VACANCY ANNOUNCEMENT

The Uganda National Council for Science and Technology (UNCST) is a government agency established in
1990 by an Act of Parliament (Cap 211 as amended) with a mandate to develop and implement strategies for
integration of Science and Technology into the national development process. ~ UNCST is inviting
applications from qualified Ugandans to fill the following positions of Science interns below based at its
Offices on Plot 6 Kimera Road, Ntinda, Kampala: Should have graduated within the last five years.

1. Position: Science Intern — Information Technology
Contract Duration Six Months — Renewable on performance
Department Finance and Administration

No. of positions 2 (Two)

Job Purpose:

To support the development, maintenance, and management of UNCST’s ICT systems, applications,
databases, and infrastructure, and to contribute to the efficiency of ICT operations and the delivery of
effective digital services.

KEY DUTIES AND RESPONSIBILITIES:
Under the supervision of the Designated ICT Supervisor, the IT Intern will:

1. Provide first-level technical support to staff by troubleshooting and resolving hardware, software, and
network-related issues.

2. Assist in the development, testing, deployment, and maintenance of institutional applications and ICT
systems under the guidance of the supervisor.

3. Support database administration activities including data entry, validation, backup, maintenance,
reporting, and basic data analysis.

4. Assist with network configuration, monitoring, and maintenance, and support the implementation of
basic cybersecurity measures and ICT policies.

5. Participate in the maintenance, documentation, and enhancement of ICT systems, infrastructure, and
digital tools.

6. Contribute to ICT projects, research, system improvement initiatives, and digital transformation activities
within UNCST.

7. Support user training and orientation sessions on ICT applications, tools, and best practices to improve
digital literacy.

8. Assist in ICT asset management, software licensing tracking, and maintenance of ICT system
documentation and records.

9. Perform any other duties as assigned by the supervisor in line with the Department’s mandate.

JOB REQUIREMENTS:

A. EDUCATION




Bachelor’s Degree in Information Technology, Computer Science, Information Systems, Software

Engineering, or any other related field from a recognized institution.

B. EXPERIENCE
No prior work experience required. Fresh graduates are encouraged to apply

C. KEY COMPETENCE SKILLS

Proficiency in Microsoft Office applications: Word, Excel, and PowerPoint.

Basic knowledge of computer hardware, software installation, and troubleshooting.

Foundational understanding of databases, networking, and cybersecurity concepts

Ability to learn and apply new ICT tools and systems quickly.

Good analytical and problem-solving skills.

Good written and verbal communication skills with a service-oriented approach to supporting end-users.
Ability to work collaboratively in a team and maintain professionalism.

High level of integrity and ability to maintain confidentiality of institutional information.

2. Position Science Intern — Science and Technology Policy Coordination
Contract Duration Six Months — Renewable on performance

Department Science and Technology Policy Cootdination

No. of positions 2 (Two)

Job purpose:

To support the implementation of Science, Technology and Innovation (STI) policy, research, monitoring

and evaluation, and programme coordination activities through data collection, analysis, research, and

stakeholder engagement to enhance evidence-based decision-making and institutional performance.

KEY DUTIES AND RESPONSIBILITIES

Under the supervision of the Designated Officer, the Intern will support the Department in the following

areas:

1. Support data collection, compilation, cleaning, and analysis to inform STI policy development,
programme implementation, and decision-making,

2. Conduct desk research and prepare technical reports, briefing notes, and policy briefs to support the
Department’s research agenda.

3. Assist in programme planning, implementation, monitoring, evaluation, and reporting activities within
the Division.

4. Contribute to the preparation of statistical reports, infographics, and other information products to
support institutional performance tracking.

5. Support the organization and documentation of workshops, meetings, and policy dialogue forums for
stakeholder engagement.

6. Assist in the development, maintenance, and updating of databases and knowledge management systems
for STI programmes and projects.

7. Participate in surveys, assessments, and evaluations undertaken by the Division to generate evidence for
policy and programme improvement.

8. Perform any other duties as assigned by the Supervisor in line with the Department’s mandate.




JOB REQUIREMENTS

A. EDUCATION:
Bachelor’s degree in Economics, Statistics, Public Policy, Social Sciences, Information Technology, or any
other related field. Fresh graduates are encouraged to apply.

B. EXPERIENCE:
No prior work experience required.

C. KEY COMPETENCE SKILLS:

e Proficiency in Microsoft Office applications, particularly Word, Excel, and PowerPoint. Ability to learn
and apply new data and research tools quickly is an added advantage.

