
Posi�on TitlePosi�on code

DepartmentAdministra�onJob Title of Direct Manager

..........................................

Employment Status
" " ّ

Reg Hours Worked "wk."

45

:Sec�on I: Job Purpose
ً
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:Sec�on II: Job Dimensions

0
Number of administra�ve

staffs of the incumbent

Directly
0

Number of Departments

0

Number of Employees

0

Indirectly
0

&Number of Employees

0
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:Sec�on llI: Key Responsibili�es
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:Sec�on lV: Periodic Responsibili�es

Repeated Responsibili�es

1

2

3
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:Sec�on V: Key Interac�ons

Key internal contactsPurpose of contactsFrequency of contacts

1--–-

2
-–-

3
-––

4
)-––

Key External contactsPurpose of contactsFrequency of contacts

1

:Sec�on Vl: Administra�ve and supervisory du�es

15

26

37
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:
Sec�on Vll: Skills and Experience 

Required

Minimum educa�onal qualifica�ons required for 

the role

Minimum years of experience required for the job

Languages required for the job

PhotoshopIllustratorQuarkXPress
InDesign

Skills required for the job

The nature of the job

shop
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:Sec�on Vlll: Tools required for the job

1.
adobe

2.

Documen�ng the job descrip�on card

NameSignatureDate

................................................................................../ ...... / ............ .
The Direct Manager

................................................................................../ ...... / ............ .
HR Manager

................................................................................../ ...... / ............ . General Director

Employee's Signature

      
Seal and Approval

....... ................


