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Job Description Card

aahgll jo) Lahgll ol
............................... Position code Position Title
foball Jgguall aihgll owall a)ladl pundll
Job Title of Direct Manager Administration Department
"legrwi” Joell alclw Jien dahgll denh
Reg Hours Worked "wk." Employment Status
45 Jolb plga
Section I: Job Purpose aaihgll (o plell wagll :Jgill puadall
Section II: Job Dimensions daiagll aleil :ilill puall
(nahgall aac plwdaill aac ko Jady Jnsulill (rahgaoll aac
Number of Employees Number of Departments Directly dacagll d_cl.u.l.l LJ|3|
0 0 0 L : 113l
i nlo ¢ Jadau [ Number of administrative
Number of Employees & (jtahhgnll aac Juiog
0 '”d"(‘;c""/ staffs of the incumbent

"01" pd) jlan] "04" pd) 2dgnill (1) pd) daanll dupn dl aylgall jla)




Section IlI: Key Responsibilities awipl aldggunll :Cllill pudll

1

2

3

4

5

6

7
Section IV: Periodic Responsibilities dyjgall aldggunll :gilfl pudll

ajjainll aldgguanll .
Repeated Responsibilities payl

licguui &0 1

Jpdl a4 gtijo 2

aalall cuun 3

aslall cunn A

dalall cuna 5
Section V: Key Interactions aunifl Jnlgill alga :gunlall pudll
Jdnoldill hoi dulgill (aye aalall Jnlgill aalga ALl
Frequency of contact Purpose of contacts Key internal contacts pay

it 1

ailag pulin 2

nilio gjgrall Jla ag atling 3
Jnolgill hoi dulgill ape anjlall Jnlgill alga Al
Frequency of contact Purpose of contacts Key External contacts Py

1

"01" pd) jlan] "04" pd) 2dgnill (2) pd) daanll dupn dl aglgall jla)



Section VI: Administrative and supervisory duties aralpndlg dyjlayl alalgll :gualwll pundll

A 1
5 2
6 3
Section VII: Skills and Experience Required dnjill apallg aljlgall :gibwll pwdll

aahgll pjulll Lalell Jadall go Liadl aall

Minimum educational qualifications required for the role

aahgll auglholl apall algiw (o Giallaall
Minimum years of experience required for the job

daihgll diglhnll alelll
Languages required for the job

aaihgll diglholl aljlgall
Skills required for the job

abgll Jnell deyh
The nature of the job
Section VIII: Tools required for the job aaihgll &iglihnll ailgalll :galill puwdall
5 3 1
6 4 2
Documenting the job description card athgll caingill ddlihy Gugi
Date & ayLill Signature & g14gill Name & puidll
;o sl Jgguall
B L s | [ The Direct Manager
/o aipiull 3jlgall yan
B L s | [ HR manager
/ / Saaiill panll
B L s | [ The Executive Manager
alnicillg pisll wahgoll giégi
Seal and Approval Employee's Signature
"01" pd) jlan] "04" pd) agnill (3) pdy daanll éuy il ajlgall alal

3)lgn a5l dhgaan (Ggaall gina




