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Access to Government Services and
Youth Opportunities



Course Description

This course is 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,
including social media,

email, 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 Convenience: Citizens can access
government services 24/7 from anywhere, reducing the need to
visit

government offices in person.

2. Cost Savings: Both citizens and governments save money
through reduced paperwork, travel, and administrative
overheads.

3. Transparency and Accountability: E-government systems
can increase transparency by providing real-time access to
information 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 Engagement: E-government platforms facilitate
better communication and engagement with citizens, allowing
for

more responsive and participatory governance.

6. Data Management: Improved data collection and analysis
capabilities can enhance decision-making 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. Interoperability: 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

* Website: eCitizen

*Land rent and rates payments

* Description: 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:

* Website: Huduma Kenya

* Description: 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):

» Website: Kenya Revenue Authority

* Description: 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):

» Website: NTSA

* Description: NTSA offers services
related to road transport and
safety, including:

= Motor vehicle registration and transfer
 |ssuance 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):
* Website: Kenya Power

* Description: 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



N
National Social Security Fund (NSSF):
- Website: NSSF Kenya
- Description: 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):

- Website: HELB

- Description: 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):
o Website: KEBS
o Description: KEBS provides standardization 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 & il
o Go to eCitizen.
2. Sign Up: Register Diplomat
o Click on the "Create an Account” button.

®

Validate = Contact  Passwor d Complete

Diplomat ID *

First Name as per your ID *

Date of Birth *

20 Jan 2026 B3

Back



3. Select Account Type:

o Choose "Kenyan Citizen", "Foreign Resident”, or SSISERERESERIN RS o B
"Visitor”. .

4. Enter Personal Detalils: For Kenyan Citizens

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

number (for foreign :S:;r; . “
residents/visitors), first name, and surname.

5. Provide Contact Information: Refiaee

o Enter your mobile number and email address.

6. Create Password: Biplormet

For Diplomats within Kenya

o Choose a strong password and confirm it.

Foreigner

For Visitors to Kenya

7. Verity Information:

o You will receive 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 1n 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:

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

hudumakenya.go.ke

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

services. . | (&)
You will now be required to book

3. Prepare Necessary Documents: appointments to visit a huduma centre,

you can click here.

* Visit the Huduma Centre with the required documents
for the specific
service you need.




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:

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

Iitax.kra.go.ke

Checkers | FAQ s | Forms | Report Probl

KENYA REVENUE
4. Choose Taxpayer Type: 63 AUTHORITY

Taxpayer Type™
Mode of Registration™

--Select--

Individual

Non Individual

Times Tower, Haile Selassie Avenue,
v P.O.Box 48240 - 00100 GPO Nairobi Tel: 020-310300, 020-281000 Fax: 341342
—
KENYA / 2030 eeeeeeeee
V'S'Ofimmmm 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 );



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

5. Fill in Details:
0 Provide the required details such as your ID number,

d ate Of bi rt h )] Welcome to iTax Online Service Area Checkers | FAQs | Forms | Report Problem | Contact us | Online Help | iTax Videos
and other personal information. ( -
)

itax.kra.go.ke (H

. KENYA REVENUE
/. Receive PIN: AUTHORITY
o Once approved, you will receive your KRA PIN, which San o

yO u C a n u Se tO lO g All fields marked with * are mandatory
B_Obligation_Details 7 ‘(7,‘_Source_lncome_Details F_Agent_Details

in to the iTax portal.
. .
6. Sme]t and Verlfy: Residential Details

Do you want to register for Significant Economic

o Submit the form and verify your Prosnce Tak?* OYes ONo

. ) Kenyan
d eta] lS . Citizenship * ) Non Kenyan Resident

() Non Kenyan Non Resident

Simple, Swift, Secure

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
KENYA’?"“'/

VISION 2030 : . Powered By
x Call Center details Tel:020-4999999,020-4998000 Cell:0711-099999 Email: ( 3
)\

