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21st September 2017 
 
The Organization: 
The Ol Pejeta Conservancy (OPC) – a leading wildlife conservancy that works to conserve wildlife, 
provides a sanctuary for great apes and to generate income through wildlife tourism and complementary 
enterprises for re-investment in conservation and community development is seeking applicants in the 
positions below:- 
 
1. GATE CLERK – (1 Position) 
Role Summary: 
Reporting directly to the Tourism manager through the Senior Supervisor-Gates and working closely with 
the tourism, ICT and finance team, the position’s key objective will be to be Ol Pejeta Conservancy 
(OPC) contact person for gate revenue collection. The position requires closer interaction with tourist 
hence high customer care skills are required and also have the ability to understand OPC’s mission and 
vision, ticketing procedures and have exceptional interpersonal and organizational skills.  
 
Principal accountabilities:  
1. Responsible for the correct use of point of sale system to accurately capture information, collect 

payment and generate tickets accordingly for all gate entries (Golf 2&3). 
2. Responsible for generating receipts for any other sales made at point of entry including 

accommodation, activities, guides etc.  
3. Responsible for generation and preparation of daily revenue reports as required by the supervisor 

and for banking purposes. 
4. Prepare Data Sales entry and Reconciling of tickets sold and revenue collected as required by the 

supervisor. 
5. Maintain tourism departmental procedures and filing systems. 
6. As directed by the Senior Supervisor-gates in his absence, carry out/supervise  any gate operation 

including for gate keepers to ensure efficient flow of work at the gate  
7. At all times to promote the vision and mission of Ol Pejeta Conservancy and its conservation aims 
8. Observe good health and safety standards  
9. Carry out any other duties that may be reasonably required to carry out from time to time by the 

Tourism manager through the Senior Supervisor-gates 
 
The Person: 
To be successful in this role, applicants should meet the following criteria 

 Minimum qualifications: Diploma in Business related field/Social sciences/Education 

 At least 3 year experience working in a cosmopolitan/multicultural environment 

 Excellent communicator with a high standard of verbal and written English and Kiswahili 

 Genuine enjoyment of people and an honest appreciation of, and dedication to education and 
nature 

 Good administrative skills with ability to gather data, compile information and prepare reports 

 Capable of working within the Kenyan rangeland environment 

 Good computer competence in all MS Office applications 

 Very honest and trust worthy 
 



  

 
 

Page 2 

2. TOURISM GUIDE - MORANI – (1 Position) 
Role Summary: 
Reporting to the Morani Supervisor and working together with the Tourism Department and Tourism 
Manager, the Tourism Guide – Morani’s will be responsible for introducing visitors to Ol Pejeta 
Conservancy’s unique attractions, and to guide them in a safe and knowledgeable manor, providing 
them with information focusing on conservation messaging creating a world-class integrated Ol Pejeta 
visitor experience and year-round local and international tourism destination.  
 
Principal accountabilities:  
1. Ensure that you avail yourself for all guiding services at Morani Information Center as and when 

required and follow procedures to welcome, handle and escort clients including school groups in an 
enthusiastic, confident, helpful and compassionate manner. 

2. Provide support with regards guiding of School Groups ensuring correct service delivery of the 
activity.  

3. Provide visitors with any additional information with regards other available activities on Ol Pejeta 
Conservancy and offer any useful local information that may add value to their visit. 

4. Ensure that your attitude and behavior towards visitors positively contributes to OPC’s work to 
generate income through wildlife tourism. Prepare to be flexible and pro-active depending on visitor 
requirements and ensure that their needs on the ground are met. 

5. Emptying of dustbins regularly and disposing off the waste according to set standards. 
6. Maintaining high degree of discipline and organization, including being properly dressed in 

appropriate uniform and having a name tag at all times. 
7. Maintaining high degree of confidentiality within and outside the sanctuary at all times. 
8. Ensure proper procedures are followed with regards Health and Safety reporting to the Tourism 

Office any issues that require attention so as to ensure a safe environment for clients. In the event of 
any emergency, aid visitors and evacuate the area following proper procedures. 

9. Utilize facilities, tools and equipment required for the daily activities in an efficient and effective 
manner and reporting to the Tourism Field Officer of any problems.  

10. Attend departmental meetings as and when required. 
11. Maintain good relations with all customers, Tourism Partners and suppliers. 
12. Ensure that all the public areas are kept clean, hygienic and presentable at all times.   
13. Any other duties as reasonably requested by the Morani Supervisor, Tourism Field Officer, Tourism 

Field Guide, Education Clerk or the Tourism Manager. 
 
The Person: 
To be successful in this role, applicants should meet the following criteria 

 Should have preferably a minimum O-levels (with certification)/certificate in tour guiding 

 Should have at least 2 years’ relevant experience working as a tourism guide 

 Should have good communication skills (written & spoken English & Swahili),  

 Should be keen, creative and innovative; thorough on the job; be a team player; self-driven and 
result oriented with ability to work under minimum supervision. 

 Genuine enjoyment of people and an honest appreciation of, and dedication to education and 
nature 

 Very honest and trust worthy 
 
 
Any person who wishes to be considered for this position is requested to submit their application letters 
stating their current salary together with copies of relevant certificates, testimonials/references and any 
valid professional licenses to the Head of Human Capital by Friday, 29th September 2017. 
 
For more details on the organization and the role, the same may be viewed on our website: 
http://www.olpejetaconservancy.org/about-us/our-team/vacancies/  
 
 
 

http://www.olpejetaconservancy.org/about-us/our-team/vacancies/
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Our contacts are:  
Ol Pejeta Conservancy 
P.O. Box Private Bag,  
Nanyuki -10400  
 
Or send an email to jobs@olpejetaconservancy.org with the mail subject as  
 

 GATE CLERK or TOURISM GUIDE 
 

NOTE: ONLY SUCCESSFUL CANDIDATES WILL BE CONTACTED 

 
THE OL PEJETA CONSERVANCY IS AN EQUAL OPPORTUNITY EMPLOYER. ALL 

POTENTIAL CANDIDATES ARE ENCOURAGED TO APPLY. 
 

mailto:jobs@olpejetaconservancy.org

