P UK Intrrnati%r::tl .
opm
g T rain Deve
weemem | () JCT SRS

S ux
?dm

Development
Pavente | Frogem | PR

| Inclusive Digital

| Futures Project
I

Ao

©

\0‘9@6}(/ »bsD v\;\‘-_——-; 3 eSQ‘ P.‘XOQQ’/Q/
e, IGiita] Futu p

S

,
g/
O(,GH

\2
_ %
\)‘(\‘\‘ \
O .‘

,\ # e A - 5
e — vu“" - / igita\"
s/VeDigita\ : i y- gy Ny ‘ .

o
5 “ence THROUGH DIGITAL E
\ THROU .

f/

Y
T AB“‘
GH DIGITAL EMP\-OY’ o

—

PL
lENCE THROUGH DIGITAL E'_" &

. = k “”Mr\m)"’"""""", P NE i 3 2 -
{ o R i T ’ :
AT

| ject
UKDAP-Inclusive Digital Futures Pro]



Access to Government Services and
Youth Opportunities



Course Description

This course iIs designed to provide basic digital literacy
skills and competencies to Kenyan youth, enabling them
to access government services and youth opportunities
effectively. The course will cover essential digital skills,
navigation of online platforms, and practical applications
of e-government services.

Course Objectives

By the end of this course, participants will be able to:

1. Understand Government Services

2. Navigate and utilise various online government
services.

3. Show practical skills in various online government
services and opportunities

4. Access and apply for youth opportunities, including
jobs, scholarships, and entrepreneurial programs.

5. Show acumen in Basic Digital Communication Skills



Understanding e-Government

What Is E-government

E-government refers to the use of digital tools and systems by government agencies to
provide public services,

engage citizens, and improve internal efficiency. It encompasses a range of activities
such as online services,

digital communication, and the use of information technology for administrative
processes.

Key Components

1. Online Services : Websites and portals where citizens can access government services
such as filing taxes,

renewing licenses, and applying for permits.

2. Digital Communication : Platforms for interaction between government and citizens,
iIncluding social media,

emaill, and online forums.

3. Administrative Efficiency : The use of IT systems to streamline internal government
processes, enhance data

management, and reduce paperwork.



Benefits of E-Government

1. Accessibility and ConvenienceCitizens can access
government services 24/7 from anywhere, reducing the need to
VISt

government offices In person.

2. Cost SavingsBoth citizens and governments save money
through reduced paperwork, travel, and administrative
overheads.

3. Transparency and Accountability, E-government systems
can increase transparency by providing-teak access to
iInformation and allowing citizens to track the progress of their
requests.

4. Efficiency. Automated processes and digital records enhance
efficiency and reduce the likelihood of errors.

5. Citizen EngagementE-government platforms facilitate
better communication and engagement with citizens, allowing
for

more responsive and participatory governance.

6. Data ManagementImproved data collection and analysis
capabilities can enhance decisimaking and policy
formulation.



Challenges

1. Digital Divide : Ensuring all citizens have access to the necessary technology
and skills to use e-government services.

2. Cybersecurity : Protecting sensitive data and systems from cyber threats.

3. Interoperablility : Ensuring different government systems and agencies can
communicate and share data effectively.

4. Change Management: Overcoming resistance to change within government
agencies and ensuring staff are adequately

trained.

Key government websites and portals in Kenya

E-Citizen:

Birth and death certificate applications

AWebsite: eCitizen

L and rent and rates payments

ADescription : eCitizen is Kenya's official digital platform
*Access to other government agency services

providing access to various government services
*Driving license applications and renewals

including:

*Business registration and permits



Huduma Kenya:

AWebsite : Huduma Kenya

ADescription : Huduma Kenya offers a one-
stop-shop for

Integrated public services, both online and at
physical Huduma

Centers. Services include:

* National ID card applications and
replacements

* NHIF (National Hospital Insurance Fund)
registration and

contributions

* NSSF (National Social Security Fund)
registration and

contributions

* Police clearance certificates

* KRA PIN application and tax services

* Youth and women enterprise fund services

Kenya Revenue Authority (KRA):
AWebsite : Kenya Revenue Authority

ADescription : The KRA portal provides a range of tax -
related

services including:

= Taxpayer registration (application for KRA PIN)

* Filing and payment of taxes (income tax, VAT, etc.)
= Access to tax compliance certificates

= Customs services and clearances

= EXcise duty management

= Tax education and advisory services



National Transport and Safety
Authority (NTSA):

AWebsite: NTSA

ADescription : NTSA offers services
related to road transport and

safety, including:

= Motor vehicle registration and transfer
* |Issuance and renewal of driving
licenses

* Road safety regulations and
enforcement

= Inspection of vehicles

= Access to accident reports and
statistics

» Traffic offense fines and payments

Kenya Power and Lighting Company (KPLC):
AWebsite : Kenya Power

ADescription : KPLC provides electricity
services including:

 Electricity bill payments and account
management

* New electricity connections

* Reporting power outages and faults

* Prepaid meter services

= Energy conservation tips and resources
= Customer support and inquiries



National Social Security Fund (NSSF):

AWebsite : NSSF Kenya

ADescription : The NSSF portal offers social security
Services

including:

 Member registration and contributions

* Pension scheme management

= Benefits calculation and claims

= Access to member statements

 Employer registration and compliance

= Educational resources on social security benefits

Higher Education Loans Board (HELB):
AWebsite : HELB

ADescription : HELB provides financial support services for
higher

education including:

= Student loan and scholarship applications
= Loan repayment and status checking

= Bursary applications

= Loan balance inquiries

= Financial advisory services for students

= Employer remittance of loan repayments



Kenya Bureau of Standards (KEBS):
0 Website: KEBS

0 Description : KEBS providesstandardization and quality
assurance services including:

* Product certification and quality marks

» Standards development and publication

* Inspection and testing services

= Metrology and calibration services

= Market surveillance and compliance enforcement

* Training and consultancy on standards and quality
management



Registering And Creating Accounts On

E-government Platforms

Step -by-step instructions on how to create accounts on some of the key e -government
platforms in Kenya:

E-Citizen |

1. Visit the Website : https:// accounts.ecitizen.go.ke & all
o Go to eCitizen.

2. Slgn Up Register Diplomat

0 Click on the "Create an Account" button.

Diplomat ID *

First Name as per your ID *

Date of Birth *

20 Jan 2026 B3

Back



3. Select Account Type

0 Choose "Kenyan Citizen", "Foreign Resident", or SSISEFREEREREIRES e Sl
"Visitor". A

4. Enter Personal Detalls For Kenyan Citizens

o Provide your ID number (for Kenyan citizens) or passport

number (for foreign o horan resiaents “
residents/visitors), first name, and surname.

5. Provide Contact Information: Reflges:

o0 Enter your mobile number and email address. ’

6. Create Password Diplomat

For Diplomats within Kenya

0 Choose a strong password and confirm It.

Foreigner

For Visitors to Kenya

/. Verify Information :

0 You will recelve a verification code on your mobile number or
email. Enter the

code to verify your account.

