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Job Description Card

CLCL.{.JQQJI o) dagall pan umbgll Lr'}uLnJI
Position code Position Title
puiliall Jgguwoll athgll owall ajladl puwall
Job Title of Direct Manager Administration Department
"lieqrwi” Jnell alclw Jien daahgll deuh
".Reg Hours Worked "wk Employment Status
45 Jolb plga
lia L ashiill Jaiall gig Jad

Section I: Job Purpose

aagagll oo plell waall gl puall

guna gf go aalill aliigl e il piyllg dagall alilac éjlal e Jggwall ggaiw elila dagall Tpan eliany
ya2ag dagall drélyn aljlisl Apaiig pghiy pgdiw o4 d5pill 4 diglhnll gl plen i aliioll
drwlinll aagall pulen 1111ig pailalialg cilnell aledgi paa lnyig lalalyn wlitn g alaiioll




Section Il: Job Dimensions

aayhgll aleli il pudall

(ahgall aac plwdlll aac pilin Jady
Number of Employees Number of Departments Directly
0 0 0

(Hsulill rakhgall aac
aaghgll Jebil iylal
0

Number of Employees (jrakhgall aac
0

Number of administrative
staffs of the incumbent

Section Ill: Key Responsibilities

il calgguunll el pudall

aa pill calaai (Gaai i Allg dagall hin Gjlal anlall Jgolll gioal Ayaiillg hihaill 1

.Gagall dudlypn alilnc pghig ahiinll pndig Juislg goaa (G daii | 2

«alagallg gliigl pleo duélyog grabhgall Lle wlpbyl |3

alidl 4 dnxatwall plall algall d3ga yaaa 4

dcgngall dagall plen pljilll goaalill | 5

1aiyga apail ahiinll dblaill alapaoll pai 6

.a3gall julenl dallanll ailaiinll gaay | 7

.adioll pghi aatai Lill alhallnll gnag aiinll go paililinlg pailedqi paal cllnell ga hijAilll 8

ajladl I plaill gajg lallaig alilull gna Jii o dagall pulen ge drilnal pyldialac) 9

yuleall ai il il alaiinl go @il Jua go alaliall @lalg aliigl delas grwai | 10

aiinll Jablito qluwi alaylg

ailaiinll pplwil @flaill agclgall pljil e calpbgl | 11

glwll dxga puidig aliidl alwylon La gliill pwd akhgo d)lalg cjai | 12

anilullg dagall pylens pljilllg dlaell go cja J4 dan gloal grinill dlac Jua alaiiall giii | 13

aijlab Josll elaf i laibd go il dyilaglig dailellg diuwill alelyayl ghiu jlpall Alil | 14

dagall ajla] elpab anlall aagall gdlni alaw ginahaa | 15

Joell g1y gog ajlagl ga alcloil a4 dqjliall | 16

alaiinll d3g2 g0 jjei gi gaoall go il aitwaillg & pghill abjidall padi |17

Section IV: Periodic Responsibilities

éuygall ailygguall gl i pwdall

Repeated Responsibilities

ajjanll allgguwall | payl

SJ92 Jauu alaiinll glii] 4 diglholl éxgall pulen Guhi le aalpiil | 1
SJ9r Jady aagall yuleal dallaall alaiioll gaay | 2
[equwi dapn aliigl a4 anaiiwallslgall Gxga gpaa | 3
Licgiuwi a0 ajlall Gl plaillgay | 4

aalall aic alclaiall L a4jlinll | 5




Section V: Key Interactions

apunil Jnlgill cilas :guolall puwall

Jnolgill hai Juolgill aye aiall Jnlgill alaa Al
Frequency of contact Purpose of contact Key internal contacts oy
Jinul - Laila - pilio Joell axga Jai go (Guuiill -aliidl pao -@Giguill yan
i alennll jan 1
Jinyl - L aila - piilin Jaell d3ga Jai (o (Guuwiill gguinll pan -, loll panll 2
Jeoyl - Laila - pilio Hlaill gajg aragill 230 Sailll yaoll 3
Jinyl - Laila - pilin aagall o aslillg deilinll Jilolell 4
Jolgill hai Jolgill gaye duaylall Jolgill alas nayl

Frequency of contact

Purpose of contact

Key External contacts

ol - ails - piilio

Jalinll Jag jluaiwl _Le 3yl

clinell

Section VI: Administrative and supervisory duties

awal pilg éyglagl calalgll :guabull puall

lahang alawll ¢lwn plwaill eljan ,dl go (Grwiill | 1

o W . dagall hun dulac puw L le aal podll
aliill pwa a grahgall Lle cal ol aliitll Jalpn calido 2
Hilaillga) | 3

Section VII: Skills and Experience Required

aojlll apllg aljlanll :gilwll pwéll

Jlacillgjial 6 gugygllanli a3)a
aln s3Jlan sigi

aahgll pjull alell Jagall go sl aall

Minimum educational qualifications required for the job

ayaln] ajyo Jlanll L6 dpd aal go

daaghgll diglinnll dpall cilgiw ga iaill aall

Minimum years of experience required for the job

ayell asll jlail
araln] djun drayill gi daujlaill aelll plolyll

daihgll diglihnll alelll

Languages required for the job

dygguall ynai lc 4jadall
dinlidg ayla) aljlan
Junlaill aliill
Jgulall aolpy plaiiwl aljlao
aililyl Julai ailjlan
Hylaill alacl aljlan
wglwillg Joleill a asalilll
aaaeinll plaall ajla) L le ajaillg prhiill
adgll @jla] §jlan
Jledll Jnlgill ciljlan
heall ciai Joell Le djdll

dathgll diglhnll aljlanll
Skills required for the job

19y g gi

LAathgll Jnell Gy
The nature of the job




Section VIII: Tools required for the job

aaghgll cuglanll algaill :galill pudll

Jiugn a
Hgun4a 2

Documenting the job description card

athgll waingill ddlhy (Giigi

Date & ay)lLill Signature & gLdgill Name & puwlll
/o] piilall Jgguall
f o L Dol B W R S € The Direct Manager
N ajpiull 3jlgall pan
A i 11 B G e B HR Management
plell paall
fl e I B e General Director
calhgoll gLagi
slniclllg pisl Employee's Signature
Seal and Approval

3jlgn aqpnl dhgann (ggdall gina




