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COMPNNY
Aag Lipngill déliy
Job Description Card
dathhgll jo) . . athgll owall
Position code S il Position Title
puiliall Jgguwoll athgll Lowall ajladl pwadall
Job Title of Direct Manager Administration Department
"lieqrwi” Jnell alclw Jien daahgll deuh
".Reg Hours Worked "wk Employment Status
45 Jola plga
lia , nuhaiill Jasall gig Jada

Section I: Job Purpose

aagagll oo plell waall gl puall

ciilal elguw ailjguninllg cillldnllg JAagnill dals dalia (e dlggun Jgaiw elila (sginn uils elian)
«clpdllanga Jguug anlg Jadiv ddilnllg aigelll lginilu (n a4lillg .claell gi d5pill anla
J4nn aag Jhal e ellnell dnaall puadig claill aaga Jal go Joell @iy g Guuiill aala)




Section Il: Job Dimensions aayhgll aleli il pudall

glahgallaac plwdlll e Hilta Jaiy gusilill Jrahgall 3ac
aaghgll Jebil iylal

Number of Employees Number of Departments Directly
0 0 0

0

Number of Employees (jrakhgall aac

Number of administrative
staffs of the incumbent

0

Section Ill: Key Responsibilities druipl aldggunll :Allill pudll

clyill anga Jgung anlg Jaudy aljgiinllg ailléall Jin gagnill ¢lgil walian aéln |

dasnull anlall alnioll walisa e apni alpall sginall gl hihall alac) 2

dreanll jalnnll dan dealyng .dinlell (Gildall (Grdai 3

@ang gl pudrll aloileg daclgdallg aflngl clhaill aln)g Sginall (Gudaig aclyd | 4

i alpnll ailiginnllg algall @lgan 5

pala) Jlig pgilaliial i Loy aljgdiio gi ailléo gl gagni g cilnell aaliag o Ja @lis | 6
Joell G)a go ygleillg Guuiil |7

aqpill galall aiguillg Lillell sginnll dilia 8

a4yl dnlall dwbunll go cuwlii lig jggoall allihail ldag alginall duaaig pghi | 9
Jrwai ] gliad Sill gagnill Lle alhallollg aldeill aalal | 10

dﬁﬁiﬂld.n.cdb_.ngc'ld._l_.nﬂv_llg alanll jLuaill ge pldill alaclg pradi | 11

11anll acgnll [Aag Laasaii ajlalg Jglaa (gon lgoihiig Lapni alpall aligiaallg algall a7 | 12
angill pguwylig jgnll go yagnill piril &ualall dalwnll garndi |13

Jhe jisl sgianllg ailjgiinll jggh rual, daul Alban gl alpdliwl pladiul |-

dalisnll alninll

dyglgill cuw Igin wiglhn ga Lo jigaig (Sginall cuulii puldl yugd)g (uglic diliag alsidl | 15
aspiull g anienll Jgaall Lle pgyll Jua ojlail pilo Ja Jiowi | 16
Section IV: Periodic Responsibilities dyjgall alldgguanll :2ilfdl pudll
Repeated Responsibilities ajjanll allgguall | pdayll

SJ92 Jauy a_annll dnlall aljguinllg adldanllg gagnill &lia 1

SJ92 Jauu p—palial s Loy cllnell gn wglholl sgianll &lis | 2

g3 JAuiul clhall gn glall gn a4lillg illnlllg sgelll Giéaill | 3

Lyt &40 plailleay | 4




Section V: Key Interactions

apunil Jnlgill cilas :guolall puwall

Jnolgill hai Juolgill aye aiall Jnlgill alaa a1l
Frequency of contact Purpose of contact Key internal contacts oy
Jroul - aila - piilio pyléill gajg aragill A3 (G4guuill pan 1
Janyl - Laila - pilio deilinllg (Guuiill allnell pan 2
Jioul - aila - pilio alamoll Jag Guaiill cllnell dna’ 3
Julgill hai Jnolgill aye aryhall Jnlgill alag a1l
Frequency of contact Purpose of contact oy

Key External contacts

Section VI: Administrative and supervisory duties

awal pilg éyglagl calalgll :guabull puall

1

Section VII: Skills and Experience Required

anjlll apllg aljlanll :gilwll pwéll

anajill gl dalanll gi pile il 4 gugygllayl daj
aln saJln sigi

aaghgll pjull olell Jagall go L isll aall

Minimum educational qualifications required for the job

ayaln] ajyo Jlanll L6 dpd aal go

aavagll aiglhall apall algiw o ialll aall
Minimum years of experience required for the job

aujell dolll gldail
djlaill aelil ploldl

dauhgll d&iglhall alelll
Languages required for the job

Jguwall aoly pladiwl (A 630 ApA
gjlinn digaig digel 4elas
Junlaill aliill
62 ding aljlgo

eludl paaill aljlgn

aayagll éyglianll aljlaall

cuigll aylal djlgn Skills required for the job
Jlall Jnlgill ailjlga
Guall gan Jasll &lpo
henll aai Jasll Lle djadll
Han athgll Joell deth
19 e gl The nature of the job




Section VIII: Tools required for the job

aaghgll cuglanll algaill :galill pudll

Jiugn a
Hgun4a 2

Documenting the job description card

athgll waingill ddlhy (Giigi

Date & ay)lLill Signature & gLdgill Name & puwlll
/o] piilall Jgguall
e I The Direct Manager
. ajpiull 3jlgall pan
e B HR Management
plell paall
fl e EVIF AR RVl 4 RS m S i General Director
calhgoll gLagi
slniclllg pisl Employee's Signature
Seal and Approval

3jlgn aqpnl dhgann (ggdall gina