8. Complete Registration
o Once verified, you can log in and start using eCitizen services.



Huduma Kenya ———
1. Visit the Website -

0 Go to Huduma Kenya.

https:// www.hudumakenya.go.ke

2. FInd Service

Centers:

AWhile there is no direct online account creation for
Huduma Kenya, you

can locate the nearest Huduma Centre for in -person Book Appointment

SEIVICES. You will now be required to book @
3. Prepare Necessary Documents : appointments to visit a huduma centre,

AVisit the Huduma Centre with the required documents cageginclick Nerc

for the specific
service you need.




. i ———————————————
Kenya Revenue Authority (KRA)

1. Visit the Website

0 Go to KRA. https:// itax.kra.go.ke

2. Navigate to ITax Portal

o Click on the "ITax" link to go to the iTax portal.

3. New Pin Registration :

0 Click on "New pin Registration? Click Here to Register".

Iitax.kra.go.ke

3 KENYA REVENUE
I AUTHORITY

4. Choose Taxpayer Type :

Taxpayer Type™
Mode of Registration™

--Select--

Individual

Non Individual

Times Tower, Haile Selassie Avenue,
_ P.O.Box 48240 - 00100 GPO Nairobi Tel: 020-310300, 020-281000 Fax: 341342
—
KENYA / 2030 eeeeeeeee
V'S'O'iwmmm Call Center details Tel:020-4999999,020-4998000 Cell:0711-099999 Email: -
°°°°°°°°°°°°°°°°° callcentre@kra.go.ke 6
Site best viewed in 1024 X 768 resolution with |IE 7.0 and above. ©2011-2026 l;



https://itax.kra.go.ke
https://itax.kra.go.ke

5. Fill in Detalls

o Provide the required detalls such as your ID number,
date of birth, R oo A s gt Pl ot ool T
and other personal information. ;

/. Receive PIN: (/;
0 Once approved, you will receive your KRA PIN, which e
you can use to log

In to the ITax portal.

itax.kra.go.ke (H

KENYA REVENUE
AUTHORITY

Simple, Swift, Secure

B_Obligation_Details | C_Source_Income_Details

F_Agent_Details

: -
6 . S u b m It an d Ve rlfy : Residential Details

Do you want to register for Significant Economic

o0 Submit the form and verify your P v s TaxD OYes ONo

. ) Kenyan
d eta.| IS . Citizenship * ) Non Kenyan Resident
() Non Kenyan Non Resident
Do you want to register for TOT 7 * OYes gNo
— Employee's Profession
Major Group * G—Select- ?)
Sub Group * (--Select- C) Minor Group * (-Select-— C)
— SMS Notification

Would you like to Subscribe/Unsubscribe of

receiving alerts through SMS? * LRUoscibe @' istbecribg

— Data privacy

This website uses cookies to enhance your browsing experience. To learn more about this and how we
handle any data we collect from you, click on the KRA data privacy statement and cookies policy Click |
understand will indicate that you have read and understood the provisions of the statement and policy.?

Times Tower, Haile Selassie Avenue,
P.O.Box 48240 - 00100 GPO Nairobi Tel: 020-310300, 020-281000 Fax: 341342
A4
KENYA\ 2030 Powered By
v '\,5)2;,{4,, e Call Center details Tel:020-4999999,020-4998000 Cell:0711-099999 Email: 5
il sl callcentre@kra.go.ke (/
Site best viewed in 1024 X 768 resolution with |IE 7.0 and above. ©2011-2026 );




National Social Security Fund (NSSF)
Visit the Website : https:// www.nssf.or.ke
0 Go to NSSF Kenya.

[ ]
I E ‘ I : ;t‘ r Surname:~ First Mame:*
Middle Mame: Mothers First Name:
Gender:* rMale Female Fayrall Mo
Country of Birth:* <
[ | Date of Birth:* Birth Cart No:
Birth Gert Issued By Birth ©ert Issued
L Employment Date:*
ID Document Type:* Pleose meloct =
- I I - ' I [ ID Dosument Issued
oluntary:* - o ves KRA Pin no
Employer 1D:
Member Permanent Address
PO Address 1.7 <>
P.O. Address 2 -
Telephone Maobile
n Email
Home Details
Caunty - <
District:
Location:*
B i SN R L age:
‘‘‘‘‘‘‘
- - Street Number:
DetaIIS . O rOVIde Our NSS u ber ID u ber date Of e —— “~ b -
) )
Refresh
L L] Bl save | Reset
’ [ ] Help Instructions
In this f m m m W
us of this e-Service user and afterwards you enter all your additional
employer information.
in a ed ast
u m tm ti
Pa W : mu a . T
higher the combination of alphanumeric and special characters you enter,
th er and word wi
= Werify Password: Enter the same text with the Password field for
ifi ion p es.
s A ual W ic c h
m im
T E=Y Y e il =]

5. Create Username and Password :
0 Set a username and password for your
account.

6. Verify Information

0 You may receive a verification message via
email or SMS. Follow the instructions to
verify your account.

/. Complete Registration

0 Once verified, log In to access your NSSF



Higher Education Loans Board (HELB)
1. Visit the Website: - —_— —
o Go to. https:// www.helb.co.ke
2. Navigate to Student Portal:

0 Click on the "Student Portal” link.
2. Create Account :

IGHER EDUCATION FINANCING PORTA

SSSSS v If you have a Nationmnal 1D
Number belovw to proceed

o Click on "Create an Account”. e —————————
3. Enter Personal Detalls : 6. Complete Registration
0 Provide your ID number, first name, 0 Once verified, log in and apply for loans or
surname, and emaill address. scholarships as needed.

4. Create Password:

0 Choose a strong password and confirm It.

5. Verify

Information : o You will receive a verification code via
emaill.

Enter the code to verify your account.



KUCCPS (Kenya Universities &Collages Placement
Services)
1. Visit the KUCCPS Website:

0 Go to https:// kuccps.net
2. Access the Student Portal: STUDENT LoGIN
o Click on the "Student 0s <CSE INDEX NUMBER

KUCCPS Student e enn

BACK TO PROGRANMMES

Transfer deadline in:

Copyright © 2026 | | All Rights Reserve
9001:2015 Certified

6. Complete Your Profile

o After logging in, you may be required to complete

your profile by providing additional personal

iInformation. Make sure all the details are accurate.

/. Access KUCCPS

Services: o0 Once your account Is set up and verified, you
can now access various KUCCPS services such as
course application, checking placement results,

and more.




TOPIC 2: NAVIGATING ONLINE GOVERNMENT
SERVICES

2.0 Topic Learning Outcomes
By the end of the topic, the participant will be able to;

A Access Vvital records via eCitilizen.
A Use online tax services (Kenya Revenue
Portal.

A Ef f e Utilize wrdine ealth services (NHIF).



Accessing vital records via eCitizen.

E-Citizen Is Kenya's online platform providing access to a

range of government ser Vvi
how to access some key

records and services:

Accessing Birth Certificates

A How to Access: i. Log |
eCitizen account.