Towardsa g'oba}/ omp titiv

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

-t
i Corarm b voms For Coomnd
O G O to N S S Ke a nnnnnnnn pr—
I I I = Homepage
. = Existing Member eCert Hmername
= Member Registration Fassword:
£ Member Activation
[ # Member Recertification Member Particulars
8 Lost Passwaord Mationality:* <
Surname:~ rst Mame:
Middle Mame: Mothers First Name:
Gender:* raale Female Fayrall Mo
Country of Birth:* <
[ ) Date of Birth:* Birth Cert No:
Birth CGert Issued By Birth ©ert Issued
o Employmant Date:e
ID Document Type:* Please sclect -
° 1] ° 1] [ ID Dosument Issued
oluntary: - rioc ves KA PN no
Employer 1D:
Member Permanent Address
PO Address 1.7 <>
P.O. Address 2 -
Telephone Maobile
. Email
Home Details
Caunty - <
District:
Location:*
¢ EmEiEWwwl® ] Gage
Estate: " Sweet Name:
° ° Street Number:
eta] S . O rOV] e O r n m e r n m er ate O ~ m——— B | ;
. U U ) U ’ | =88y |
Refresh
[ ] I I [ ] O [ save || Reset
]I t , al l Ot el I eqU]I e eta] S. Help Instruct ions
In this form you fir: omplete the use arrm W
us e-Serv rwa te
employer information.
in a ired ast
u m tm lati
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
Tt 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:

o Once verified, log in to access your NSSF



Higher Education Loans Board (HELB)
1. Visit the Website: == Portalnef.co. ke ==
o Go to. httpS//WWWheleOke IGHER EDUCATION FINANCING PORTA
2. Navigate to Student Portal: *

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

Specify If yvou have a Nationmnal 1D

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

4. Create Password:

o Choose a strong password and confirm it.
5. Verify

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

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:

o Click on the "Student’s Portal” link or directly go to
KUCCPS Student

BACK TO PROGRANMMES

Transfer deadline in:

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

6. Complete Your Profile:

0 After logging in, you may be required to complete

your profile by providing additional personal
information. Make sure all the details are accurate.

/. Access KUCCPS

Services: o 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;
e Access vital records via eCitizen.

e Use online tax services (Kenya Revenue Authority)
Portal.

o Effectively Utilize online health services (NHIF).



Accessing vital records via eCitizen.

E-Citizen is Kenya's online platform providing access to a
range of government services and vital records. Here’s
how to access some key

records and services:

Accessing Birth Certificates

« How to Access: 1. Log in to your

eCitizen account.

ii. Navigate to the "Civil

Registration” section.

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

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)




Accessing Passports

 How to Access:

o Log in to your eCitizen account.

o Navigate to the "Directorate of Immigration Services”
section.

o Select "Apply for

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

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




Accessing Driving Licenses &

How to Access: -

- Log in to your eCitizen account. S

- Go to the "National Transport and Safety Authority (NTSA)" section. @ O

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




Y I ———
Using online tax services (Kenya Revenue Authority).

Filling Tax Returns

Log In to iTax:

o Visit the KRA iTax portal and log in with your PIN and
password.

Navigate to the "Returns” Section:
o Go to the "Returns” tab on the dashboard.

Select "File Return”:

o Choose the type of return you want to file (e.g., VAT,
Income Tax, Pay As

You Earn).

Fill Out the Return Form:

o Complete the required details for the return period,
including

income, expenses, and deductions.

1. Submit the Return:
o Review the information,

itax.kra.go.ke

( ;" ) KENYA REVENUE
/)L AUTHORITY

Home

oooooooooooooooooooooo
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Updating Personal or Business Information itax.kra.go.ke

(3 KENYA REVENUE
/); AUTHORITY

Log In to iTax:

o Visit the KRA iTax portal and log in.
Navigate to the "Registration” Section:
Go to the "Registration” tab.

Select "Amend Details":

o Choose the type of information you want to update

(e.g., contact details,
business information).

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

Vision2030
o temptouions Call Center details Tel:020-4999999,020-4998000 Cell:0711-099999 Email:
et e EKTaLee ke

( 768 resolution with IE 7.C

G

Complete the Update Form:
o Enter the updated information and upload any required

documents.

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

confirmation once the
update is processed.



Check Tax Compliance Certificate
1. Log In to iTax:

o Visit KRA iTax and log in.

2. Go to "Certificates":

o Click on the "Certificates” tab.

3. Request Compliance Certificate:

o Follow the instructions to apply and check the status.

For General Tax Questions
k. P v N A Contact KRA Call Contre
KENYA REVENUE  Tax Compliance cate 4999
AN X2 EVE v ax "a Mﬂ Tel: +254 (020) 999
6}9 AUTHORITY Coll: +254(0711)099 999
Emall: calicentre@kra.go.ke
www.kra.go. ke
Taxpayer PIN:  A004309286F Certificate Date:  01/11/2017
Name and Address : Cortificate Number:
JOYCE WAMUYU MUKURIA KRANERS8823962017
MUHITO PRIMARY SCHOOL, NYERI, Mukunweini District,

PO Box:14, B AR RCNTH AT

Postal Code:10103

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
institutions. Here’s 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.

