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Position code 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

Lo Ja4 (Guuiillg puaiillg alaagill gioa pagig dleynll hihd alach pgdiw élila aleyall Tpan elian
22c pal wag Jal go @ataiig la pghig alail il Jhal a1aaig a4 pill lmoaai il aliiolly Glei
eull atheng whal §iaaig aapill (a aleynll i gaj e Iggun Jgaiw lna cilnell 4o Jann
ailjlwaiul grog Lle allg Joell ] prlw Jaiiy abiioll Jgng go aiill layig dcgagall




Section Il: Job Dimensions

aarhgll aleii :ilill puadall

(Hahgall aac plwalll aac Holio Jau
Number of Employees Number of Departments Directly
0 0 0

(salill grakhgall aac
aayagll el Iyl

Number of Employees (jLahgnll aac
0

0
Number of administrative
staffs of the incumbent

Section llI: Key Responsibilities

il algguall :clill puall

pailic)g cllnell ablial i il alyiioll pagi |1

prlwill aclgo e paen laillg cllnell go gull aliang agacg alidlail adc 2

dleyoll pud dycela dlyj Jl waaai dyilpiwl aacaii hiha alaclg pronid 3

alaiioll Lle anjill ahaeill alyidlg phiin Jam dapnll lanadi SUlalhiinllgiod deilin 4

aiinll panylwiatclgng cilaell g0 aldhll puliwl arclgn prhiil (pla Jgagalacl | 5

Jlewill Jga aloglenll gl Jua go Joell (§gw adwljag dwalinll alapill alibglw drdlpo 6

delinll drdiguill cillnillg daaall alaiinllg

aspnll Ll paudag aaall ellnoll ulhdim | 4 pawi,digd aldlle 51w un clitl Jnell (§1)a gn d4jlnnllg ggleill 7

alaiinll wliinl dyadill aleyoll dlaai Guaad 8

pallaea)g pylaill alac) Jua go aleyall alilocg alapi dalay i) Lle ajlagl pudcliy) | 9

gulnianll ellnelly anlall cilauwllg eldnell dnlall alilydl dacld e blaall | 10

cllnell sglaiig ellnell dlgaanll arclgallg alesnll graal (Guda Jawy blaiadl | 11

daiwoll l@jgana L] @apull Jgng glonl Gigwill pan go ggleill | 12

gloal qiiall Lle dlainall alpyeillg alipwailly gliidl yao puclg paililhing cioell clalial padgan) | 13

.adiall Ggull alalial 4li aapill alaiio gi

alaiinl Ig.Ln:l,Lnuuu.LJlula.unJ I le yajellg aldiall g poiwoll gjlgill (Graai 14

.de.LhJIgdalJ_Jﬂld.;;ujgdjulndnszjlg,ahly_ylg alyill anyd g dijlanll 15

ajlagl Ll laea)g alailellg alal il anlall plaill ailia | 16

alennll Jga aldlnagl alaclg alildl Juai | 17

paln) @Gudai Jai go laeo Joleillg cilnell sglad ] gloiwllg aljlwaiwil groa Lle gl [ 18

drulinll Jglall piadig




Section IV: Periodic Responsibilities

dyjgall allggunll gyl gl pundll

Repeated Responsibilities ajjanll allgguall | pdayll
SJ9 Jauy eull uldang alidlail adce 1
)93 Jai aeaginll aleynll Guaail Jnell Gy ga ggleill | 2
Licgiuwi Gya Joell jun ge djlagll S| plaill gay |3
aslallaic Aliidl pang (Guguill pango Jnlgill | 4
LA o alepall anlall alibl Juai | 5

Section V: Key Interactions

il Jolgill alag ;yualll puall

Julgill haoi Jolgill ape adlall Jnlgill alaa .
Frequency of contact Purpose of contact Key internal contacts pay
Jioal - e - il Jnell d3g3 Jaf g0 (Gruiil aliigl pan - Giguill yan 1
LJ__|._m._l-l:,j:_'l'La)—J_Li'JLg_n Joell 3g2 Jai o (Grwiill €gpinll pan -Alall paoll 2
Jioul - Laila - pilio H)\aill ga)g ayagill 250 Suaiill panll 3
Julgill haoj Julgill ape anjhall Jnlgill alan -
Frequency of contact Purpose of contact Key External contacts pay
Jaoyl - L aila - pilin Jabiiall Jag jlwaiwil (e Al clloell 1

Section VI: Administrative and supervisory duties

awalpiilg yglagl calalgll :guabull puall

laialleng cllnell sgladig ciljlwaiwl _leagl | 4

plwalll eljan 6l o (Gruwiill | 1

lay Bhlainllg aldawll puAii 5

aaliinll gull aldac le alpbyl | 2

Hjlaillgay | 3




Section VII: Skills and Experience Required

dojull dpallg aljlanl :gilwll pwdall

GHgwill gi Jloelll 4jlaf 4 gugyjglladll @)
dln g3 Jlan sigi

aathgll pjulll alell Jagall go Lisll aall

Minimum educational qualifications required for the job

aaln] o Jlanll a s agal go

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

auyell aslll Jléil
aaln) ajio éyayill gi ayjlaill aglily plolyl

aayhgll ayglianll alelll

Languages required for the job

ailéllell &l ajlinn aps
(guillg aleyall L djlinn dpu
wgulall goly plaiiwl aljlao
dylng duwlan aljlan
anld anim
wglwillg Joleill a asalilll
anaginll plaall @)l L le ajaillg pyhiill
cuiigll @jlal élan
cliddlg gaglaill aljlan
Jleall Jnlgill ciljlan
heall ciai Joell Le djdll

dathgll diglhnll aljlanll
Skills required for the job

. lg_!jb-n
g4yl jan (o Joell

LAathgll Jnell Gy
The nature of the job

Section VIII: Tools required for the job

daghgll duglanll ailgalll :galill pudll

Jilign y
panh 2

Documenting the job description card

gl capngill ddliy Gyigi

Date & ayLill Signature & gidqgill Name & pwlll
/o] Hilioll Jgguwall
o [ [ TG e
/o aipiull 3jlgall pan
o [ [ R e e
plell paall
o [P [ es | s | s, General Director
wahgnll giigi
Empl 's Si
slniclllg pill mployee's Signature
Seal and Approval

3jlgn aqpnl dhgann (ggdall gina