. Navigate to the "Civil

Registration” section.

o Complete the application form, upload necessary
documents, and pay the required fee.

C eSS

n t

O

d

crs.ecitizen.go.ke

Online Services

Apply for your child’'s birth certificate
and pay using mobile money. After
completing the application print the
application form and the invoice and
submit to the registrar for the birth
certificate processing.

Birth Certificate

Register within 6 months from the date of
the birth

Learn more CApply Now 9)

Late Birth Certificate

For births reported/notified more than six
months after the date of occurrence

Learn more (Apply Now 9)

Her e 0



Accessing Passports

A How to Access

0 Log In to your eCitizen account.

o Navigate to the " Di
section.

0 Select "Apply for

Passport.” o Complete the application form with
personal and travel information.

rect or at €

dis.ecitizen.go.ke

How to apply

1.

Read the instructions carefully then fill the
application form

. Select the mode of payment and pay for the

passport fees (refer to the table below)

. Download and print the application form and

four copies of the application invoice (receipt)

. Submit the application form in person to the

Immigration offices (Nairobi - Nyayo House,
Mombasa - Regional Coordinator's Office, and
Kisumu - Provincial HQs)

. Please declare ALL your children during

Passport application

Requirements during submission

1.

Applicants MUST appear in person for Biometric
Enrolment

. A downloaded and printed passport application

form

. One Government and One customer copy of the

payment receipt

. Original birth certificate and one photocopy

. Original National ID Card and one photocopy

. Three current passport size photos

Ser vi

C



Accessing Driving Licenses 12| o
AHow to Access: R

ALog in to your eCitizen account. A
AGo to the "National Transport and Safety Authority (NTSA)" section. D O 1

Choose "Apply for Driving License" or "Renew Driving
License." AComplete the online form and upload
necessary documents.




. i ———————————————
Using online tax services (Kenya Revenue Authority).

Filling Tax Returns

Log Into ITax :

0 Visit the KRA ITax portal and log in with your PIN and
password.

Navigate to the "Returns" Section
0 Go to the "Returns" tab on the dashboard.

Select "File Return"
0 Choose the type of return you want to file (e.qg., VAT,

— Income Tax, Pay As
s ila You Earn).

Fill Out the Return Form

o Complete the required detalls for the return period,
iIncluding

Income, expenses, and deductions.

1. Submit the Return
0 Review the information,

itax.kra.go.ke

Home

oooooooooooooooooooooo

eeeeeeeee



- _____000__00_0___]
Updating Personal or Business Information
Log Into iTax : G, Ko ReyeNu
o0 Visit the KRA ITax portal and log In.

Navigate to the "Registration” Section

Go to the "Registration” tab.

Select "Amend Detalls" :

0 Choose the type of information you want to update
(e.g., contact detalls,

business information).

itax.kra.go.ke

Times Tower, Haile Selassie Avenue,
P.O.Box 48240 - 00100 GPO Nairobi Tel: 020-310300, 020-281000 Fax: 341342

KE@YA,;*—//"Z’-O"'BO Powered By
\DJMIGWL ,,,,,,,,,,,, Call Center details Tel:020-4999999,020-4998000 Cell:0711-099999 Email: N
“““““““““““““ ven callcentre@kra.go.ke (

3 - i in 1024 X 768 resolution with IE 7.C /);

Complete the Update Form
0 Enter the updated information and upload any required
documents.

Submit the Update :
0 Review and submit the changes. You will receive a

confirmation once the
update Is processed.



For General Tax Questions

Check Tax Compliance Certificate R po T e
1. Log In to ITax: (4 SENSRAENUE | Tax Compliance Certificate T i o i

Emall: calicentre@kra.go.ke
www.kra.go. ke

o Visit KRA iTax and log In. T P ot s P
2. Go to "Certificates": MUHTO PRMARY SOHOOL, R Mo Dt T

Postal Code:10103

o0 Click on the "Certificates" tab.

3. Request Compliance Certificate:

o Follow the instructions to apply and check the status. This Is to confirm that JOYCE WAMUYU MUKURIA,

Personal Identification Number A004309286F
has filed relevant tax returns and
paid taxes due as provided by Law.

This Certificate will be valid for
twelve (12) months up to 31/10/2018.

This certificate is issued on the basis of information available with the authority as at the
Caveat: certificate date mentioned above. The Authority reserves the right to withdraw the
certificate if new evidence materially alters the tax compliance status of the recipient.

Disclaimer : This certificate is system Generated and therefore does not require signature.You may confirm validity of this certificate on the
iTax Portal by using the TCC Checker.




Accessing educational services (KUCCPS)
The Kenya Universities and Colleges Central Placement
Service (KUCCPS) is

responsible for placing students in higher education

l nstil tutili ons. Her eos a
step-by-step guide on how to access and utilize KUCCPS
educational services

online;

Register or log in to the KUCCPS Portal
Visit the KUCCPS Portal:

Go to the KUCCPS website Detalls: . . o
If you are a new user, click on "Reqgister" to create an

account. If you

already have an account, click "Login."

Enter your personal details, such as your KCSE INDEX
NUMBER ,Exam Year.

Create a password and submit the registration form.
Log In:

Use your registered credentials to log in to the KUCCPS
portal.

Register or Log In:
Enter



Apply for Placement in Universities and Colleges
. Log In to KUCCPS Portal:
Go to the KUCCPS Websitand log iIn.

1

0

2. Navigate to the "All Programmes" Section :

o Click on the "all Programmes" tab or section.

3. Under All Programs choose Your Cluster program me
In the qualified level

4. Click On the courses of your choice and move them
to the Course basket

5. Select "Apply for Placement"

Choose the option to apply for placement in universities
or colleges.

6. Complete the Application Form

Fill out the application form with details such as your
KCSE grades, preferred courses,

and Institutions.

/. Submit the Application

Review your application details and submit the form. You
will receive a confirmation

once your application is successfully submitted.



Checking Placement Status

1. Log In to KUCCPS Portal:

0 Access the KUCCPS websitand log In.
2. Navigate to the " Dashboard " Section
3. Check Your Placement Status

Dashboard

CONGRATULATIONS!

KARATINA UNIVERSITY

BACHELOR OF SCIENCE IN COMPUTER SCIENCE




Updating Personal Information

1
2

. Log In to KUCCPS Portal:
. 0 Go tothe KUCCPS websitand log In.

Navigate to the "Profile" Section

0,

3
O
5
O

Click on the "Profile" tab.

. Select "Account Setting"
Choose to update your personal detalls.

. Complete the Update then Form
Enter the updated information and submit the changes.

KCSE Index number

_KCPE Index number
Birth Certificate Number
Your (Applicant's) KCSE year
Your (Applicant's) email address
Your (Applicant's) phone number
Parent/Guardian email address
Parent/Guardian phone number
County name
Constituency name
Codes of selected programmes

Application fee of Shs 1500

Apply now via the Student's Portal students.kuccps.net

{ ;}szo 120400 | +264 722654827 @ www KcCos A ke .@ @The Placement Sérvics @) BKLOCPS Official @ irdoBkuccas.ac. ke



Requesting for Certificate of Good Conduct Police Clearance Form
Step 1: Login to Your eCitizen Account
. Visit the eCitizen portal.