Register or Log In:

Enter

Details:

If you are a new user, click on "Register” 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.



Apply for Placement in Universities and Colleges

1. Log In to KUCCPS Portal:
o Go to the KUCCPS Website and log in.

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.

7. 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:
o Access the KUCCPS website and 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. Log In to KUCCPS Portal:
2. o Go to the KUCCPS website and log in.

Navigate to the "Profile” Section:
o Click on the "Profile” tab.

3. Select "Account Setting":
o Choose to update your personal details.

5. Complete the Update then Form:
o 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 @ W KC s A0 ke .@ BThe Placement Service  (X) BXUOCPS Official @ irdoBkuccas.ac. ke




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

i. Visit the eCitizen portal.

ii. Enter your email or ID humber and password.
iii. Click on "Sign In.

Step 2: Access the Directorate of Criminal Investigations

(DCI) Services

i. Click on the "Directorate of Criminal Investigations”

option from the list of

services.
ii. Select “police clearance certificate”

Step 3: Fill in the Application Form
i. ii. Complete the application form with your personal

details.

Upload a recent passport-sized photo.

Step 4: Pay for the Certificate

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

Complete the payment and keep the payment receipt.



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.

ii. Complete the fingerprint capture process.

Step 8: Collect Your Certificate

i. 1i. 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 designers utilized 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:

* Visit the YEDF website.

* Download The Loan Application Form the YEDF Website.
» Submit Application: Fill out the application form with
your

business details and funding needs.

* Review 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 in 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
their 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.



. E———
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

e, 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
| ———
. T4 2 i Young
The Future works online KEZ:A @ Africo el\/lob| 1S
W omceten WOrkS s’




Digital

Tools

Email Platforms Google

Gmail Creating a Gmail Account: Create your Google Account

1. Go to the Gmail Website:
 Visit Gmail.
2. Click on "Create account”:

I Last name

Usermame [Dgrmail.com

* Find this option on the sign-in page. © o
3. Enter Your Information: .
* Fill in your first and last name. e o oo

D Show password

Enter Your Information:

i. Fill in your first and last name.
ili. Create a

password and

confirm it

0

ii. Choose a username (this will be
your email address).

iv. Click “Next”: Enter your phone number for account
security (optional but

recommended).



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

personal

Tools

details.

vi. Agree to the Terms: B . > = 8
* Read and accept Google's terms and privacy policy. — .
vii. Set Up Your Account: : o ] e e
 Complete any additional setup steps, such as x oo ety - i
customizing >
your profile and settings. .

Using Gmail: =

i. Compose an Email: - o

Click on the “Compose” button on the left side of your

inbox )

ii. Enter the recipient’s email address, subject line, and >
i OE . B A & (= & M : W .
message. L9 -



iii. Attach files if needed by

clicking the paperclip icon. Label as

. R 1|'
iv. Send w e
the Email: Click “Send” to deliver @ Replytoal
. Promotions
your email. ® Forward
. . Notes
Ve Orgamze Your Inbox: . . @ Forward as attachment e
» Use labels and folders to categorize emails. Overseas stuff
 Set up filters by going to “Settings” and selecting B Archive Bedaro
“Filters and Blocked Addresses.” B nDalits |
@ Delete Receipts
@ Mark as unread Unwanted
0 Snooze Work
& Addtotasks M Social
D Move to \ Create new
® Labelas X JManagelabe:s

N Mute ;

Q. Find emails from takealot.com

(74 Open in new window

LA SE AAS s M @ La AL s Sassss e PN T —— |



Outlook

Creating an Outlook Account:

i. Go to the Outlook Website:

e Visit Outlook.

i1. Click on “Create free account”:

 This option is available on the sign-in page.

iii. Choose a Username:

* Enter a desired email address and select either
@outlook.com or

@hotmail.com.

* Click “Next.”

iv. Create a Password:

* Enter a password and click

“Next.

v. Enter Personal Information:

* Provide your name and click “Next.
* Complete the CAPTCHA verification to confirm you're
nota robot.

a G “?;:gle

Q, microsoft email

Al Mode All Images Videos Short videos

Microsoft
https://www.microsoft.com

Microsoft Outlook email

No information is available for this page.
Learn why

Microsoft
https://www.microsoft.com

Outlook Log In | Microsoft 365

Sign in now to connect, organize, and get things done
with your email and calendar. Sign in Create a free
account. Welcome to Microsoft Outlook.