¢ Demonstrable ability to collect, organize, and analyze data and information.

e Good written and verbal communication skills, with the ability to prepare reports and engage stakeholders
effectively.

e Ability to work collaboratively as part of a team and maintain professionalism in a multi-stakeholder

environment.

e High level of integrity and ability to maintain confidentiality of institutional information and data.

3. Position Science Intern - Procurement

Contract duration Six Months — Renewable on performance
Department Procurement

No. of positions 1 (One)

Job purpose:

To support the Procurement and Disposal function at UNCST by assisting in procurement planning,
sourcing, contract administration, records management, and compliance with the PPDA Act and institutional
policies to ensure efficient and transparent service delivery.

KEY DUTIES AND RESPONSIBILITIES
Under the supervision of the Procurement Officer, the Procurement Intern will:

1. Assist in consolidating procurement requests, updating the procurement tracker, and supporting
preparation of solicitation documents and advertisements.

2. Support in organizing tender meetings, monitoring supplier performance, and assisting with preparation
of contract documents.

3. Assist in planning and preparation for the disposal of obsolete assets and maintaining related records in
line with PPDA guidelines.

4. Maintain procurement records and files, and assist in preparation of monthly and quarterly procurement
reports.

5. Support adherence to the Public Procurement and Disposal of Public Assets Act, Regulations, and
institutional policies.

6. Participate in procurement committee meetings and stakeholder engagements as assigned.

7. Perform any other duties as assigned by the immediate supervisor.




JOB REQUIREMENTS

A. EDUCATION
Bachelor’s Degree in Procurement, Commerce, Economics, Business Administration, or any other related
field from a recognized institution.

B. EXPERIENCE
No prior work experience required. Fresh graduates are encouraged to apply.

C. KEY COMPETENCE SKILLS

e Basic knowledge of the Public Procurement and Disposal of Public Assets Act, Regulations, and
procurement procedures.

e Proficiency in Microsoft Office applications, particularly Word and Excel. Basic computer literacy and
ability to learn e-procurement systems quickly.

e Good organizational and records management skills.

e Strong analytical and problem-solving skills with attention to detail.
e Good written and verbal communication and interpersonal skills.

e Ability to work effectively both independently and as part of a team.
¢ Good time management and ability to prioritize tasks.

e High level of integrity and ability to maintain confidentiality of procurement information.

Position Science Intern — Technopreneurship

Contract duration Six Months — Renewable on performance

Department Science Technology Innovations Research and Development Support
No. of Positions 1

Job purpose: To support the implementation of technopreneurship, innovation, and commercialization
initiatives at UNCST by assisting in research, programme coordination, stakeholder engagement, and techno-
business development activities that promote STI-based enterprise development.

KEY DUTIES AND RESPONSIBILITIES
Under the supervision of the Technopreneurship Officer, the Technopreneurship Graduate Intern will:

1. Assist in the planning, implementation, and documentation of technopreneurship, innovation, and
commercialization programmes and activities.

2. Support the identification, profiling, and maintenance of a database of innovators, start-ups, and
technopreneurs.

3. Assist in organizing technopreneurship trainings, workshops, innovation challenges, and stakeholder
engagement events.

4. Support techno-business incubation, technology transfer, and commercialization initiatives for STI-based
enterprises.




5. Assist in conducting research and preparing reports, presentations, concept notes, briefs, and other
documentation on technopreneurship and innovation.

6. Support linkages and engagement with universities, research institutions, private sector partners, and the
technopreneur community.

7. Perform any other duties as assigned by the immediate supervisor.

JOB REQUIREMENTS
A. EDUCATION

o Bachelor’s Degree (Honours) in Entrepreneurship, Innovation Management, Industrial Engineering,
Technology Management, Biosystems Engineering, Business Administration, or any other related field
from a recognized institution.

B. WORK EXPERIENCE
e No work experience is required. Fresh graduates are encouraged to apply.

C. KEY COMPETENCIES AND SKILLS

e Basic understanding of entrepreneurship, innovation, enterprise development, and technology
commercialization concepts.

e Proficiency in Microsoft Office applications: Word, Excel, and PowerPoint.

e Basic research skills and ability to use online tools for data collection and analysis.

e Good analytical, report writing, and documentation skills.

¢ Excellent written and verbal communication and interpersonal skills.

e Strong organizational and time management skills with attention to detail.

o Ability to work effectively both independently and as part of a team.

e Demonstrated initiative, creativity, and willingness to learn new concepts.

o High level of integrity, professionalism, and ability to maintain confidentiality.