. Enter your email or ID number and password.
. Click on "Sign In.

1
Address

Step 2: Access the Directorate of Criminal Investigations
(DCI) Services

I. Click on the "Directorate of Criminal Investigations”

option from the list of

services.
1. Sel ect opolice clearance ce€
Step 3: Fill in the Application Form
. 1. Complete the application form with your personal
detalls.

Upload a recent passport-sized photo.

Step 4: Pay for the Certificate

.. 1I. Choose your preferred payment method (e.g., M -
Pesa, credit card).

Complete the payment and keep the payment recelpt.



Step 6: Book an Appointment

I. Schedule an appointment for fingerprint capture at
your nearest Huduma Centre or DCI

office.

Step 7: Visit the Appointment Location

I. Take the payment receipt and your ID to the
appointment location.

. Complete the fingerprint capture process.

Step 8: Collect Your Certificate

. 1. You will receive a notification when your Certificate
of Good Conduct is ready.

Download the certificate from the eCitizen portal or
collect it from the DCI office.



Government Programs

Some successful government programs and opportunities for youth in Kenya, showcasing how e-
government services have been effectively

utilized :

Youth Enterprise Development Fund (YEDF)

The Youth Enterprise Development Fund supports youth-led businesses by providing financial assistance
to help start or grow enterprises. It

targets youth aged 18-35 across various sectors.

Successful Examples:

1. Tech Innovations: A youth -led tech startup received YEDF support to develop a mobile app for local
farmers. With the funding, they were

able to hire developers and market the app. The app facilitated better crop management and increased
farmers' yields, leading to

successful market penetration and revenue growth.

2. Fashion Design Business: A group of young fashion designersitilized YEDF to acquire sewing machines
and fabric. The funding enabled them

to establish a workshop, design a clothing line, and start selling their products. Their business expanded
rapidly, with increased orders and

local recognition.



How to Apply:

AVisit the YEDF website.

ADownload The Loan Application Form the YEDF Website.
ASubmit Application: Fill out the application form with

your

business details and funding needs.

AReview and Approval: Wait for application review and, if
approved, receive the funds for your enterprise.

3%

How to Access YEDF Loan Products

B isit yaur nearast Youth Fund county affice

» Seek information regarding the best suited
lan product fram our cownty afficer

¥ Apres on the suitable days for
entrepreneurship training and pay for the
Appropriate fess

» Submit the correctly filled loan application
Tarm including tha raquairad documenTaticn
te the Youth Fund cownty officer

¥ Loan proceecds will be depaosited into the bank
accownt after processing

» Ensure the loan i3 used for the purposes it was
appliad Tor

= ALl loans MUST be repald sithin the stipulated
timelines using appropriate payment Channels

. —
F  Tewlh Pl vy ﬂ Tearelped o IEI '-l-'l'_l-l'ﬂﬂ wrrw.yrANd el E L

t— L= LT ﬂ rdeilpadbben farr rrgpladaicedadras o br



Uwezo Fund

The Uwezo Fund provides financial support to youth, women, and persons
with disabilities to

promote economic empowerment through small businesses and community
projects.

Successful Examples:

1. Agricultural Expansion : A youth group involved Iin poultry farming used the
Uwezo Fund to

purchase modern equipment and expand their operations. They improved
their production

efficiency and sales, leading to increased income and job creation within

thelr community.

2. Solar Energy Project : Another youth initiative used Uwezo Fund resources
to install solar

panels in a rural area. The project provided affordable and sustainable energy
solutions,

enhancing the quality of life and creating job opportunities for local
technicians.



How to Apply :

1. Visit the Uwezo Fund Website : Go to the Uwezo Fund
Portal.

2. Download the Uwezo Application Form the website.

3. Complete Application Form : Provide details about
your project and funding

requirements.
4. Submit Proposal : Submit your proposal for review.

Upon approval, receive the
funds to support your project.

UWEZO FUND

AHADI YETU - KAZI KWAKO

B T



Ajira Digital Program

The Ajira Digital Program aims to equip youth with digital skills and
facilitate access to online freelancing opportunities, addressing
unemployment through remote work.

Successful Examples:

1. Freelance Success: A participant in the Ajira Digital Program leveraged
the training to secure freelance projects on platforms like  Upwork.
Their success In digital marketing and content creation led to a steady
Income and career growth, with increased opportunities for higher -
profile projects.

2. Virtual Assistant Services: Another beneficiary used Ajira training to
become a virtual assistant. They found clients globally, providing
administrative support and managing tasks remotely. This venture
resulted in a successful freelance career and professional development.
How to Apply:

1. Register on the Ajira Platform: Visit the Ajira Digital Program website
and sign up.



2. Complete Training: Participate in the free digital skills
training provided by the program.

3. Explore Job Opportunities: Use the platform to find
and

apply for remote work opportunities.

188 | AIRADD

Visit Ajira Digital website
on www.ajiradigital.go.ke

f
Register by creating a user account
NB: Registration is free

|

Complete your profile information

/ 4 Book a training session
| | Trainings are either physical or virtual
| ———
. 2% I Young
The Future works online KEZ“A @ Africo eMob| S
B e \Works e/ N




Digital
Tools
Email Platforms Google
Gmail Creating a Gmail Account: Create your Google Account
1. Go to the Gmail Website:
AVisit Gmail.
2. Click on "Create account oO:
AFind this option on the sign -in page.
3. Enter Your Information: -
AFill in your first and last name. Use o more charocorswith i ofetrs, numbars & One scoourt ;ﬁ;l-ifmle
Enter Your Information: R
I. Fill In your first and last name.
lil. Create a
password and
confirm it
0
. Choose a username (this will be
your emall address).
Il v. Cli ck oONext O: Enter your phone nur
security (optional but
recommended).

I Last name

Username @gmail.com

C =



V. Provide a recovery email address (optional) and other
personal

Tools

detalils.

vi. Agree to the Terms:

ARead and accept Google's terms and privacy policy.
vil. Set Up Your Account:

AComplete any additional setup steps, such as
customizing

your profile and settings.

Using Gmail: -
I. Compose an Email: oo
Click on the oComposeo buttor
inbox e
i i . Enter the recipientds eme e o
message. . corn{p IR coome i w .

2 Socual ". aguipyatiincgid -“ pdafies

Paqe Haml Breakiasi® - Vel i 1003 S84
Robin B FPepe R
orary Scheoile

Viowid you e wnling o ade library mseneabon sois ned month

P 9 PRV S * [



lil. Attach files if needed by

clicking the paperclip icon. Label as

. R f
iv. Send w0
the Email: Click 0Sendo t o de  Reyod
: Promotions
your emaill. ® Forward
. . Notes
V. Orgamze Your Inbox: _ _ @ Forward as attachment -
AUse labels and folders to categorize emails. Overseas stuff
ASet up filters by going to 0 g ache e
oFI I'ters and Bl ocked Addresse g pupe
Receipts
Mark as unread Unwanted
0 Snooze Work
& Addtotasks M Social
n MOVG!O , C.'eatt’m?w
® Labelas . }Manage labels
% Mute :

Q. Find emails from takealot.com

(74 Open in new window

LASS AL ss i BAALASassss A as & = PRSP ETE— |



Outlook

Creating an Outlook Account: ‘

i. Go to the Outlook Website: a {~ ‘?iNgle
AVisit Outlook. .