\




LinkedIn

1. Creating a LinkedIn Account:
Go to the LinkedIn Website:

* Visit LinkedIn. Linked 3}
Click “sing up”:

 You’ll see this option on the homepage.

linkedin.com

Join Linkedln now — it's free!

2. Enter Your Information: Email

* Provide your email address and create a password. [ ]

* Enter your first and last name. T e AT Sy
Click “Agree & Join”: or
* Follow the prompts to complete the registration ( 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 I ———
Profile: Click on your profile picture and

Verify Your Email: select “View Profile.”

» Check your email for a verification link and follow the 2. Click the pencil icon to edit and add
instructions. details about your

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

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

and

skills.

S-Ellly I_i-EII'"II:_:] E’:' il A1 Biosense Webster
o C | M rmC s S sf at lokhniconm & Jaohason - :
Senar Financial Ama yak al J 4 i I 1 - l._.||'||l.l|?."=.|l::|- of Callfcenda.
f i Conitact infa Serkeley, Haad Schoal af
Soasineys
About
Idenitify i | r ] o Mg rar . t as largebs st 1 s i1 i
| | hinarcesly Ao L | turi i i
| i 1 L | |
Eal | | | CCHT i I I | I
| 0 it resourceful kir | an | TFTF | oo b, vl Cheler
t 1 r r.| re i | r 3 COin r thiis lessor 5 i 1
Ehee | 2]
| Lk i ] % | | | o 1 Tie L



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

TOP

Apply for Jobs: ~ TIPS FOR JOB SEEKERS
* 0 Click on the “Jobs” tab.

* 0 Search for job postings and . sartwitha 2 Broaden Your
use the “Easy Apply” option to

apply direCtly th rOugh Linkedln . Add Contact Info #ldd%:tgﬁlﬂﬁfﬂnf ESEE‘EITHEE

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!
Groups 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

e Make it specific and relevant to the content of the email.

e Avoid vague terms; instead, provide a brief summary of the
email’s purpose.

2. Professional Greeting

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

e Avoid overly casual greetings unless you have an established
informal rapport.

3. Concise and Relevant Content

e Get to the point quickly and stay on topic.

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



Polite and Respectful Tone

e Be courteous and maintain a professional tone
throughout.

e Avoid using slang or overly informal language.
5. Clear Call to Action

e Specify what you need the recipient to do.

e Include deadlines if applicable, and be clear
about any required

responses or actions.

6. Proper Formatting

e Use short paragraphs and avoid large blocks of
text.

e Ensure proper grammar, spelling, and
punctuation to maintain

professionalism.

7. Signature Block

e Include your full name, title, and contact
information.

e Optionally, add any relevant links or
attachments.

Review Before Sending

e Proofread for errors and ensure the message is
clear.

e Double-check any attached files to ensure they
are correct and

relevant.

9. Follow-Up

e If you don’t receive a response in a timely
manner, send a polite

follow-up email.

e Be patient and considerate of the recipient’s
time and workload.

10. Email Etiquette

e Avoid using all caps, which can be perceived as
shouting.

e Be mindful of the tone in written
communication, as it can

sometimes be misinterpreted.



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 availability
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
information.

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:

o 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 in 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.

o 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.

o 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:

o 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:

o Connect with professionals in your field and engage in
meaningful

discussions.

0 Send personalized connection requests and messages
rather than

generic ones.

3. Content Sharing:

o 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:

o Give and request recommendations and endorsement:
that genuinely reflect your skills and achievements.

o Ensure that any recommendations you write are hone
and constructive.

General Tips Across All Social Media Platforms

1. Think Before Posting:

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

your personal and professional reputation.

2. Respect Others:

0 Respect others’ opinions and avoid engaging in or
starting

conflicts.

3. Be Mindful of Content:

0 Avoid sharing or engaging with content that could be
seen

as discriminatory, harmful, or misleading.



4. Monitor Your Presence:

0 Regularly 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.



ntine uiiaers

Canva CV Maker

1. Create an Account:

e Go to Canva cv
makaer.

* Click “Sign up” and choose to sign up with your email,

Google, or

Facebook account.

Select a Resume Template:
» After logging in, type “Resume” in the search bar.
* Browse through the templates and select one that suits

your style.

3. Customize Your CV:

o 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:

* Click on the “SHARE ” button at the top right.

* Choose the format (PDF is recommended) and save your

CV.

