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VACANCY ANNOUNCEMENTS 
 

The West African Examinations Council (WAEC), a sub-regional organization responsible 
for the conduct of a variety of examinations in the English -Speaking West African 
countries, invites applications from suitably qualified Liberians to fill the following vacant 

positions at its Liberia National Office in Monrovia. 
 

 

1.  CONFIDENTIAL SECRETARY   
 
(1)  Number of Positions  

Three (3) and is opened to both serving staff and non-staff. 
 

(2)  Duties and Responsibilities  

 
Successful applicants will be assigned duties in any of the other offices in 
Liberia:  

 
¶ assist in the arrangements for the conduct of the Council’s 

examinations;  

¶ take notes and dictation from your assigned Division, and 

disseminate information through memos and itineraries; 

¶ keep the records of the division and ensure that arrangements are 

made for stationaries;  

¶ maintain the archives of paperwork regarding the division’s 

activities. Sort all correspondence, prioritize and label then. 

 

¶ ensure timely and accurate delivery and collection of important 

office materials;  

¶  maintain a diary to follow  time-bond schedule of the Heads of 

Division and enlist appointment accordingly;  
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¶ Act as a liaison between the departments and the Heads of 

Division; and 

¶ perform any other duties that may be assigned. 

 

(3)  Eligibility Criteria/ Qualification /Experience  

Applicant must  
 

¶ possess a Certificate or an Associate degree preferably in 

Secretarial Science. A Bachelor Degree will be an added advantage; 
¶ have at least three years post qualification work experience 

(secretarial science) in a reputable institution; and  
¶ not be more than forty years old. (Serving Confirmed Staff are 

exempted from the age criteria)  
 

(4)  Desirable Attributes / Competencies/Skills  

 

Eligible applicants must 
¶ demonstrate high degree of integrity, confidentiality and reliability;  

¶ possess leadership ability; 
¶ have high proficiency in computer applications (e.g. Microsoft 

Word, Microsoft Excel, Microsoft PowerPoint and Internet skills);  
¶ be self-motivated, have the ability to write good reports and 

analyse reports; 
¶ be task/result-oriented;  

¶ be very meticulous in executing assigned tasks; 
¶ be prepared and willing to work extra and odd hours;  
¶ have the ability to work under pressure to meet targets;  

¶ be prepared and willing to work out of Monrovia;  
¶ have good interpersonal skills, be a team player, be able to work 

with little or no supervision and have good writing, analytical and 
communication skills. 

 

2.  EXAMINATIONS OFFICER  (TEST ADMINISTRATION )  

 
(1)  Number of Positions  

five (5) and is opened to both serving and non-staff: 
  

(2)  Duties and Responsibilities  

 
Successful applicants will be assigned duties in the Test Administration 

Division and will be required to :  
 



¶ assist in the arrangements for the conduct of the Council’s 

examinations;  

¶ assist in handling issues that may arise from both the 

arrangements and conduct of the Council’s examinations; 

¶ assist in coordinating matters relating to schools and Private 

candidates; 

¶ assist in supervising subordinate staff of the Division; 

¶ prepare reports for the Council’s Meetings; and 

¶ perform any other duties that may be assigned.  

(3)  Eligibility Criteria/ Qualification /Experience  

Applicant must  
 

¶ possess an Associate degree. A Bachelor Degree will be an added 
advantage; 

¶ have at least three years post qualification work experience 
(teaching or supervising) in a reputable institution; and  

¶ not be more than forty years old. (Serving Confirmed Staff are 
exempted from the age criteria)  

 

(4)  Desirable Attributes / Competencies/Skills  

 
Eligible applicants must 

¶ demonstrate high degree of integrity, confidentiality and reliability;  
¶ possess leadership ability; 

¶ have high proficiency in computer applications (e.g. Microsoft 
Word, Microsoft Excel, Microsoft PowerPoint and Internet skills);  

¶ be self-motivated, have the ability to write good reports and 
analyse reports; 

¶ be task/result-oriented;  

¶ be very meticulous in executing assigned tasks; 
¶ be prepared and willing to work extra and odd hours;  

¶ have the ability to work under pressure to meet targets;  
¶ be prepared and willing to work out of Monrovia;  

¶ have good interpersonal skills, be a team player, be able to work 

with little or no supervision and have good writing, analytical and 
communication skills. 

