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athg uingill ddlhg

Job Description Card

adylagll o gl Louwall
piLall =
Position code €9 HAa Position Title
puiliall Jgguwoll athgll Lowall ajladl pwadall
Job Title of Direct Manager Administration Department
"lieqrwi” Jnell alclw Jien daahgll deuh
".Reg Hours Worked "wk Employment Status
45 Jolb plga
lia ,nuhaiill Jaiall gig Jad
Section I: Job Purpose aaihgll go plell daall :Jgil puadll

2iill ] Iging ggpirnll hihaill goleay gyjlitally ddleinll jgoill grad é)lal pgaiw ggpiin pao clian,
Jloay dnjull alalaogl pylwig elph Jiawig Josll alalial giolil (Guuiill pgdiw Lo4 ggpiinll 63ga o
.atiljrall 3gaa a9 2ol aagll 4 ggpunll Jloial go aalill pgdiw ln4 aiyiljin aj31ig,ggpuinll
.Jnell g1)adeailing




Section Il: Job Dimensions

aarhgll aleii :ilill puadall

(Hahgall aac plwalll aac Holio Jau
Number of Employees Number of Departments Directly
0 0 0

(salill grakhgall aac
aayagll el Iyl
0

Number of Employees (jLahgnll aac
0

Number of administrative
staffs of the incumbent

Section llI: Key Responsibilities

il algguall :clill puall

£gHiall Jaljo o dlayn 4 Jlosy anjull ajlgall aanig ggpirall Jac hiha Aaiig pghi | 1

ggpilnll Junlai dals e ailayllg calpiyllg huhaillg 81pall clacl arogull Joell plao guei | 2

laag Jlea Jaiiy 1 ujlnall Jloial glanl droghiill aljlhdl giod go Alulg eliug aily Jau Jelaill 3

.acgngnll ahillg,gaginll injll Jgaall

wallaill gaasg aelaall gunil Joell §1y6 go dnalwallg gipall alclaial éjlalg hnaill | 4

alagiallg ablwall gind alaw Lleblaall | 5

ggpunll dhripnll allnellginadjal | 6

alanignll ddaylhog Joell dolw Julaig JSA's alaill laag arogul pjlaill alac) 7

aqpill sgiwn le alelaialll 6 d4)linllg,ggpinll prai sgimn gedjladl gl | 8

gguitall Jlos] Jai go aulledg aclasy paloe plall jrahgall cyjigaagi | 9

ggpinll axga L, lc hlaallg laailn|g clhaill caliaiwil lolell go (Grwiill 10

£gHitnll Lle auledinimll elp] Jui go Al pipw il Jalinll apai |19

Joiwn Jaiiy ggpinll 4 Joell pdlh go (Guuiillg dyilae aljujelal |12

pailoaig pailyiial disaonll jlewll Jaal gliy gaglaillg gulaimall ueildlg guglinll ga alddell ajlalg cli] [ 13

Aulell dxgall glong,Jrdimnl |gﬂ£|3ﬂ|('|.l.l.u;l.l.|_. il yopallg alaiioll 33371l pypaialaclg ggl.Lu.n.I"' | pirai 14

22100l cuagll a prlwill glanl ,uglihn ga Lol laag el il alloc e dlpigl | 15

alyjlayl gu alogleoll Jai Jawi | 16

lapghig cllnell go alélell (e hlaall | 17

£gHiall Jaljo o dlaya 4 Jlosy anjull ajlgall 1ja1ig ggpitall Jac hiha Aaiig pghi | 18




Section IV: Periodic Responsibilities

dyjgall allggunll gyl gl pundll

Repeated Responsibilities ajjanll allgguall | pdayll
5J92 J4uiu cguitnlly ddleinll aililnell adls Llc wlpill | 1
193 Jaul Joell Giago Jnlgill | 2
Licgiuwi Gya Joell ju ge pjlaillalac) | 3
dalallaic ggpinll alojlimn (uolil gieillig gglanll go Jnlgill | 4

Section V: Key Interactions

il Jolgill alag :yualill pudall

Jnolgill hai Julgill ape aall Jnlgill alaa -
Frequency of contact Purpose of contact Key internal contacts pay
Jioul - aila - piilin pléill gay - apagill A5 SAtaiill panll 1
Junyl - aila - pilin Joell Ll alpmyl Joell g1)a 2
Jioul - Aaila - pilio aeilinllg (Gruwiill =G1gwill pao -aliidl pan 3

dleunll pan

Julgill hai Julgill ape ajhall Jnlgill alan |
Frequency of contact Purpose of contact Key External contacts pay
Junil - L aila - pilio £gpianll cilojlimn gyoli (H=allg Jugléiall 1
Jioll - aila - pilin adainll Ja -alial 3aai cllnell 2

Section VI: Administrative and supervisory duties

awalpiiglg éyglagl calalgll :guabull puall

auglholl pulenll laag gyjlitall plail hihaill 4

Joell Gy Cle aalpiul | 1

cllnell go alddlell ,lc hlaall 5

aljlal ab go (Guwiill |2

Joell pw il |3




Section VII: Skills and Experience Required

dojull dpallg aljlanl :gilwll pwdall

ajlal gi Jloclll a)laf (6 gugy)gllal 4
dln 3 Jlan éi gi dwaiall gi gyjlioll

aathgll pjulll alell Jagall go Lisll aall

Minimum educational qualifications required for the job

aaln] o Jlanll a s agal go

aatagll aiglhall apall algiw o ialll aall
Minimum years of experience required for the job

auyell aslll Jléil
aaln) ajio éyayill gi ayjlaill aglily plolyl

aayhgll ayglianll alelll

Languages required for the job

gurailly aatll
ayle anld aljlan
pihiill le djaall
ailgil jradl alaclg Jlodl Julaill aljlan
Joell §padjlal Lle ajpall
araeinll planll @jla] ,lc ajadllg prhAiill
adagll @jla] gjlan
cliddlg gaglaill aljlan
Jl=all Jnlgill ailjlan
Jalinll Ja aljlan
henll aaiJoell e djadll

dathgll diglhnll aljlanll
Skills required for the job

9y e gi

LAthgll Jnell ey
The nature of the job

Section VIII: Tools required for the job

daghgll duglanll ailgalll :galill pudll

Jilign y
panh 2

Documenting the job description card

gl capngill ddliy Gyigi

Date & ayLill Signature & gidgill Name & puwlll
[l Hilioll Jgguwall
o P (TP TG e
;L aipiull 3jlgall pan
o P (T R e e
plell paall
o [P R O [T General Director
dlnicillg piall u:bg.n]lg.agJ
Seal and Approval Employee's Signature

3jlgn aqpnl dhgann (ggdall gina