CONTACT

W +123-456-78%90
hello@resllygreatsite.com
Q 123 Anywhere St Any City
=3

vww.reallygreatsite com

EDUCATION

2029 - 20230
WARDIERE UNIVERSITY

o Master of Business

Management

2025 - 2029
WARDIERE UNIVERSITY

« Bachelor of Business
« GPA:38/40

SKILLS

« Project Management

*» Public Relations

» Teamwork

« Time Management

e Leadership

« Effective Communication

« Crntical Thinking

LANGUAGES

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

RICHARD SANCHEZ

MARKETING MANAGER

PROFILE
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ety Jonm Smith oo
{ Create an Account: e e Sy i
o Visit Zety.

* Click “Create Resume” and sign up using your
email or through social accounts.

2. Enter Your Information:

* Fill out sections for your contact information,
work experience, education, and skills.

3. Customize and Download:

* Use the builder’s tools to make adjustments. sl
» Click “Download” or Print to save your resume in PDF or [

other formats.

IT Project Manager

Personal Info
Experience

Sentor Project Manager

st

Junior Project Manager

T Support Office

Education

SRR Master of Computer Sclence, University of Maryland

Hachelor of Computer Sclence, University of Maryland

Langquages
Certitications

Interests




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).

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

3. Professional Summary:

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

qualifications, skills, and career goals.

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

4, Work Experience:

o List your work experience in reverse chronological order
(most recent

job first).

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

employment.

o 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 qualifications, starting with

the most recent degree.

0 Include the institution name, degree obtained,
and graduation year.

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 qualifications.

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
employer’s contact information.

2. Salutation:

0 Address the letter to a specific person if possible (e.g., “Dear Ms. Smith”). If
you can’t find a name, use a general salutation (e.g., “Dear Hiring Manager”).

3. Introduction:

o Start with a strong opening that grabs attention. Mention the position you’re
applying for and where you found the job listing.
4. Body:

First Paragraph: Explain why you’re interested in the position and the
company. Highlight how your skills and experience align with the job
requirements.

o 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 you’re a good fit for their team and culture.



5. Closing:

0 Reiterate your enthusiasm for the position
and express your desire for an interview.

o Thank the reader for considering your
application and provide your contact
information for follow-up.

6. Signature:

o Close with a professional sign-off (e.g.,
“Sincerely” or “Best regards”) followed by
your full name.

7. 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 Mumiber |
[ Doite |

[Hiring Manager's Name )
[Company Name]

[Cam pany address |
[City, State, ZIP Code]

Dear [Hiring Manoger's Name |,

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].

Bavond my technical skills, | am a strong collaborator and problam-soalver. | thrive i
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 Rego rds,
[Your Mare]
C Shine.com. All rig hts resarvad,



General Tips

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

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

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

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

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

job duties. Quantify achievements where possible.

e 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

e 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.

e Professionalism: It demonstrates your seriousness and
professionalism,

which can be appealing to employers.

2. Clear Presentation

e Organization: A professional CV is well-organized,
making it easy for

employers to quickly find the information they need.

e Readability: Clear formatting, consistent font, and
structured sections

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

3. Highlighting Skills and Experience
e Tailored Content: Professional CV
writers can tailor the content to
highlight your

most relevant skills and experiences,
aligning them with the job
requirements.

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

achievements and responsibilities sound
more impressive.

4. Avoiding Common Mistakes

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

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

long or too brief CVs.



5. ATS Optimization

e 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.

e Formatting: They ensure the CV is formatted in a way
that

is ATS-friendly, increasing the chances of your CV being
seen by human recruiters.

6. Industry Standards

e 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.

e Industry-Specific Customization: They can tailor your
CV

to fit industry-specific requirements, increasing its
relevance.

7. Confidence Boost

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

light.

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

can give you an edge over other
candidates.

8. Career Advancement

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

interview invitations and job offers.

e 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:

* Visit Upwork.

2. Click "Sign Up™:

* Click “Sign Up” on the top right corner.

3. Choose a Sign-Up Method:

* Sign up with your email address, Google account, or =~
Apple ID. -

i 10 "Gribings’ Eromi _ 11 }
the accounts moow [N Account
and click "My Intg’

Company details £




4. Enter Your

Information:

* Provide your name, email, and password.

* Fill in additional information like country and account

type (Freelancer or Client). - o
5. Verify Your Email: % ContiwewilhApple ) a
account. or

6. Complete Your Profile:

Sign up to find work you love

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

Email

» Add 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 In and Go to "Find Work”:
» After logging in, click on “Find Work” from the menu.

