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Job Description Card

daihgll jo)
Position code

Saiill paall

bl L owall

" Position Title

puiliall Jgguwaoll athgll Lowall ajladl pwadall
Job Title of Direct Manager Administration Department
"lieqrwi” Jnell alclw Jien daaihgll deul
".Reg Hours Worked "wk Employment Status
45 Jola plga
lia nuhaiill Jaiall gig Jada

Section I: Job Purpose

aagagll oo plell waall gl puall

A arnthiill alilnell aals pcai il abiagilyiwl ALaiig prani ge liggun ggaiw bagaiilpan clian,
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Section II: Job Dimensions aaghgll alei L,JLlJI puwdll

Number of Employees Number of Departments Directly by e T
0 0 o aayagll ch_)ch.I Lylal

Number of administrative
Number of Employees (jrahgall aac

0

staffs of the incumbent

Section Ill: Key Responsibilities aruipl aldggunll :Allill pudll
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plAiil grahgall go dnadnll pjlaill dwmljag deilin 5

drayhiill alelpalg alwlull aéln | 6

.arngull aylaill dnmilll L le walpill 7

.Alolil aldiljiall alaclg elaill alealyn clya) 8

il abilwall Lle calpinl | 9
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S allnidl agaag @Giguwill Lle calpndl | 12

ailiagll grnal é)lalllg cahgill ailelalg cilwliw gihg | 13

Section IV: Periodic Responsibilities dyjgall aldggunll :ilfdl pundll
Repeated Responsibilities djjanll allggunll | pdapll
SJga Jauy a4 pull 4 plwalllg aljlagl aats Sle alpagl |4
593 JAuiul aloll allwall Gle calphul |2
[equuidyn (rahgall go alelaiall Lle alpndl |3
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)93 Jauin aapill 6 plwallg aljlagl dals Sle alpiyl |3




Section V: Key Interactions

apunigl Jnlgill cilas :guolall pwall

Julgill haoj Jolgill aye aiall Jnlgill alaa iyl
Frequency of contact Purpose of contact Key internal contacts peo
Ailag piilin Joell juw G le aalpdyll Jiabgallglod 1
Julgill haoj Jolgill ape aujlall Jnlgill alaa iyl
Frequency of contact Purpose of contact Key External contacts peo
Ailag pilio adainll o -aloaill piaai cllnell 1

Section VI: Administrative and supervisory duties

awalpiilg égglagl calalgll :guabull puall

a4qpill guyliin groal pihiillg hihaill a4qpill a6 puahgall giny Gleaalpill |1
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Section VII: Skills and Experience Required

dnjull apallg aljlanll :gilwll puwall

Jlacill Gjlal 4 gugyygllas gf pimaln
aln saJhn sigi

aaihgll pjulll alell Jagall ga il aall

Minimum educational qualifications required for the job

audla] ajo Jaall La dpd aal go

aayhgll diglihnll dpall algiw go iaill 2l

Minimum years of experience required for the job

dapyell aslil Jlail
aualn) ajun aayill gi djlaiul aelily plalyl

dauhgll d&iglhnll alelll
Languages required for the job

bl e Joell b dps -
aullall aylagl L éps -
gyliiinll ajla] La apa -
Al L4 dylle @) -
cuigll ajlal ciljlan -
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honll cii Joell _Lc ajdll
planll aaeiajlal Lc ajaall -
Junlaill aliillg dAhailall @aa -

dauhgll d&iglihnll aljlanll
Skills required for the job

12| gc Jaell ganyg

gl Jnell deph
The nature of the job




Section VIII: Tools required for the job

daarhgll éduglinnll cailgaill :yolill puwall

Jilgo 1
Hgun4a 2

Documenting the job description card

gl cungill dalhy Guigi

Date & ayjlill Signature & gidgill Name & pwlll
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;. i pingll 3jlgall pan
o sV [ R AR e et

plell paall
o [P S General Director
walhgaoll gLagi
. v Employee's Signature
dlniclllg piall

Seal and Approval

3jlgn aqpnl dhgann (ggdall gina




