
The Bank of Botswana invites applications from suitably qualified and self-driven citizens of Botswana to fill the following vacancies: Head, Information Services, Data 
Protection Manager, Credit Bureau Manager, Graphic Designer, Secretary.

(a) Main Purpose of the Job
Plans, develops, delivers and conserves the Bank’s information and knowledge management requirements; and 
coordinate all policies strategies, procedures, manuals, and plans relating to information and knowledge management 
initiatives of the Bank.   

(b)      Job Requirements 
Master’s degree in Knowledge Management, Library and Information Studies, Museum Studies, Publishing, Records 
and Archives Management; ICT and related disciplines and at least 8 (eight) years relevant post qualification 
experience. Out of the eight (8), at least three (3) years should have been served at middle management in a medium 
to large scale organisation OR Bachelor’s degree in Knowledge Management, Library Studies, Information Studies, 
Museum Studies, Records and Archives Management, ICT and related disciplines and at least 10 (ten) years relevant 
post qualification experience. Out of the ten (10), at least three (3) years should have been served at middle 
management in a medium to large scale organisation.

(c) Key Results Areas
Develops and implements the Information and Knowledge Management technology infrastructure strategy, 
policies and processes to ensure that the Bank’s records management system, museum and knowledge 
center are properly organised and well-maintained. 
Maintains high professional standards and conventions for Bank information platforms. 
Provides effective information surveillance and communications, including internal dissemination of relevant 
market and general information.
Maintains proactive engagement with Bank staff and key stakeholders to ensure effective management of the 
Bank’s information and knowledge management activities. 
Develops relevant policies, procedures, guidelines and strategies for the Division.
Serves as an information hub for receipt, delivery and re-transmission of information to internal and external 
Bank audience.
Guides and advises on all aspects of information, museum and knowledge management related protocols.

(a) Main Purpose of the Job
Oversees implementation of the Data Protection Act and provides compliance advice to Management on protection 
and processing of personal data in line with the Act. 

(b)      Job Requirements 
A master’s degree in law (LLM) plus at least six (6) years post qualification experience in data protection laws.  Out of 
the six (6) years, at least three (3) years should have been experience served at middle management in a medium to 
large scale organisation. Data protection/privacy certification would be an added advantage OR A bachelor’s degree 
in law (LLB) plus at least eight (8) years post qualification experience in data protection laws.  Out of the eight (8), at 
least three (3) years should have been experience served at middle management in a medium to large scale 
organisation. Data protection/privacy certification would be an added advantage.

(c) Key Results Areas
Informs and advises the Bank and its employees of their compliance obligations under the Data Protection Act. 
Provides expert guidance and oversight and challenge on all aspects of data protection & other privacy and 
compliance matters.
Develops the Bank’s data protection management framework.
Reviews all agreements, contracts and other formal arrangements relating to the Bank’s operational activities 
for compliance with data protection requirements.
Monitors trends with relevant domestic and international data protection laws and regulations and 
recommends appropriate modifications and amendments to ensure that the Bank is compliant with such laws 
and regulations.
Develops and enforces strong internal system of controls to achieve compliance with data protection laws and 
international best practice. 
Monitors internal compliance with data protection laws, regulations, and international standards.
Defines and implements comprehensive data protection strategies and programs to prioritise and mitigate 
cyber risk relevant to confidential information. 
Partners with other departments for risk assessment and remediation plans to reduce risk related to 
processing of personal data.
Provides awareness on ethics and compliance advice to staff to ensure protection of personal data. Develops 
and delivers training to all departments in the Bank on the Data Protection Act.
Addresses requests and complaints related to processing of personal data and conducts enquiries into alleged 
ethical and compliance related misconduct relating to protection of personal data.
Reports and shares information with the Information and Data Protection Commission on data protection 
issues. 
Collaborates with critical stakeholders such as the Information Security section to raise employee awareness 
of data privacy and security issues. Acts as a contact point between the Bank and the Information and Data 
Protection Commission.

HEAD, INFORMATION SERVICES 

DATA PROTECTION MANAGER

(a) Main Purpose of the Job
To support the Bank’s digital communications strategy through the coordination, development and design of 
publications, reports and newsletters as well as production of multimedia content for various digital platforms to 
promote a positive image for the Bank.