1. Click on oCreate fr ee aeSREREE]

AThis option is available on the sign -in page.

1. Choose a Username:
AEnter a desired email address and select either PR
|

@OUﬂOOkCOm or https://www.microsoft.com

@hotr_naﬂ.com. . ) Microsoft Outlook email
ACl i ck ONext .6 R |
No information is available for this page.

Learn why

Al Mode All Images Videos Shortvideos N

Iv. Create a Password: erosoft

AEnter a password and click https://www.microsoft.com

ONeXxt . Outlook Log In | Microsoft 365

O Sign in now to connect, organize, and get things done

V. Enter Personal Information: with your email and calendar. Sign in Create a free
Apr oV | d e y our Nname an d C I acrouHt. Weleom 2 to Microsoft Outlook.

AComplete the CAPTCHA verification to confirm you're
nota robot.



LinkedIn

1. Creating a LinkedIn Account:

Go to the LinkedIn Website: = iniedin.com

AVisit LinkedIn. Linked [0

Cli ck o0sing up?o: o "

AYousl |l see this option on the [ Jontinkedinnow—itsiree:

2. Enter Your Information : Email

AProvide your email address and create a password. [ ]

AEnter your first and last name. B e aanars Prsvay boto o ackie Fatapr
Click OAgree & Joil no: or
AFollow the prompts to complete the registration C 5 Continue with Google >
Process.

Already on LinkedIn? Sign in

Looking to create a page for a business? Get help

Esparniol Portugués Francais &4 H3Z More




Y e
Profile: Click on your profile picture and

Verify Your Email: select oView Profile.
ACheck your email for a verification link and follow the 2. Click the pencil icon to edit and add
Instructions. detalls about your

6. Complete Your Profile: experience, education, and skills.

0 Add detalls such as your job title, company, education,

and

skills.

Hiazense Webster

WUniversity of Californea,
Berkeley, Haas Schoal af
Businais

Sally Liang @ 2

Senwor Financial Analyst at Johnzon & lohnson

Berkeley, Califormia, United SEates - Contact info
i BT [ [T Ty T

About

Identifying myself as the first-generation immigrant = Uneted States has largeby shaped my unique perspecteees and
asperatnons. | understand how it Teels 10 be inancaally/lood indecune of withaut Spportunity and o above and Beyond
wihen an opportunity arises. | take great pride in persstence. diligence, and empathy. This s wihy | love fenance and its
Functions as socsetal tools that allows individuals/corporations (0 overcome Anancial hurdles and accelerate growdh

| also credit ry resourceful '.Fl'-i}rllilr'l-g 5-T:|-|E"|I:II' I'I'I:|-'|'l3"|l'l!'-i'.i-'| prarvo. Lefe has faught me Lo el Oul SO M ra s, L ]
reat 1|'HE'!|' o i |'l'5|'=':|-' A% 3 MeC et o P scheplarshap for four years in o comseubnae rowy. this lesson has made me better in
thee longy mun

Flease feel free to comtact me via Linkedin. I'm abaags looking forward to an insightful conversation over coffee, or even
Better. a round of seydning!



AJse the search bar to find and connect with
professionals in your field.

Apply for Jobs: TID:
pply o e 810n 1 TIPS FOR JOB SEEKERS

Ao CIl i ck
Ao Search for job postings and L Start With a_ 2 Broaden Your

N , atchy Headline Location
use the oOEasy Appl ybo

apply directly through LinkedIn. 3 T Add a Relevant Customize

Use a Professional Add a Background SEicE Up Your
Profile Photo Fhoto About Section

Add a Current
Add Multimedia 'é"“ Relevant Job Even When
HFE‘I’I-E'I"I'E-E UHEH"IFI'IEHECI

Include School Utilize Your Add Relevant

or Work Projects Ei::uer:}lgﬁrce Skills Only

Ask for Follow Pages )
Recommendations to Add Interests Think About SEQ

Join Relevant Network Within

Your Desired Geat Help!
Ll Industry P



Effective email communication

Effective email communication is crucial for clear and professional
Interactions. Here are some key points to consider:

1. Clear Subject Line

] Make it specific and relevant to the content of the emaill.

] Avoid vague terms; instead, provide a brief summary of the
emal | 0s pur pose.

2. Professional Greeting

)] Use appropriate salutations such as "Dear [Name]," or "Hello
[IName],"

] Avoid overly casual greetings unless you have an established
Informal rapport.

3. Concise and Relevant Content

] Get to the point quickly and stay on topic.

] Use bullet points or numbered lists for clarity when covering
multiple points.



Polite and Respectful Tone Review Before Sending
] Be courteous and maintain a professional tone | Proofread for errors and ensure the message Is
throughout. clear.
) Avoid using slang or overly informal language. | Double-check any attached files to ensure they
5. Clear Call to Action are correct and
] Specify what you need the recipient to do. relevant.
) Include deadlines if applicable, and be clear 9. Follow -Up
about any required JI'f you donoOt recei ve a resp:
responses or actions. manner, send a polite
6. Proper Formatting follow -up email.
) Use short paragraphs and avoid large blocksof ) Be pati ent and considerate
text. time and workload.
] Ensure proper grammar, spelling, and 10. Email Etiquette
punctuation to maintain ) Avoid using all caps, which can be perceived as
professionalism. shouting.
/. Signhature Block ] Be mindful of the tone In written
) Include your full name, title, and contact communication, as it can
iInformation. sometimes be misinterpreted.

)] Optionally, add any relevant links or
attachments.



Example Structure:

Subject: Request for Meeting to Discuss Project Proposal
Dear [Recipient's Name],

| hope this message finds you well.

| am writing to request a meeting to discuss the project
proposal for the

upcoming quarter. Please let me know your availabllity
next week so we

can arrange a convenient time.

Attached is a draft of the proposal for your review before
our meeting.

Your feedback will be greatly appreciated.

Thank you for your time and consideration.

Best regards,

[Your Full Name]

[Your Position]

[Your Contact Information]



Using social media responsibly

Using social media responsibly is important for
maintaining a positive online presence

and protecting your personal and professional reputation.
Here are some guidelines for

using Facebook, Twitter, and LinkedIn responsibly:
Facebook

1. Privacy Settings:

0 Review and adjust your privacy settings regularly to
control who can see

your posts and personal information.

0 Be cautious about sharing sensitive details or location
iInformation.

2. Content Sharing:

0 Share content that reflects positively on you. Avoid
posting inflammatory

or controversial material.

o Be mindful of how your posts may affect others;
consider the impact

before sharing.

3. Engagement:

o0 Engage respectfully with others. Avoid arguments or
heated

debates on public posts.

