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Job Description Card

dathgll jo)
Position code

(Hguwill pan

cathgll owall

Position Title

piball Jgguwall auhgll 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

gl dhubilll le dildpllg ad)guill hihall gagg cal il pgaiw clild Giguill [pan elian
anall gaj e Iggwn Jgaiw los a4 pinll dquilpiwll dlhail Gaa) Loy danienll hihall A1aii deiling
apwaliill djnll Graail daraimoll Glgwil L aaapill dpagull




Section II: Job Dimensions

aayhgll aleli il pudll

(Lahgall aac plwalll aac pilin Jady
Number of Employees Number of Departments Directly
0 0 0

(Hsulill grakhgall aac
aagagll Jebil Tyl
0

Number of Employees (jrakhgall aac
0

Number of administrative
staffs of the incumbent

Section lll: Key Responsibilities

il callgguall il pudall

a4 pinll i 6 cuwlio gai (Gudni gloal araiguill aolplig hihall pghi deyling alac) e aalpiyl |1

(rahgall Ll go Guwitll gueylg duleallg aigyill hind gag e aalpigl | 2

Joell §14a go ggleill Gigwill dleljal ajaaig dolell (Giguwill Alwlun puwy |3

nila Jaiiy Joell §11a deiling dalpbll | 4

Joell claf g laild go il alyidall padi |5

wlhall caa Gaai LAl abatiliwill aaaig gull alllncg (Hgwill calaai gig 6

Jlewig ailaiing Glei Lo Jag walinllg (§lgwill ge dlali alily dacld guywli e walpilll 7

pal aalpeall Ghliall gjgig grwalinll gal Giguwill hihig

grwalinllg (Glgwill Jga (Giguwill cigay dhuwlgl laend pi LAl ablibdl Julai 8

dalinll dra)guil I‘pj_dJIy_JJJ'L,JIﬂg.Dg,dbpilJlg_dLa_v_nJ' Allg agdall blaianai adoabwnll 9

laly w il a4 diallg aliaailig

Hewill abayilpiwl pghig aleinll paa dalj Jui go dapnll dragull anall gaj Lle Joell | 10

Gaai goani il dnnill alel )l alailg drdigwill dhmi nilll Lle all$a éaild) (Graniglan | 11

dcgngall dhill laag ardaiguill wlaail

paenditio aldllce cliig paen Jnlgillg g clloc e dall deilinllgaagill | 12

cllnellg gull Jlaj go s pai Lill alaglanll lc aeiliallg walpbgl | 13

pagladh le aylig cilnell gn Jnlgill d1ar4 deiling gull 12 lo o1 deilin | 14

Sginnll Giguig cloigul Jolgill Jilug yc Giguill ayayilyinl Lle alpogl | 15

a4 pinll dyjlaill dodell pghi le Joell | 16

callaill didlyng §iguwill asiljin @jlalg pghi e Joell |17

dajianll Jglallg aldgenllg aljlaill dals dinnin ,aleninllg (Gigwill dilac gc dijgall pylaill alacl | 18

plell panll laea)g claillg Joell pghil




Section IV: Periodic Responsibilities

dyjgall aldggunll :2ilJl pundll

Repeated Responsibilities ajjanll allgguaoll | pdapll
SJg2 YAy l@3aii deyling hihall gag Lle walpidl |1
SJg2 Jauiy Hguill G1pa Lle aalpigl |2
lequuidpn ajlalll laeayg pjlaill alac) | 3
il 660 Giguill digay alily Juai | 4

Section V: Key Interactions

il Jolgill alag :yunlall pudall

Jnlgill hni Julgill yage audalall Jnlgill alaa .
Frequency of contact Purpose of contact Key internal contacts oy
LAila = piilin Joell g2 Jai go (§uuiill Jggwo -alepall Jgguo ]
) CEO - bawn Jungull
. ; n A . giln - clialjall pono
& - pilhn | &3 I I ) 2
Aila - pily Joell g2 Jal go (Giwiil W s
Junyl - il - phlio Hlaill @a)g aragill 250 Saraiill paall 3
Jnlgill hni Julgill yage anjall Jnlgill alaa Al
Frequency of contact Purpose of contact Key External contacts oy
- Jinyl - il - piilin paiblial auli aeilia
7 clnell 1
Lo JLigw palslinn Jag
LAila - pilio alojlimall guoli CHsilul 2

Section VI: Administrative and supervisory duties

awal piilg éyglagl calalgll :guabull puall

Giguill aha aaii lealagdl | 4

Joell @ipa Gle wlpbyl |1

Ggwillatilpogylal | 5

pylaillalac] | 2

J cllnce e dll deilinllg alagill 3




Section VII: Skills and Experience Required

dnjull apallg aljlanll :gilwll puwall

Jlocill &jla] gi (Gaguwill a gugyjgllay
aln saJho sigi

adquhgll pjull Lalell Jagall go Liall aall

Minimum educational qualifications required for the job

audla] ajo Jaall L8 @ aal go

aayagll duglihall dpall algiw o iailaall
Minimum years of experience required for the job

apypell aolll jlail
apaln) ajun aa il gi dyjlaiul aslily plalyl

dauhgll d&iglhnll alslll
Languages required for the job

gliallg gaglaill aljlan
Ll il hihaill aljlan
© anbdaljlan
Joell (gpaajla) Llc ajadall
Hylaill alac| ajlan
adgll @jla] §jlan
Jl=all Jnlgill aljlan
honll aai Joell lc djadall
Gl plaiaiwl djlan

dauhgll a&igllhall aljlanll
Skills required for the job

a9 gcgi

Aagll Jnell deph
The nature of the job

Section VIII: Tools required for the job

aaghgll duglaall ailgaill :golill pull

Jilgo 3
Hgina 2

Documenting the job description card

Lathgll dungill adlia Guigi

Date & Ayjlill Signature & gidgill Name & puwlll

/o] Hilioll Jgguwall
A B B The Direct Manager

/o aipiull 3jlgall pan
e I HR Management

plell paall
P o I R I General Director
«ahgall gragi
. . Employee's Signature
alnicillg piall

Seal and Approval

3jlgn aqpnl dhgann (ggdall gina