(b)      Job Requirements 
Master’s degree in Multimedia, Graphic Design, Digital Communications, Publishing, Media, Journalism, 
Communication, Public Relations, or related discipline, plus five (5) years post qualification as a graphic designer 
Multimedia, Graphic Design, Digital Communications, Publishing, Media, Journalism, Communication, Public 
Relations, or related discipline plus 2 (two) years post qualification experience.  

(c) Key Performance Areas
▪ Timely delivery of all design work and immediate response to cross-functional Departmental creative designs; 
▪ Effective implementation of creative briefs;  
▪ High quality creative designs on all the Bank’s publications, social media, website and intranet;   
▪ Use of data and metrices to measure the performance of the Bank’s...?

(d) Skills and Competencies
▪ Knowledge of Adobe Creative Suite 
▪ MS Office Suite
▪ Cloud computing
▪ Web standards
▪ Multimedia skills
▪ Digital Literacy
▪ Writing and Editing Skills
▪ Data analytics
▪ Project Management

GRAPHIC DESIGNER

(a) Main Purpose of the Job
To provide an effective and efficient secretarial service, office management and administrative services on behalf to the 
Department/Division team members.

(b)      Job Requirements 
COSC / BGCSE and a National Diploma in Secretarial Studies.

(c) Key Results Areas
▪ Efficient office management
▪ Effective and rapid response to support calls
▪ Effective document management
▪ Administrative support
▪ Guest relations
▪ Procurement and logistical support

The Bank of Botswana offers commensurate package equivalent to market pay.
▪ Candidates who meet the above criteria should submit their applications to b@tnemtiurcer

by……………..
▪ Correspondence will only be entered into with shortlisted candidates only.

SECRETARY

REMUNERATION
MANAGER, CREDIT BUREAU 

(a) Main Purpose of the Job
Promote and maintain an efficient and safe banking and financial system through the development of effective 
regulatory compliance frameworks for credit bureaus and credit information sharing in conformity with the Credit 
Information Act.

(b)      Job Requirements 
Master’s degree in Accounting, Banking, Commerce, Law, Finance, Economics, Management, Business Administration 
or ACCA/CIMA/CPA/ACA or other relevant disciplines and at least four (4) years post qualification work experience in 
a recognised financial, three of which should have been at a middle management position OR Bachelor’s degree in a 
related field plus six (6) years post degree qualification work experience.

(c) Key Results Areas
Reviews consumer complaints against credit bureaus and credit providers and oversee their resolution.
Oversees the planning, leads, and conducts on-site examinations of credit bureaus and find out if there are any 
compliance deficiencies and recommend remedial measures.
Supervises the design of returns and other supervisory tools to ensure compliance to prescribed requirements 
and disclosure standards.

▪ Designs and establishes appropriate disclosure mechanisms to facilitate and encourage responsible credit 
information sharing and fair practices by credit bureaus and credit providers.

▪ Disseminates the Division’s information on the performance of credit bureaus and consumer complaints and 
tariffs levied on customers to be availed credit scores

▪ Develops systems, strategies, procedures, and frameworks for risk-based on-site 
▪ examinations and off-site surveillance to appropriately regulate and monitor Credit Bureaus.
▪ Monitors and ensures that credit bureaus meet their compliance obligations as prescribed under the 

applicable statutes and other issued instruments thereto.
▪ Provides technical advice on the application and interpretation of the provisions of various applicable statutes 

(i.e., Bank of Botswana Act, Banking Act and Credit Information Act)
▪ Prepares analytical reports on developments in the credit information sector and makes the necessary 

amendments to the relevant legislations for consideration by the Regulatory Policy Committee.
▪ Conducts research on best practices of other regulatory authorities and recommends improvements on 

policies governing Credit Bureaus.
 
(d) Competencies

▪ Commercial Acumen
▪ Strategic Focus
▪ Decisiveness and Assertiveness
▪ Accountability 
▪ Ethics and Integrity 
▪ Emotional Intelligence
▪ Planning and Organising
▪ Due Diligence
▪ Critical Thinking
▪ Attention to detail

WE ARE HIRINGWE ARE HIRING

The Bank of Botswana invites applications from 
suitably qualified and self-driven citizens of 
Botswana to fill the following vacancies: 

§	 Procurement Supervisor 
§	 Senior Technical Assistant 
§	 Technical Assistant 
§	 Senior Maintenance Clerk 
§	 Property Stores Clerk 

Interested candidates are invited to apply online at 
https://www.bankofbotswana.bw/careers by 
7th December 2025.

Only shortlisted candidates will be contacted.


