goals.

« Develop and implement internal and external newsletter strategies.
Marketing

« Promote the School's services, products, and brand.

o Conduct market surveys and analysis.

o Prepare marketing collateral for corporate relations.

o Identify and pursue business opportunities.

« Maintain photo, patent, and artefact archives.

e Manage social media accounts and grow digital presence.
Corporate Social Responsibility

o Coordinate and implement community engagement initiatives.
Public Relations and Communication

o Manage media relations and customer communications.

o Prepare and distribute press releases and related materials.
Secretariat Services

o Serve relevant committees.
Qualifications and Attributes:

o Master's Degree in Marketing, Communication, Journalism, or related field from an
NCHE-accredited institution.

o Registered with a relevant professional body in Malawi.
o Minimum of 5 years’' experience in marketing and communication.
» Proficiency in creative design and digital marketing is essential.

iii www.msg.ac.mw Q@O ®




S Malawi School
& of Government

3. CONSULTANCY AND ADVISORY OFFICER
Location: Mpemba Campus, Blantyre, and Kanengo Campus, Lilongwe

Job Summary:
To support the effective implementation of Consultancy, Research, and Advisory services
across MSG campuses, ensuring alignment with national development priorities.

Key Duties and Responsibilities:
Consultancy and Advisory Support
« Assist in developing consultancy and advisory plans and performance targets.
o Support client needs assessment and solution design.
o Contribute to research methodology development and data analysis.
o Offer coaching and mentorship to strengthen campus consultancy capacities.
« Support the development of policy briefs and advisory documents.
« Maintain databases and repositories of consultancy tools and outputs.
o Upload relevant content to the MSG website.
Research
o Support research issue identification and planning.
o Assist in designing methodologies and analyzing data.
o Provide training to improve staff research skills.
o Support research grant proposal development.
Reporting
o Submit timely monthly, quarterly, and annual reports.

Qualifications and Attributes:

o Bachelor's Degree in Research, Statistics, M&E, Public Administration, Economics, Social
Sciences, or related field.

o Atleast 3 years of experience in research, consultancy, or advisory services.
« Strong research, analytical, facilitation, and report writing skills.
o Experience in writing policy briefs and using data analysis tools is an added advantage.
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4. SENIOR LECTURER IN BUSINESS MANAGEMENT
Location: Kanengo Campus, Lilongwe
Job Summary
To provide academic and professional training, research, consultancy, and advisory services
Key Duties and Responsibilities
Teaching and Assessment
e Develop and review curriculum teaching and learning materials.
e Providing effective tuition to students at various levels and engaging in internal and
external examinations and assessments.
e To participate in designing and delivering professional training programmes in the
relevant area of expertise.

Research, Consultancy and Advisory Services
e Initiate and undertake research projects, consultancies, and advisory activities.
e Develop and monitor the adoption and adaptation of various new concepts and
solutions that relate to the mandate of MSG concepts.
e Translate research findings into actionable policy recommendations for policy
stakeholders.
e Publish research findings in peer-reviewed academic journals, policy briefs, and other
relevant outlets.
e Provide advisory services to clients by offering insights and strategic recommendations.
e Mentor lecturers.
Resource mobilization
e Develop and implement resource mobilization strategies.
e Collaborate with external partners to develop joint initiatives, secure funding, and
expand the School’s reach and impact.
Networking
e Contribute to the planning and execution of national developmental activities.
e Contribute to the national and international community through publications, paper
presentations, and report production.

Reporting

e Prepare and submit quarterly and annual reports to the Head of Department.
Qualification and Other Attributes
* PhD in a relevant field from an accredited or recognised University by the National
Council for Higher Education (NCHE)
* 3years’ experience at the Lecturer Level in delivering teaching, research and
consultancy services.
* At least 3 peer-reviewed journal articles.
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5. LECTURER IN BUSINESS MANAGEMENT
Location: Kanengo Campus, Lilongwe
Job Summary

To provide academic and professional training, research, consultancy, and advisory services.