4. Position Science Intern — Front Desk Management
Contract duration Six Months — Renewable on performance
Department Human Resource

No. of Positions 1

Job purpose: To provide professional front desk and administrative support to UNCST by managing
reception services, visitor handling, communications, and general office activities to ensure efficient and
courteous service delivery.

KEY DUTIES AND RESPONSIBILITIES




Under the supervision of the Administration Officer, the Front Desk Intern will:

1. Manage the front desk/reception area to ensure it is clean, organized, and professional at all times.

2. Receive, screen, and direct visitors to the appropriate offices, and maintain an accurate visitors' register
with details of visit and follow-up actions.

3. Answer, screen, and forward telephone calls professionally. Respond to general inquiries and take accurate
messages including caller details, purpose, and required follow-up when staff are unavailable.

4. Receive, record, and distribute incoming communications, mail, and documents to relevant staff.
Assist in updating and maintaining the institutional directory of staff, stakeholders, and partner
organizations.

6. Provide general administrative and clerical support to the Administration Unit as required.

7. Perform any other duties as assigned by the immediate supervisor.

JOB REQUIREMENTS
A. ACADEMIC AND PROFESSIONAL QUALIFICATIONS

e Bachelor’s Degree in Secretarial Studies, Business Administration, Office Management, Public
Administration, or any other related discipline from a recognized institution.

B. WORK EXPERIENCE
e No work experience is required. Fresh graduates are encouraged to apply.

C. KEY COMPETENCIES AND SKILLS

e Proficiency in Microsoft Office applications: Word, Excel, and PowerPoint.

e Basic computer literacy and ability to use office equipment such as phones, printers, and scanners.

e Good records management and data entry skills.

e Excellent verbal and written communication and interpersonal skills with a courteous and professional
approach.

e Strong organizational and time management skills with attention to detail.

o Ability to multitask and work effectively both independently and as part of a team.

o Customer service orientation and ability to handle visitors and inquiries professionally.

o High level of integrity and ability to maintain confidentiality of institutional information.

Position Science Intern — Media
Contract duration Six Months — Renewable on performance
Department Executive Office - Communication

No. of Positions 1




Job Purpose: To support the Communication and Public Relations function at UNCST by assisting in
content creation, media production, digital storytelling, and media relations activities that promote the
visibility of science, technology, and innovation initiatives.

KEY DUTIES AND RESPONSIBILITIES
Under the supervision of the Communication Officer, the Media Intern will:

1. Assist in developing media content including articles, press releases, newsletters, blog posts, and social
media content on UNCST programmes and STI activities.

2. Support photography, videography, and basic graphic design for events, workshops, and institutional
publications.

3. Assist in managing and updating UNCST’s social media platforms and website with timely, accurate, and
engaging content.

4. Assist in organizing media coverage for UNCST events, press briefings, and stakeholder engagements.
Maintain an updated media contacts database.

5. Capture, document, and archive photos, videos, and other multimedia materials for institutional use.

6. Provide support in preparing presentations, briefs, and other communication materials as required.

7. Perform any other duties as assigned by the immediate supervisor.

JOB REQUIREMENTS

A. EDUCATION
Bachelor’s Degree or final year student in Mass Communication, Journalism, Media Studies, Public Relations,
Film and Video Production, or any other related discipline from a recognized institution.

B. EXPERIENCE
No prior work experience required. Fresh graduates are encouraged to apply.

C. KEY COMPETENCE SKILLS

e Basic knowledge of content creation, media production, photography, videography, and graphic design
tools e.g. Canva, Adobe Suite, or similar.

e Proficiency in Microsoft Office applications and social media management tools.
e Familiarity with website content management systems is an added advantage.

e [Excellent written and verbal communication skills with strong storytelling ability.
e Creativity and ability to produce engaging visual and written content.

e Good organizational skills and attention to detail.

e Ability to work under tight deadlines and multitask effectively.

e Ability to work both independently and as part of a team.

e High level of professionalism, integrity, and understanding of media ethics.

APPLICATION PROCEDURE AND DEADLINE:

Qualified and interested candidates should submit the following documents online through the UNCST
application portal: www.uncst.go.ug/careers; Signed application letter addressed to the Head, Human




Resources, Updated Curriculum Vitae, Copies of academic certificates and transcripts, Names and contacts

of three referees.
Deadline: Wednesday 29th July 2026, not later than 5:00 p.m. EAT

Physical Address:

Head, Human Resources

Uganda National Council for Science and Technology
Plot 6, Kimera Road, Ntinda

P.O. Box 6884, Kampala.

Please Note: Only shortlisted candidates will be contacted.

Uganda National Council for Science and Technology is an equal opportunity employer and does
not charge any fees at any stage of the recruitment process.