0 Report inappropriate content or behavior if
encountered.

4. Personal vs. Professional:

0 Maintain separate profiles for personal and professional
use If

possible. This helps iIn managing your online persona and
content effectively.

Twitter

1. Professionalism:

0 Keep your tweets professional and avoid posting content
that

could be seen as offensive or controversial.

0 Use appropriate language and avoid excessive use of
hashtags or

mentions.



2. Engagement:

0 Engage with followers and participate in relevant
conversations in a

constructive manner.

0 Handle disagreements or criticisms politely and
professionally.

3. Privacy:

0 Be cautious with sharing personal information. Twitter
IS a public

platform, and tweets can be seen by anyone.

4. Verification:

o Verify information before retweeting or sharing to avoid
spreading

misinformation.



LinkedIn

1. Professional Image:

0 Ensure your profile is up -to-date with your current job
title, skills, and

professional accomplishments.

0 Use a professional profile picture and write a
compelling summary.

2. Networking:

0 Connect with professionals in your field and engage In
meaningful

discussions.

0 Sendpersonalized connection reguests and messages
rather than

generic ones.

3. Content Sharing:

0 Share content that Is relevant to your industry and
showcases your

expertise.

0 Avoid posting overly personal content or opinions
unrelated to your

professional interests.

4. Recommendations and Endorsements:

0 Give and request recommendations and endorsements
that genuinely reflect your skills and achievements.

0 Ensure that any recommendations you write are hones
and constructive.

General Tips Across All Social Media Platforms

1. Think Before Posting:

0 Consider the potential long -term impact of your posts
on

your personal and professional reputation.

2. Respect Others:
O Respect
starting

conflicts.

3. Be Mindful of Content:

0 Avoid sharing or engaging with content that could be
seen

as discriminatory, harmful, or misleading.

ot herso opl ni on



4. Monitor Your Presence:

0 Reqularly review your profiles and posts to ensure they
align with

your desired image and values.

5. Compliance and Regulations:

o Stay informed about platform policies and legal
regulations

regarding online behavior and data protection.



]
On‘lne CcV Bm‘aers

CanvaCV Maker

1. Create an Account:

AGo to Canvacyv
maker.

ACl i ck ©
Google, or

S1 gn

Facebook account.

Select a Resume Template:

AAf t er |

0ggl ng

upao

and

| N,

choose

t ype

O Re

ABrowse through the templates and select one that suits

your style.

3. Customize Your CV.
0 Click on the template to open it. o Enter your personal
details, work experience, and skills. o Customize colors,
fonts, and layout If desired.
. Download Your CV:

AC | |

ck o

n t he

0o SHARE

V4

O

but t

AChoose the format (PDF is recommended) and save your

CV.

CONTACT
W +123-456-78%90

hello@resllygreatsite. com

Q@ 123 Anyw

& www.reallygreatsite com

EDUCATION

2029 - 20230
WARDIERE UNIVERSITY

o (Vo e of B oo s
Management

2025 - 2029
WARDIERE UNIVERSITY

« Bachelor of Business
« GPA:38/40

SKILLS

« Public Relations

* Teamwork

« Time Management

e Leadership

« Effective Communication

« Crntical Thinking

LANGUAGTES

= English (Fluent)
« French [Feoent)
« German (Basics)
= Soanish {intermediate)

tere St Any City

RICHARD SANCHEZ

MARKETING MANAGER

PROFILE

aren 151 11 }

Letur adipiscis 20 ¢
gNa aiqua. Ut ~cl
dolor sit ame ect
funt ut labhore ot daol BRI |
on. Ut e

WORK EXPERIENCE

El Borcelle Studio

the

!IL

¢ Fauget Studio

? Studio Shodwe

D> arct r
a1 Woe s o
'S and

" | sandr

- P.'*.n:t:‘.r brand cons

Markating Manager & Specialist

éEFERFNC}.F p

Marketing Manager £ S

pecalist

s'ear c;h

slency across marketnqg ¢h

Marketing Manager b Specalist

. ol
Oroarsee markel research 1o isaemily ameanging trencds, cusiome
and Competnor sirsieqies
»

bar.

Estelle Dar

oo



Zet JOhn Smith I Profesacnal with over 10 years of expenence specialzmg = IT department management |
y Virmrabongl logestes Cotrnnin ) npdemerd ofechve IT strategies & 'ocal and giobal
el ." Poninsd wrengeh i } (TWASTTT " e ITTAANC Y stroambre

IT Project Manager

1. Create an Account:
AVisit Zety.

ACl i ck oOCreate Resumed and
emaill or through social accounts.

2. Enter Your Information:

AFill out sections for your contact information,

work experience, education, and skKills.

3. Customize and Download:
AUse the buil der
ACl i ck oDownl oad
other formats.

Personal Info
Experience

Sentor Project Manager

Junior Project Manager

IT Support Orfice

O0s t ool s to
O Oor Pri nt Somiare

Education

O Master of Computer Sclence, University of Maryland

Hachelor of Computer Sclence, University of Maryland

Languages
Certifications

Interests

PD



Crafting a professional CV and cover letter.

Crafting a professional CV (Curriculum Vitae) and cover
letter Is

crucial for making a strong impression on potential
employers. Here

are some effective strategies for each:

Crafting a Professional CV

1. Format and Layout:

0 Use a clean, professional format with clear headings
and

bullet points.

0 Keep the layout consistent and easy to read, with a font
size between 10-12 points.

2. Contact Information:

o Include your full name, phone number, email address,
and LinkedIn profile (if applicable).

0 Ensure your contact information is up -to-date.

3. Professional Summary:

3 Write a brief summary at the top of your CV highlighting
your key

gualifications, skills, and career goals.

3 Tailor this section to align with the specific job you're
applying for

4. Work Experience:

3 List your work experience In reverse chronological order
(most recent

job first).

3 Include your job title, company name, location, and
dates of

employment.

3 Use bullet points to describe your responsibilities and
achievements,

focusing on quantifiable results (e.g., "Increased sales by
20%").



5. Education:

o List your educational gualifications, starting with

the most recent degree.

o Include the institution name, degree obtained,
and graduation yearr.

6. Skills:

o Highlight relevant skills that match the job
description. Include both hard skills (e.g.,
software proficiency) and soft skills (e.g.,
communication).

/. Certifications and Professional Development:
o Include any relevant certifications, licenses, or
training that enhance your gqualifications.

8. Additional Sections:

0 Add sections like awards, publications,
languages, or volunteer work If relevant to the
job or industry.

9. Proofread.:

o Carefully proofread your CV for spelling,
grammar, and formatting errors.

0 Ask a trusted friend or colleague to review it
as well.



Crafting a Professional Cover Letter

1. Header:

o Include your contact information at the top, followed by the date and the

empl oyeros contact I nformati on.

2. Salutation:

o Address the | etter to a specific person I f possi bl e
you canot find a name, use a general salutation (e.g.
3. Introduction:

o Start with a strong opening that grabs attenti on. M
applying for and where you found the job listing.