Key Duties and Responsibilities
Teaching and Assessment
e Support the development and review of curriculum, teaching and learning
materials.
e Develop and provide lectures and seminars to students and other clients using
various methods, including ODeL at various levels.
e To participate in designing and delivering professional training programmes in
the relevant area of expertise.
Assess students.
Provide guidance to students.
e Research, Consultancy and Advisory Services
e Initiate and undertake independent research, consultancy and advisory services
or participate in collaborative projects.
e Translate research findings into actionable policy recommendations for policy
stakeholders.
e Publish research findings in peer-reviewed academic journals, policy briefs, and
other relevant outlets.
e Provide advisory services to clients by offering insights and strategic
recommendations.
e Develop and monitor the adoption and adaptation of various new concepts
and solutions that relate to the mandate of MSG concepts.
Resource mobilization
e Develop and implement resource mobilization strategies.
e Prepare grant proposals for research projects.
Reporting
e Prepare and submit quarterly and annual reports to the Head of Department.
Qualification and other attributes
e Master's degree in a relevant field from an accredited or recognized University by
The National Council for Higher Education (NCHE)
e Atleast 5 years of teaching, research, and consultancy experience in an academic

institution.
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6. SENIOR LECTURER IN LAW
Location: Kanengo Campus, Lilongwe
Job Summary
To provide academic and professional training, research, consultancy, and advisory services
Key Duties and Responsibilities
Teaching and Assessment
e Develop and review curriculum teaching and learning materials.
e Providing effective tuition to students at various levels and engaging in internal and
external examinations and assessments.
e To participate in designing and delivering professional training programmes in the
relevant area of expertise.

Research, Consultancy and Advisory Services
e Initiate and undertake research projects, consultancies, and advisory activities.
e Develop and monitor the adoption and adaptation of various new concepts and
solutions that relate to the mandate of MSG concepts.
e Translate research findings into actionable policy recommendations for policy
stakeholders.
e Publish research findings in peer-reviewed academic journals, policy briefs, and other
relevant outlets.
e Provide advisory services to clients by offering insights and strategic recommendations.
e Mentor lecturers.
Resource mobilization
e Develop and implement resource mobilization strategies.
e Collaborate with external partners to develop joint initiatives, secure funding, and
expand the School’s reach and impact.
Networking
e Contribute to the planning and execution of national developmental activities.
e Contribute to the national and international community through publications, paper
presentations, and report production.

Reporting

e Prepare and submit quarterly and annual reports to the Head of Department.
Qualification and Other Attributes
* PhD in a relevant field from an accredited or recognised University by the National
Council for Higher Education (NCHE)
* 3years’ experience at the Lecturer Level in delivering teaching, research and
consultancy services.
* At least 3 peer-reviewed journal articles.
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7. LECTURER IN LAW
Location: Mpemba Campus, Blantyre
Job Summary

To provide academic and professional training, research, consultancy, and advisory services.

Key Duties and Responsibilities
Teaching and Assessment
e Support the development and review of curriculum, teaching and learning
materials.
e Develop and provide lectures and seminars to students and other clients using
various methods, including ODeL at various levels.
e To participate in designing and delivering professional training programmes in
the relevant area of expertise.
Assess students.
Provide guidance to students.
e Research, Consultancy and Advisory Services
e Initiate and undertake independent research, consultancy and advisory services
or participate in collaborative projects.
e Translate research findings into actionable policy recommendations for policy
stakeholders.
e Publish research findings in peer-reviewed academic journals, policy briefs, and
other relevant outlets.
e Provide advisory services to clients by offering insights and strategic
recommendations.
e Develop and monitor the adoption and adaptation of various new concepts
and solutions that relate to the mandate of MSG concepts.
Resource mobilization
e Develop and implement resource mobilization strategies.
e Prepare grant proposals for research projects.
Reporting
e Prepare and submit quarterly and annual reports to the Head of Department.
Qualification and other attributes
e Master's degree in a relevant field from an accredited or recognized University by
The National Council for Higher Education (NCHE)
e Atleast 5 years of teaching, research, and consultancy experience in an academic

institution.
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8. ACADEMIC SUPPORT OFFICERS
Location: Kanengo Campus, Lilongwe, and Mpemba Campus, Blantyre

Job Summary:
To provide academic support services for effective academic programme delivery.

Key Duties and Responsibilities:
Academic Administration
o Support monitoring of academic programmes.
« Distribute academic materials to trainers.
o Process academic staff claims.
o Address student academic concerns.
o Process transcripts and certificates.
o Respond to academic-related queries.
o Prepare class schedules and issue certificates.
o Serve relevant committees.
Records Management
e Maintain academic records in line with policy.
o Keep updated databases of students and staff.
Reporting
o Prepare and submit relevant reports.
Qualifications and Attributes:

o Master's Degree in Education or related field accredited by the National Council of
Higher Education (NCHE)

e Minimum of 3years’ relevant experience of providing student support at a higher
Education Institution/ or its equivalent

« Advanced experience with student management information systems.

0. ASSISTANT EXAMINATIONS OFFICER
Location: Kanengo Campus, Lilongwe
Job Summary
To provide support in the administration of examinations.
Key Duties and Responsibilities
Examination Administration
e Support preparation of class and examination schedules.
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Support the coordination of the administration of examinations and assessments.
Arrange, safe keep and distribute examination materials.
Dispatch examinations to examiners.
Respond to queries and inquiries pertaining to examinations.
Handle special needs issues related to examinations.
Record Keeping
e Maintain data for eligible students for examinations and examination schedules.