2. Search for Jobs: S
» Use keywords, filters, and location settings to find Graphic design for hire
relevant job listings. _
B Qe (
A :
pply for Jobs: =~ . e - T SRR
+ Click on a job listing to view details.+ Click “Submita /@ " T Lo
Proposal,” write a tailored | ST A e e P o T S

proposal, and set your bid.



Freelancer
Creating an Account:
1. Go to Freelancer Website:

* Visit Freelancer. e Fill in your personal details, skills, and work history.

2. Click “Sign Up”: : :
1 e ;. . Searching and Applying for Jobs:
* Click “5ign Up™ on the top right. 1. Log Ingand Goptpoy“Tgsk list”:

 After logging in, click on “Task list.”

1. Verify Your Email:
* Check your email for a verification link and click it.

2. Complete Your Profile:

ol W —

T Frecefances

S iCcgprn wa >

— Caaraytimoare weri th CSecacgle

e > Canmtirmuue weith Faceboaos bk
e =
Fir=t rNasSarrnme L ==t Frrmie
E=n =il
F— === L = | h-..-__-'_

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

Adlre=mdy hawe @amm acaesocaem= Laoag i




1. Search for Jobs:
* Enter relevant keywords and use filters to narrow down

job listings.

2. Apply for Jobs: = 10 FREELANCE JOBS

* Click on a job listing to see details.

[ ] [ ] h . lll.l:ll
» Click “Bid on This Job,” write your proposal, and set Virtual
| rtua
your bid amount. SEO Assistant T
Copywriter

Web Community
Developer Manager

FREELANCE
JOBS

Project

Manager Photography

App ux
Developer Graphic Developer
Designer



]
Fiverr

Creating an Account:

1. Go to Fiverr Website:

. Visit Fiverr. Cataog
2. Click “Join”:
* Click “Join” on the top right corner.
3. Choose a Sign-Up Method: Oeidas
* Sign up with your email, Google account, or Facebook
4. Enter Your Information:
* Provide your email address and create a password.
5. Verify Your Email:
* Check your email for a verification link and click it. Fulfillment
» Add 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: ¢ R T — e T |
1. Go to Flex Jobs Website: - '
e Visit FlexJobs.

2. Click "Join Now™: The #1 Job Site to Find Work
» Click “sign up” on the top right. From Home Jobs. No Ads,

3. Enter Your Information: Scams, or Junk

* Provide 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:

Find Your Next WFH Job!

1. Log In and Go to "Search Bar”:

Apply for Jobs:

o Click on a job listing to view details.
o Click “Apply” and follow the instructions to submit your
application.

Awesome Companies Hiring for Work-From-Home Jobs*



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

1. Go to PeoplePerHour Website: 4. Click “Submit Proposal,” write your
* Visit PeoplePerHour. proposal, and set your bid.

 Sign up with your email, Google account, or LinkedIn.
4, Enter Your

Information:
. . Register Your Account
* Provide your email address and create a password. o Create an account an PeopleerHour

Verify Your Email: | £ Bhouiat s hrik ot asanunts de
* Check your email for a verification link

and click it. OF I IO
Complete Your | Add Payment Details

Profile: « Add a profile photo, description, and skills o= Pansns datale Mo s STUTOL o

PaoplePaerHour and receive payments
| where you nesed them.

VWorkinmng viechanism

Create & Update Your Profile

Reviews & Ratings

Search for cats
Jobs: « Enter relevant keywords and oa e Tactors 15 St Ta taine
use filters to find job listings I

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 PeoplefPerHour tc

| make money.

Getting Paid for the Job

You must use the platform to send and

06 receive all payments. There are
NnuMearous availlable currencies. Youw
cCan cChoosae the one you desire_
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Cybersecurity Resources from KCSFA

Cybersecurity Resources from KCSFA

1. Understanding Cybersecurity Threats and Risks

* |dentify Common Threats: Recognize various threats such as malware, phishing, ransomware, and insider
threats.

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

» Use Strong Passwords: Create complex passwords that are difficult to guess and change them regularly.

* Enable Two-Factor Authentication (2FA): Add an extra layer of security by requiring a second form of
verification.

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

3. Developing a Cybersecurity Policy.

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

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

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

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

* Encrypt Sensitive Data: Use encryption to protect sensitive data in transit and at rest.

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

6. Network Security

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

» Secure Wi-Fi Networks: Protect your wireless networks with strong passwords and encryption.