4. Body:

First Paragraph: Ex pl ail n why youore I nterested I n the positilon

company. Highlight how your skills and experience align with the job

requirements.

0 Second Paragraph: Provide specific examples of your achievements and how

they relate to the role. Show how you can add value to the company.

o Third Paragraph: Demonstrate your knowledge of the company and explain

why youodore a good fit for their team and culture.



5. Closing:

0 Relterate your enthusiasm for the position

and express your desire for an interview.

o Thank the reader for considering your

application and provide your contact

iInformation for follow -up.

6. Sighature:

0 Close with a professional sign-off (e.g.,

oOoSincerelyo or oBest regardso
your full name.

/. Proofread:

o Carefully review your cover letter for any errors in
spelling,

grammar, or formatting.

o Ensure it is well -organized and tailored to the job
application.

Cover Letter

[Your Mame]

[Your Address]

[ City, State, TIP Code ]
[Your Ermail ]

[Your Phone Number ]
[ Doite |

[Hiring Manager's Name]
[Company Name]
[l:crmpnny address |
[City, State, ZIP Code]

Dear [Hiring Manoger's Mame |,

I am writing to express my interest in the [Job Title] position at [Company Mama].

With a strong background in [mention relevant experience or field], | am eager to bring
my skills and passion to your team. The opportunity to contribute to [Company Name's
specilic mission or project] excites me, as | believe my expertise in [mention a key skill]
aligns well with your goals.

Throughout my career, | hove developed [mention a specific skill or achieverment]. At
[Pravious Company]. | successiully [describe an accomplishment that showeases your
abilities ], demonstrating my ability to [mention a key competency]. My experience in
[mention relevant industry or role] has equipped me with the necassary skills to make
a meaaningful impact at [Company Name].

Beyond my technical skills, | am a strong collaborator and problem-solver. | thrive in
last-paced environments and am ablsways eager 1O leam and adapt. | am conlkdant
thiat my @xpenance and enthusiasm would make me g valueable adaition 1o your tedm.

I would welcome the opportunity to discuss how my gualifications align with the needs
of [Company Name]. Thank you for your time and consideration. | look forward to

hearing from you.

Best Regards,
[Your Mare]
& Shine.com. All rights reserved,



General Tips

| Tailor Your Documents: Customize both your CV and
cover letter for each job

application. Highlight experiences and skills relevant to
the specific role.

)] Use Keywords: Incorporate keywords from the job
description into your CV and

cover letter to pass through Applicant Tracking Systems
(ATS).

] Showcase Achievements: Focus on your
accomplishments rather than just listing

job duties. Quantify achievements where possible.

)] Keep It Concise: Aim for a CV length of 1-2 pages and a
cover letter length of 1

page. Be concise but informative.



Importance of a professionally written Cv

A professionally written CV is crucial for several reasons:
1. First Impressions

] Initial Impact : A CV is often the first point of contact
between you and

a potential employer. A well -crafted CV creates a positive
first

Impression.

| Professionalism : It demonstrates your seriousness and
professionalism,

which can be appealing to employers.

2. Clear Presentation

] Organization : A professional CV is well-organized,
making It easy for

employers to quickly find the information they need.

] Readabillity : Clear formatting, consistent font, and
structured sections

enhance readability and ensure that your CV stands out Iin
a stack.

3. Highlighting Skills and Experience

) Tallored Content : Professional CV
writers can tailor the content to

highlight your

most relevant skills and experiences,
aligning them with the job

requirements.

) Impactful Language : Using action
verbs and impactful language can make
your

achievements and responsibilities sound
more impressive.

4. Avoiding Common Mistakes

| Error-Free: Professionals ensure your
CV is free from spelling, grammar, and
punctuation errors, which can be a
major turn -off for employers.

) Appropriate Length : They help
maintain an appropriate length,
avoiding overly

long or too brief CVs.



5. ATS Optimization

)] Keyword Integration : Many companies use Applicant
Tracking Systems (ATS) to filter CVs. A professional writer
knows how to integrate the right keywords to pass
through

these systems.

) Formatting : They ensure the CV Is formatted in a way
that

Is ATSfriendly, increasing the chances of your CV being
seen by human recruiters.

6. Industry Standards

)] Up-to-Date Practices : Professional writers stay updated
on

current trends and standards in CV writing, ensuring your
CV meets the expectations of modern employers.

] Industry -Specific Customization : They can tailor your
CV

to fit Industry -specific requirements, increasing its
relevance.

/. Confidence Boost

] Self-Presentation : Having a
professionally written CV can boost your
confidence, knowing you are presenting
yourself in the best possible

light.

) Competitive Edge : In a competitive job
market, a well -written CV

can give you an edge over other
candidates.

8. Career Advancement

)] Higher Success Rate: A professionally
written CV can lead to more

Interview Invitations and job offers.

] Professional Growth : It can also position
you better for career

advancement opportunities, showcasing
your growth and potential

effectively.



Online Digital Jobs Platforms

Upwork

Creating an Account:

1. Go to Upwork Website:

AVisit Upwork.

2. Click "Sign Upbo:
ACl ick o0Sign Updé on the top right corner.
3. Choose a SigrnUp Method:

ASign up with your email address, Google account, or
Apple ID.

il

My info

i 10 "eitings” trom _ 11 }
the accounts mers [N ACCount

and click "My Intg’

Company details £




4. Enter Your
Information:
AProvide your name, email, and password.

AFill in additional information like country and account Sign up to find work you love

type (Freelancer or Client). .
5. Verify Your Email. ~ ‘
account. or

6. Complete Your Profile

First name Last name
ACheck your email for a verification link and click it to - -
activate your

Email

AAdd your skills, work experience, and a professional
photo.

Barryiwigmall Soim

Fassword

Country

send me halpiul emals 1o hind rewarding work and job leads.
. Yes, | vnderstand and agraa 1o the Upwork Terms of Senica , ncluding the

Usar Agreement and Privacy Policy ( CA Notice at Collection ) .

Craate my account

Already have an account? Log in



Searching and Applying for Jobs:
1. Log I n and Go to "Find Work
AAfter |l ogging in, click on OFind Workdé from the menu.

2. Search for Jobs: WO e Tt S e e 7 W O A @
AUse keywords, filters, and location settings to find Graphic design for hire foach S more Top Rated it |
relevant job listings.

. VTR FREELARCERE
=eErch fiad Freslanoeds gl i M B8 =Eved

......

Apply for Jobs: R
AClick on a job listing to view details. ACI| i ¢ k 0 f e
Proposal , o0 write a tailored

proposal, and set your bid.



Freelancer

Creating an Account:

1. Go to Freelancer Website:
AVisit Freelancer.

2 . Cli ck :0Si g
ACl i ck 0Si gn

n Upo

Up O

1. Verify Your Emaill
ACheck your email for a verification link and click it.

2. Complete Your Profile :
AFill in your personal details, skills, and work history.

Searching and Applying for Jobs:
on the topl.“@% "I n and Go to oTask

AAf ter 1 ogging in, click

 Freeflances

S iCcgprn wa >
T — CCearytirmouaes wriths Seacaoacgle

e > Canmtirmuue weith Faceboaos bk

e =

F—ir=t P~ =sarmwae= L == Flooormi=

| agres o Tthe Freaslarncer Lilsaer SAaqgreaserryserst sSrec)
FPriswsnecswyy oo lliac

Adlre=mdy hawe @amm acaesocaem= Laoag i




1. Search for Jobs
AEnter relevant keywords and use filters to narrow down

job listings.