 

3.  DATA ENTRY OFFICER (ICT DIVISION)  
 

(1)  Number of Position  

three (3) and is opened to both serving and non-staff. 
 



 
(2)  Duties and Responsibilities  

 

Successful applicants will be assigned duties in the Information 
Communication Technology Department and will be required to :  
 

¶ Update and maintain information on computer systems and in 

archives; 

¶ Prepare source data for computer entry by compiling and sorting 

information, establishing entry priorities;  

¶ Enter data by inputting alphabetical and numeric information on 

the optical scanner according to screen format;  

¶ Maintain data entry r equirements by following data program 

techniques and procedures; 

¶ Secure information by completing backups 

¶ perform any other duties that may be assigned.  

 
(3)  Eligibility Criteria/ Qualification/Experience  

Applicant must  
 

¶ possess a High School Diploma, a formal computer training 

proficient in relevant computer applications such as MS Office, 
Access and Excel;  

¶ possess high proficiency in typing skills with adequate speed and 
accuracy; 

¶ accurate keyboard skills; 
¶ have at least three years post qualification work experience  with a 

reputable institution; and  
¶ not be more than thirty -five years old. (Serving Confirmed Staff are 

exempted from the age criteria)  
 

(4)  Desirable Attributes/ Competencies/Skills  

 
Eligible applicants must 

 
¶ demonstrate high degree of integrity, confidentiality and reliability;  
¶ possess leadership ability; 

¶ have good working knowledge of information collection and 

management; 
¶ be able to solve problem;  

¶ possess a high proficiency in communications; 
¶ be task/result-oriented;  



¶ be prepared and willing to work extra and odd hours;  

¶ have the ability to work under pressure to meet targets;  
¶ be prepared and willing to work out of Monrovia;  

¶ have good interpersonal skills, be a team player, be able to work 
with little or no supervision a nd have good writing, analytical and 

communication skills. 
 

4.  I CT ASSISTANT (GENERAL AD MIN ISTRATION  DIVISION )  
 

(1)  Number of Position  

One (1) and is opened to both serving and non -staff. 
 

(2)  Duties and Responsibilities  

 
Successful applicant will be assigned duties in the General Administration 
Division and will be required to :  

 
¶ Provide technical assistance to office staff as needed;  

¶ Assist in hardware upgrades; 

¶ Add or update workstations for office  staff; 

¶ Perform routine PC maintenance and updates for performance 

efficiency;  

¶ Assist in maintaining Internet service, firewalls, and telephone 

systems; 

¶ Initiate process improvements to better answer user demands 

¶ Perform any other duties that may be assigned. 

 

(3)  Eligibility Crite ria/ Qualification/Experience  

Applicant must  
  

¶ possess a High School Diploma, a formal computer training 

proficient in relevant computer applications such as MS Office, 
Access, Excel, Hardware and Software;  

¶ have at least three years post qualification work experience  with a 
reputable institution; and  

¶ not be more than forty -five years old. (Serving Confirmed Staff are 
exempted from the age criteria)  

 
(4)  Desirable Attributes/ Competencies/Skills  

 
Eligible applicants must 



 
¶ demonstrate high degree of integrity, confidentiality and reliability;  

¶ possess leadership ability; 

¶ have good working knowledge of information collection and 
management; 

¶ be able to solve problem;  

¶ possess a high proficiency in communications; 

¶ be task/result-oriented;  
¶ be prepared and willing to work extra and odd hours;  

¶ have the ability to work under pressure to meet targets;  
¶ be prepared and willing to work out of Monrovia;  

¶ have good interpersonal skills, be a team player, be able to work 

with little or no supervision a nd have good writing, analytical and 
communication skills. 
 