/. Compliance and Legal Requirements

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

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

8. Resources and Tools

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

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

9. Contacting KCSFA

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

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

10. Stay Informed

 Follow 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

<~ Our Programs

Creating an Account: Mastercard
1. Visit the MasterCard Foundation Website: goundctlon Scholars
0 Go to MasterCard Foundation Scholarships. FEER AT

2. Navigate to “Scholarships”:
o Click on the “Scholarships” tab or section.

The Mastercard Foundation
Scholars Program i1s a glob al
INitiative designed to develop the
Nnext generation of transformative
leaders by enabling highly
talented, service-oriented young
people to pursue higher education

and cultivate thheir leadership
potential.




_Check Eligibility Requi s

scholarship.

0 Review the eligibility criteria on the institution’s page.
2. Prepare Required Documents:

0 Gather documents such as your academic transcripts,
recommendation letters, and personal statement.

3. Complete the Institution’s Application Form:

o Fill out the application form provided by the
participating

institution.

4. Submit Your Application:

4. Follow Registration Instructions:

o Submit the completed application form and documents
according to

the institution’s instructions.

o Each institution may have different registration
procedures.

Register through the institution’s portal or application
system.

5. Track Application Status:

o Follow up on the status of your application through the
institution’

mastercardfdn.org

The Mastercard Foundation Scholars
Program is implemented through our
partner universities and Nnon-
governmental organizations. The
application process and decision-
mMaking are managed individually by
each partner. If you are interested in
becoming a Mastercard Foundation
Scholar, please apply directly through
the Mastercard Foundation Scholars
Program-affiliated institution you wish
to attend. Search the listings beloww.

Partner institutions have their own
application processes, deadlines, and
admission fees. We recommend that you
read through the application guidelines
or contact the institution of your choice
for more information. For schools that
require application fees as part of the
admissions process, the fees will be
reimbursed iIf the student is selected for
the Mastercard Foundation Scholars
Program.



Chevening Scholarships

Creating an Account:

1. Visit the Chevening Website:

0 Go to Chevening Scholarships.

2. Click “Apply”:

o Navigate to the “Apply” section for Chevening
Scholarships.

chevening.org
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Chevening
Scholarships

Study in the UK on a fully-
funded scholarship with
Chevening.

A Chevening Scholarship:
Chevening FCDO‘ :

CHEVENING

SCHOLARSH e
WHAT IS IT?

CHEVENING.ORG

Chevening Scholarships enable
outstanding emerging leaders from
all over the world to pursue one-year
Mmaster’s degrees in the UK. If you
have the passion and influence to
solve pressing local, national, or
global challenges, we strongly

encourage you to apply.

Chevening Scholarships are fully-
funded, leaving vyou free to focus on
achieving yvour professional goals

and maximising the experience of a




Applying for a Scholarship:

1. Log In to Your Account:

0 Return to the Chevening application portal and log in
with your email

and password.

2. Complete the Online Application Form:

o Fill out the application form with personal details,
academic

qualifications, and career aspirations.

3. Prepare and Upload Required Documents:

0 Prepare documents such as academic transcripts,
reference letters,

and a personal statement.

4. Submit Your Application:

0 Review all details and submit your application by the

deadline.
o Upload these documents as instructed.

Submit Your Application:

0 Review all details and submit your application by the
deadline.

5. Track Application Status:

o Check the status of your application through the
Chevening portal or wait for communication from the
Chevening team.



Entrepreneurial support and resources for startups
Government Programs and Funds

Youth Enterprise Development Fund (YEDF)

e Purpose: Supports youth-led businesses with financial
aid and capacity-building.

e Application Steps:

1. Visit the YEDF website. Uwezo Fund

2. Register or log in. e Purpose: Provides interest-free loans to youth, women,
3. Prepare and submit a business plan. and persons with

4. Complete the online application form. disabilities.

5. Submit required documents. e Application Steps:

6. Track your application status. . Visit the Uwezo Fund website.

. Form a group or apply individually.
. Complete the application form.

. Submit required documents.

. Submit your application.

. Review application status.

ONUT AN UWN —



Kenya Industrial Estates (KIE)

e Purpose: Supports SMEs with financial aid and business
advice.

e Application Steps:

1. Visit the KIE website.

2. Submit a form online to get fundi
3. Submit all the required details and documentation.
4. Follow up on your application.

