MAWARED /7

i ©)

g daingill ddlhg

Job Description Card

et Lol ) dleynll pan A ]
Position code Position Title
puiliall Jgguwoll athgll Lowall ajladl pwadall
Job Title of Direct Manager Administration Department
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Section I: Job Purpose
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Section Il: Job Dimensions
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Number of Employees Number of Departments Directly
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Number of administrative
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Section llI: Key Responsibilities
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Section IV: Periodic Responsibilities
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Section V: Key Interactions
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Frequency of contact Purpose of contact Key internal contacts pay
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Section VI: Administrative and supervisory duties
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Section VII: Skills and Experience Required
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Minimum educational qualifications required for the job
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Minimum years of experience required for the job
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Languages required for the job
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The nature of the job

Section VIII: Tools required for the job
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Documenting the job description card
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