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COMPNNY
Aag Lipngill déliy
Job Description Card
daihgll jn) ; o athgll Lowall
Position code dolell aldlell yan 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

Agienw yghig cliig aspill dnlell alalell dnyilfiul Auaiig pghi e igdun ggaiw clila dolell alalell lyan clidan,
wlhal go Stilaii aljalio pghi A Baclwallg Juuipll (1)ignllg cllnellg sl albpnll go aldlle doldl pgdium dua
Lpilaig Lagai o (g dspill dalnn paay Loy lgin dalaiwillg aapill jual Julai e Jgduwn ggaiw Llas aqpill.




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

plledl Jilmg A sgiwnll dlle gnlgo e dnaullg dwndlcll aldilell dayilfim] pghi | 1

Jyniwl lgnydig alayiaillg diljiollg walaaill aaaig dolell aldlell dyilfiwl dhh ghg 2

Jalll dhghllg apundll Joell wlhal Gudai e Joeidolell aldllell agga gi goaslill |3

Jlea Jady lgijlalg dolell alddell dhdiil gina e wlpidl | 4

P.IJ.C.!JlLJjLLLIgt:,CIﬁl_I_JJ_ alllnil g)jg adiall dndcdl aldilell (o dalaiwill 5

waguall Judiwlg cllnell gn dblédnll alilhg aljludinll apngi G aylal | 6

Sgiw gy pulwi e dnlell ciladlell gilii Julai | 7

jaiwn gulwl Lle gileylg dileyllg ailsipill gaja pudi |8

Lol aaljl aspiull Jac Jlan guai _a gilolell jaall alé go aldle cliy |9

Glei) lnwa duwlinll alungill piadig cJJ.D_Q_”ULCJJgJLSIﬂG.CLLDJluLabJJJLg.LD.CP.g.GL,ILbLﬂJJl %

pp! dhnanll Jlaidl dndilyiwl

anélai gi aigaa Jud ya sl elgialg calojill aylal ailiayilfiul ghg (g daclunll | 11

duclniullg andyllg anudill algidll go aijn Jud go guaanlig pulctl Jilug go aulnil cliy | 12
andlai gi aigaa Juéi jir (sl clginlg cilojill éyla] ciliayiliul gAg g éaclunll | 13

aapill anilfiwll walhaill gina gn dolell alddell allna (Galgi glonl (Giguill pud gn Jgleill 1

Al Joell japag gaill dlnll ald hihallg

lpilnasg Lpilaiing d4apill ugill aililanll cuiji | 15

aapnll anlall dygall alcloialll jgrhing, dolell alddell djlal Qilii e pjldialac] | 16
Section IV: Periodic Responsibilities dyjgall alldgguanll :2ilfdl pudll
Repeated Responsibilities ajjanll allgguall | pdayll

5J92 Jaiy dnlell aldlell Jnc @Giya e wlphdl |

5193 i aapiul Jlan gudi _a guolell gijigallg dmalinll alapill ga Jolgill | 2

SGiw 2y Jauy dnlell alduell Qilii Juai | 3

SHB Jauin ajladl JI lgedjg pildillalac) | 4




Section V: Key Interactions

apunil Jnlgill cilas :guolall puwall

Julgill hni Julgill ape aualall Jnlgill alaa -
Frequency of contact Purpose of contact Key internal contacts oy
Jioul - aila - piilia H)laill gajg aragill A3 Saaiill paoll 1
Jioyl - Laila - pilin Joell aga Jal o (Guuiill plwaill cljan 2
Jioyl - aila - pinlio aelinllg (Guuiill cllnell dnas 3
Julgill haoi Julgill ape ajhall Jnlgill alan .
Frequency of contact Purpose of contact pay

Key External contacts

Juoyl - Laila - il

cgrinll ailajliwa (oli

pile I Jilwg -dwalinll cilapiul :

danyl - ila - o

ctlaiiinll Ja -pliadl aaai

cllnoll 2

Section VI: Administrative and supervisory duties

awal pilg éyglagl calalgll :guabull puall

dnlell Aléilell dyilfl ghgl hihaill Joell §ua e dlpiyll 1
cilnell gn alddell e hlaall aljlayl il go Guuiil 5
lgigan Yo A alnjill &yla) 3

Section VII: Skills and Experience Required

anjlll apllg aljlanll :gilwll pwéll

aalanll gi Jlacill ajlal a guggliadl daja
dln sidho @T gi plcdl gi

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 delll glail daihgll diglihnll alelll
aijlaill aelllg Languages required for the job
guailly adaill
Jleall Jnlgill aljlgn
alddell pghig cliy e djadll
phitll e ajadll
weludl paaill aljlgn aaihgll diglhnll aljlanll
:th_m Al cilylgo Skills required for the job
Joell Gy ajlal Llc djadll
6aaeinll plgall )il Llc djadllig pihiill
gliddlg yaglaill aljlgn
140 Abgll Joell deyh
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