5.  GENERAL SERVICES OFFICER 
 

(1)  Number of Position  

One (1) and is opened to both serving and non -staff. 
 

(2)  Duties and Responsibilities  

 

Successful applicant will be assigned duties in the General Administration 
Division and will be required to :  
 
¶ Provide administrative support services; 
¶ Manage vehicles fleets; 

¶ Manage against waste and mismanagement of vehicles repair and 
maintenance;   

¶ Supervise the work of Janitors;  
¶ Perform any other duty that may  be assigned to you in the interest of the 

Council. 

(3)  Eligibility Criteria/ Qualification/Experience  

Applicant must  
  

¶ possess a High School Diploma, a formal computer training 
proficient in relevant computer applications such as MS Office, 

Access and Excel.  
¶ have at least three years post qualification work experience  with a 

reputable institution; and  
¶ not be more than forty -five years old. (Serving Confirmed Staff are 

exempted from the age criteria)  
 
 



 
 

(4)  Desirable Attributes/ Competencies/Skills  

 

Eligible applicants must 
 
¶ demonstrate high degree of integrity, confidentiality and reliability;  

¶ possess leadership ability; 
¶ have good working knowledge of information collection and 

management; 
¶ be able to solve problem;  

¶ possess a high proficiency in communications; 

¶ be task/result-oriented;  
¶ be prepared and willing to work extra and odd hours;  

¶ have the ability to work under pressure to meet targets;  
¶ be prepared and willing to work out of Monrovia;  

¶ have good interpersonal skills, be a team player, be able to work 

with little or no supervision and have good writing, analytical and 
communication skills. 
 

6.  AUDIT OFFICER  
 

(1)  Number of Position  

two (2) and is opened to both serving and non -staff. 
 

(2)  Duties and Responsibilities  

 
Successful applicant will be assigned duties in the Internal Audit Unit  and 
will be required to :  

 
¶ to verify, certify and authenticate the accuracy of entries in the 

books of accounts; 
¶ conduct pre and post audit of records, accounting and  financial 

transactions and relevant books of accounts; 

¶ performs any other duties that may be assigned to you in the 
interest of the Council.  
 

(3)  Eligibility Criteria/ Qualification/Experience  

Applicant must  
  

¶ possess an Associate of Arts Degree in Accounting, BBA will be an 

added advantage.  
¶ have at least three years post qualification work experience  with a 



reputable institution; and  
¶ not be more than forty -five years old. (Serving Confirmed Staff are 

exempted from the age criteria)  
 

(4)  Desirable Attributes/ Competencies/Skills  

 
Eligible applicants must 
 

¶ demonstrate high degree of integrity, confidentiality and reliability;  
¶ possess leadership ability; 

¶ have good working knowledge of information collection and 
management; 

¶ be able to solve problem;  
¶ possess a high proficiency in communications; 

¶ be task/result-oriented;  

¶ be prepared and willing to work extra and odd hours;  
¶ have the ability to work under pressure to meet targets;  

¶ be prepared and willing to work out of Monrovia;  
¶ have good interpersonal skills, be a team player, be able to work 

with little or no supervision and have good writing, analytical and 
communication skills. 

 
 

7.  MODE OF APPLICATION  
 

Interested persons are requested to pick up the Application Forms from the 
Council’s Office in Monrovia on the Tubman Boulevard, Congo Town or may also 

download the Application Form from the Council’s website at the following 
address: 

http:// www.liberiawaec.org 
 

The completed Application Forms should be submitted not  later than 
Friday, 3rd November 2017, to the following address:  

 
The Head of National Office , 

The West African Ex aminations Council  
Congo Town, Tubman Boulevard . 
 

Attention:  HRMO I  
 

Please NOTE: Only shortlisted applicants will be contacted. 