2. Apply for Jobs : . 10 FREELANCE JOBS

AClick on a job listing to see details.

: N _ _ f,r'f
ACl i ck oBid on This Job, 6
your bid amount. o :h_-tual
_ ssistant Coaching
Copywriter

Web Community
Developer Manager

FREELANCE
JOBS

Project

Manager Photography

App ux
Developer Graphic Developer
Designer

n d

set



-
Fiverr

Creating an Account:

1. Goto Fiverr Website:

. : Service
AVisit Fiverr. Catalog
2. Click o0Joinbo
ACl ick o0Joind6 on the top r
3. Choose a Sign-Up Method: Ordes
ASign up with your email, Google account, or Facebook.

4. Enter Your Information

AProvide your email address and create a password.

5. Verity Your Email

ACheck your email for a verification link and click it. Fulfillment

AAdd a profile picture, description, and skills.

Make and build up Gigs to sell your services on Fiverr.
Delivery &
Payment

HowjkiverrdWorks

A seller lists a service for $100

Under our SaaP model, sellers list their service offerings on our

marketplace first. Each Gig has well defined scope of work, time
of delivery, price, and other spec of the service. Millions of these
gigs make up our extensive service catalog, which buyers use to
search and browse to find the exact service they are looking for.

The buyer pays $105 to Fiverr

Once the buyer navigates through our catalog and finds the
service he/she wants, he places the order and pays Fiverr the
cost of the gig plus 5% service fee. For transactions under $40,
buyers pay a minimum $2 service fee

Work starts immediately upon order

Upon order, Fiverr prompts the buyer to send the seller the files
required in the gig description, aiong with a briefing document
with instructions. Once received, the seller can start to work on
the project immediately, They can also communicate and
collaborate during the course of project through our platform.

Fiverr pays the seller $80

14 days after the delivery of the project, if no issue raised by
the buyer, Fiverr makes 80% of the transaction value
avallable for seller to withdraw



FlexJobs

Creating an Account:

1. Go to Flex Jobs Website:
AVisit FlexJobs

2. Click "Join Nowo: The #1 Job Site to Find Work
AClick osign up6 on the 1 EonHomeJobs. NoAds.
3. Enter Your Information: Scams, or Junk

AProvide your email address and create a password. Find legitimate work-from-home jobs with
4. Subscribe for options for flexible hours and hybrid work.

aCCess.

1. Log I n and Go to " Sea

Apply for Jobs: -
o Click on a job Iisting to view details. Awesome Companies Hiring for Work-From-Home Jobs*
o Click oApplyd and follow the 1 nstructions to submi

application.



People Per Hour
Creating an Account: Click on a job listing to view details.

1. Go to PeoplePerHour Website: 4 Click OSubmit

AVisit PeoplePerHour proposal, and set your bid.

ASign up with your email, Google account, or LinkediIn.
4. Enter Your

Information:
. . Register Your Account
AProvide your email address and create a password. o Sreate an account on Peoplerertour

and manage it. The problem is that you
Can only mMmanage one acocou Nt at & time.

Verify Your Email: | e e Pabint e

ACheck your email for a verification link

and click it OF IR
Complete Your | Add Payment Details

Profile: AAdd a profile photo, description, and skills. oz Eaytonns Shesle mes s uetl o

| PaoplePaerHour and receive payments

VWorkinmng viechanism

Create & Update Your Profile

where you nesed them.

Reviews & Ratings

Search for 2ot
Jobs: AEnter relevant keywords and oa S o
use filters to find job listings |

rating and the best reviews possibile.

Search Your Job

e 1= Once your profile is compiete, yvou'll e
2ble to ook for Iobs that interest you
and begin using PeoplePerid{our to

| make money.

Getting Paid for the Job

You must use the platform to send and

o6 receive all payments. There are
NnuMearous availlable currencies. Youw
can choose the one you desire_

Proposal
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Cybersecurity Resources from KCSFA

Cybersecurity Resources from KCSFA

1. Understanding Cybersecurity Threats and Risks

Aldentify Common Threats: Recognizevarious threats such as malware, phishing, ransomware, and insider
threats.

ARisk Assessment: Evaluate potential risks to your organization or personal data and understand their impact.
2. Implementing Basic Security Measures

AUse Strong Passwords: Create complex passwords that are difficult to guess and change them regularly.
AEnable Two-Factor Authentication (2FA): Add an extra layer of security by requiring a second form of
verification.

ARegular Software Updates: Keep all software, including operating systems and applications, up -to-date to
protect against known vulnerabilities.

3. Developing a Cybersecurity Policy.

AEstablish Clear Policies: Create and enforce policies for data protection, acceptable use, and incident
response.

AEmployee Training: Educate employees on cybersecurity best practices and awareness to prevent breaches.
4. Incident Response Planning

ACreate an Incident Response Plan: Develop a plan to address and manage cybersecurity incidents, including
steps for containment, eradication, and recovery.

ARegular Drills: Conduct regular drills to test your incident response plan and ensure readiness.
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5. Data Protection

AEncrypt Sensitive Data; Use encryption to protect sensitive data in transit and at rest.

ABackup Data Regularly: Implement regular backups and ensure they are stored securely.

6. Network Security

AUse Firewalls: Deploy firewalls to monitor and control incoming and outgoing network traffic.

ASecure WiFi Networks: Protect your wireless networks with strong passwords and encryption.

/. Compliance and Legal Requirements

AAdhere to Regulations: Ensure compliance with relevant cybersecurity regulations and standards, such as the
Data Protection Act in Kenya.

ARegular Audits: Conduct regular audits to assess compliance and identify potential gaps.

8. Resources and Tools

ACybersecurity Frameworks: Utilize frameworks such as the NIST Cybersecurity Framework or ISO/IEC 27001 to
guide your cybersecurity efforts.

AThreat Intelligence: Stay informed about the latest threats and vulnerabilities through threat intelligence feeds
and updates.

9. Contacting KCSFA

AGet Professional Advice: Reach out to KCSFA for guidance, resources, and support on improving your
cybersecurity posture.

ATraining and Certification: Participate in training and certification programs offered by KCSFA to enhance your
skills and knowledge.

10. Stay Informed

AFollow Updates: Keep up with cybersecurity news and updates from KCSFA to stay aware of emerging threats



Accessing Youth Development Programs And

Opportunities.

The MasterCard Foundation Scholarships

Creating an Account;

1. Visit the MasterCard Foundation Website

0 Go to MasterCard Foundation Scholarships

2. Navigate to: oSchol arshipsbéo
DS O

O Cli ck on the o0Schol ar s hi t ab or sectl on.



