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(@)

g datngill ddlig

Job Description Card

dathgll jo)
Position code

auloll abbwall pan Aathgll 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 Jajall grg Jad

Section I: Job Purpose

daghgll oo plell waall gl puall

arapnnllg éaulallg duwlanll allaell grad d)la) ge dgguwa ggaiw elila adlall ablwall Tpao eliang

guwi gnny Loy duwlall dhiilllg planll aals puaig afla Jadiu @yle wlpbillg s pidl a s i Gill
Laalaig a4 pill elai




Section II: 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 ylal
0

Number of Employees (jrahgnll aac
0

Number of administrative
staffs of the incumbent

Section Ill: Key Responsibilities

il callgguunll il pudll

Laylc walpiyllg dapill 6 dunlhall pud Jala spai il gyl planlig abloell ajlal | 1

laio gdaillg lalilaig alloll aloglenll gnal anhii Apaiig pghi Jua go Aloll gngllaaai 2

aumlnll alelpailg alwlull 337ig Abibwall Jua eli) Ju3 go duwlinll hilgall (le @dhdlanll |3

pAaLaig pARIgig ad)lLilg grahgall guei Jua go dpiull 3jlgall ddleinll dpwloll dliai Gdai | 4

Aunlhall pwa a Joell G1ya ajllg aau)aig painyeig

hhall ,a alingillg dywlall alogleall dnalwall ;14 Go dwlanll aliedill dhall Guali | 5

Jalinll Ja cllnell @nasg dagallg gliil pyleo Aaii Jaell hihi Jloaiwlg slac) dailjiwl alealyallg

Jueill araiig plAill alipwai i, alalidl aaad, iéaill alloc Jlosiwl

)alaaill algaa digiwll adiljrall alac] ,ablihially guiill :Jua go duwlboll @dloll dalaaill raai 6

Ananill alelpalll easg , ggpall Julai

alill puaig 1agig gnag (Guuii cilagpnallg calalpyl dudlpo ;i o dapill ol gagll ga skl |7

ellay dnlall pylaill alaclg adlall

alingillg athalall (Guhig auwboll dwlpwll pwai:Jua go laeo (Guiillg g Al aljlayl aagi 8

Ao dill LAl L Le

aulalall hylgall gig Jut go Lol golll Llc ahalaoll | 9

.Aday dywlanll ailgll Araiig dajidnllg adlall aley pnill pad :Jua go duigildll abaaill aiai | 10

a4l anlall dloll aloglenllg cailildl éypn e d@halanll | 11

alagiiiag aylall ailgyiillg &aaill dlguuwllg drigianll Juaig gaall plilgdy dnls plaislac) Lo alpbyl | 12

dygiwll alljinllg ailipnll

Qygiwdl ypall allloc alaclg puAii 13

dedginll alidiwall ddloll aldaillg ajlgall a3ai | 14

Laylc walpiyllg dapinll 4 dulaall pud Jala s pai Lill gyl planllg alieell ajla) | 15




Section IV: Periodic Responsibilities

dyjgall allggunll :gil I pundll

Repeated Responsibilities 4jjanll allggunll | pdal
S92 JAaii aa il anlall aywlall aldaell dala Le bl |1
SJ93 Jauiy adloll pylaill alacl | 2
)92 JAauiu Joell §1pag sl aljball go Gruiillg Jolgill |3
Lcgruiajo paw)aig 113l grahgall guei 4 dnalwall | 4

Lgiw Gjo Sgiwlhpll |5

Section V: Key Interactions

il Jnlgill cilas :guolall pwall

Jnlgill haoi Julgill yage aiall Jnlgill alaa Ayl
Frequency of contact Purpose of contact Key internal contacts pe
LAila - pillin Joell d3ga Jai o (Grwiill aloll (§lgwill Jlao 1
U.GJLE.\—}.LLILLD Joell d3ga Jail o (Grwiill daleunll Jgguwo 2
LJ._I._D..I_|-L=,_('J.'I'|.D—J.L'1".IL!_D Hlaill gajg aragill A3 Saaiill paall 3

Julgill haoj Julgill ape anjlall Jnlgill alaa Al
Frequency of contact Purpose of contact Key External contacts peo
dila - Juilio 1

Section VI: Administrative and supervisory duties

dvalpillg aylal calalgll :gualuwll puwall

Sgiwllypllaldac le aalpal 3

ddlnll alilnell aala gjla) | 1

a3l guakgall i | 4

dwlall pué Joc Gipa le alpiyl | 2




Section VII: Skills and Experience Required

dnjull apallg aljlanll :gilwll puwall

Alniadll a gugyjglladl aaja
dln s3 Jlao i gi duwlaall gi

aahgll pjull olell Jagall go Lisll aall

Minimum educational qualifications required for the job

audla] ajo Jaall La dud aal go
.Araln| ajio CPA UJg_ILuJI wuwlnll d@laun HiQf

aathgll diglihall @pall algiw go il aall
Minimum years of experience required for the job

dapyell aslil jlail
aualn) ajun aayill gi dgjlaiul aelily plalyl

dauhgll d&iglhnll alelll
Languages required for the job

Jguhll aolpy pladiwl a8y dapa
arwlnll L6 &0 dp3
aylall plaill alacl aljlan
dilnlllg yauaylg aaall
aaaeinll plaall &)l L Le djaallg pghiill
adagll ajla] gjlan
&ald aljlan
Jleall Jnlgill ailjlan
Jaliall Ja aljlan
Joell §a ajlal éjlan
henll cai Joell Lc ajdll

dathgll diglihnll aljlanll
Skills required for the job

a9y ge gi

gl Jnell aepih
The nature of the job

Section VIII: Tools required for the job

daghgll duglaall ailgalll :galill puwdll

Jilign A
Hgiin4 2

Documenting the job description card

Lathgll dungill adlia Guigi

Date & ayjlill Signature & gLdgill Name & pwlll

/ / Hilnll Jgguwall
e I The Direct Manager

;o i pingll 3jlgall pan
e e HR Management

plell paall
fl e I I I General Director
«ahgall gragli
. . Employee's Signature
dlnicillg piall

Seal and Approval

3jlgn daspil dhgaan (ggaall grna