Qualification and other attributes

* Diploma in Education or related fields from an accredited or recognized institution
by the National Council for Higher Education.

« 2 years relevant experience.

10. SENIOR INFORMATION SYSTEMS OFFICER
Location: Secretariat - Lilongwe

Job Summary:
To provide robust information systems support, maintenance, and management.

Key Duties and Responsibilities:
System Administration
o Develop efficient ICT policies, procedures, and systems.
o Provide technical support for the information management system.
« Analyze user requirements and oversee system transitions.
« Resolve service issues across departments.
o Propose and implement business systems solutions.
o Perform systems and database administration.
o Automate tasks through scripting.
« Manage the School's website.
¢ Maintain system documentation and software updates.
Security
o Ensure system security and manage ICT infrastructure.
o Select and test ICT networks and systems.
o Establish disaster recovery procedures.
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Qualifications and Attributes:

Bachelor’s Degree in Information Systems or related field accredited by the National
Council for Higher Education (NCHE)

o Atleast one of the following certifications:
o Cisco Certified Network Associate (CCNA)
o CompTIA Security+ or CySA+
o Microsoft Certified Solutions Expert (MCSE)
o Must be a registered member of ICTAM.
o Minimum of 5 years of relevant experience.
11. SYSTEMS ADMINISTRATOR
Location: Mpemba Campus, Blantyre
Job Summary
To administer and monitor ICT systems.
Key Duties and Responsibilities
System Administration

Implement policies, plans, strategies, programmes, and systems relating to ICT.
Manage intranet.

Back up databases.

Tune databases.

Configure databases.

Index databases.

Provide end user support.

Allocate user rights.

Reporting
e Prepare and submits reports.

Supervision

e Allocate work.
e Appraise staff.

Qualification and other attributes

* Bachelor’s degree in Computer Science, Information Systems or related fields from an
accredited or recognised institution by the National Council for Higher Education plus any
one of the following professional certifications:

I. Cisco Certified Network Associate (CCNA)
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[I. CompTIA Security+, CompTIA CySA+

lll. Microsoft Certified Solutions Expert (MCSE)
* 3 years of relevant experience.

* Must be a registered member of ICTAM.

12. FINANCE OFFICER

Location: Secretariate, Lilongwe

Job Summary

To provide financial and accounting services
Key Duties and Responsibilities
Management

Review, Implement and monitor sound financial control mechanisms

Generate and review general ledger codes in the accounting system

Support preparation of sectional budget and monitor its implementation

Initiate and prepare timely financial accounting statements and tax returns as required

Manage Payables

e Authorize payments and keep accounting documents
e Process staff salaries and advances

Manage Receivables

e Monitor revenue collection, banking and expenditure
Manage Reconciliation

e Reconcile books of accounts
Facilitate Auditing

e Facilitate, coordinate and prepare audit schedules
e Attend to audit queries
e Maintain Fixed Asset Register

Supervision
e Allocate work and appraise staff

Qualifications and Other Attributes

e Bachelor's Degree in Accountancy from an accredited University by the National
Council for Higher Education (NCHE)

xii www.msg.ac.mw Q@O ®




S Malawi School
& of Government

e 3years of relevant experience.
e Proven ICT skills, especially in developing and producing financial reports
e Must be registered with a professional association in Malawi.

13. ASSISTANT FINANCE OFFICER
Location: Kanengo Campus, Lilongwe
Job Summary: To support the provision of financial and accounting services.
Key Duties and Responsibilities
Financial Accounting
e Review, implement and monitor sound financial control mechanisms
e Check payments and keep accounting documents.
e Conduct stock-taking.
e Facilitate, coordinate and prepare audit schedules.
Manage Payables
e Process payments
Manage Receivables
e (Collection of revenue and banking
Manage Reconciliation
e Maintain cash books.
e Manage Imprest for the Campus

Qualification and other attributes
e Diploma in Accounting from an accredited or recognized institution by the National
Council for Higher Education.
3 years' relevant experience.
Proven ICT skills, especially in developing and producing financial reports.
Must be a registered member of a professional association.

HOW TO APPLY

Interested candidates should submit application letters, detailed CVs, and names and contact
details of three traceable referees to:

The Director General

Malawi School of Government
P.O. Box 30801

Lilongwe 3, Malawi

Email: recruitment@msg.ac.mw

Closing Date: Friday. 6" March, 2026. Only shortlisted candidates will be acknowledged.
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