KENYA INDUSTRIAL ESTATES

Kenya Industrial Estates (KIE) s wholly Government owned Deavelopment
Finance institution [DFI] within the Ministry of Industnialization and was
established in 1967 with a mandate to promote Industriakzation through
Indigenous enterprise development

L

Small, Medium Enterprises (SME) Credit Facilities: -

Interest rate is at 10% per annum on reducing balance basis

Prowvides affordable finance for value addawon to Individual entrepreneurs,
Small & Medium companies as well as Youth and Women groups for
purchase of machinery, equipment and working capital gither for
expansion, modernization or rehabilitation focusing on the company's
prorty sectors

Business Advisory Services: -This inclucdes

Consulitancy services, Entreprencunal and Management training capacity
buliding. BIS that include markets and exhibitions, Business plans, Feasibility
studies stratoguc plans, Business counselling and advisory services that
mnclude project implemeantation and commuissioning and Project appraisals.
Facllitating Inter firm Linkages and Sub-contacting: - Ths imvolves
facilitation of linkages between Micro, Small, Medium and large scale
enterprnses to technological markets,

Industrial Workspace (SME Parks/Sheds/Incubators)
Provision of affordable ingdustnial workspace/industrial sheds/SME parks/
mcubators

KIE has branches in 37 counties country-wide

FOR MORE INFORMATION, CONTACT,
KENYA INDUSTRIAL ESTATES LTD
P O BOX 78029 - 00507,
NAIROB! INDUSTRIAL AREA - LIKONI ROAD

DL: D20-6651348/54,
MLIO722297636/073327986)
omail admin s kie.cokeWobsite www. kle.co ke




Business Incubators and Accelerators

iHub

e Purpose: Provides co-working spaces, mentorship, and

support for tech K a3 o
startups. | = |
e Access StepS: "\.n.j} MENSEHENP  DVENTS DS BO0  SESOUNCES  CONTACTS fydwo
1. Visit the iHub website.

2. Engage in workshops and mentorship programs. Hello, We are

3. Utilize available resources.
We serve the tech community, by connécting organizations and people,

building market relevant solutions and being ahead of the curve of

nnovation

Who we are | 1

Founded in 2010, Hub is & glebally recognized organization that is

deoply stoepod In the looal toch Innovation oulture. It s fair 10 pay that

PR O 15 bern 1ot PR T EERNER:



N
Nairobi Garage
e Purpose: Offers co-working spaces, business
mentorship, and networking.
e Access Steps:
1. Visit the Nairobi Garage website.
2. Book a tour or trial.
3. Participate in events and utilize resources.

Spring Valléy



Networking and Professional Associations
Kenya Association of Manufacturers (KAM)
e Purpose: Provides support, networking, and advocacy
for businesses.
e Access Steps:
1. Visit the KAM website.
2. Apply for membership.
Download the below form and fill then submit.
3. Participate in events and workshops.
4. Utilize advocacy support. This is to Certify that
RONGAI WORKSHOP & TRANSPORT LIMITED

s a member of KAM and subscribes to the values enshrined
in the Association’s Code of Ethics.
Validity: January to December 2021

Kenya Association of Manufacturers

Pt

Mermberaduo Do KAM/13/03/72




Kenya National Chamber of Commerce and Industry
(KNCCI) what's
their role

e Purpose: Offers networking, training, and advocacy cev Rol 1 Functs Nl
services for businesses. €y ROIES anad runctions o -

e Access Steps: 3oli.cy Advocacy &. Lobbying: Acts as a bridge bgtween the

. Visit the KNCC| website. ousoeress cor.nmt.mlty and government, advgcatmg for favorable
nolicies, legislation, and tax reforms at national and county
evels.

Trade Promotion & Facilitation: Promotes international trade by
facilitating market access, organizing trade fairs, and issuing
certificates of origin.

Supports Small and Medium Enterprises (SMEs) through
financial literacy training, mentorship, and facilitating access to
credit, including non-collateralized loans

Networking & Business Intelligence: Provides a platform for
business networking and disseminates relevant commercial
information, including research on investment opportunities.
Arbitrates commercial and industrial disputes to ensure smooth
business operations.

= Join as a member.




Kenya Scholarship and Education Fund (KSEF)
Creating an Account:

1. Visit the KSEF Website: 3. Upload Required Documents to the required

o Go to KSEF. channel:

Applying for a Scholarship/Grant: > Attach documents such as proof of income, academic
1. Browse to the website. transcripts, and

2. Get the form and Complete the Application Form: ID copy.

Fill out the form with details about your education, 4. Submit Your Application:

financial > submit your application.

situation, and personal information.
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