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Job Description Form 
	UNIT: Web Designer

	DEPARTMENT: Administration

	JOB TITLE: Web Designer
	JOB CODE: 

	JOB SUMMARY:
Perform general Designs and administrative duties and provide support to the HR / Administrative Manager as required. 


	REGULAR DUTIES AND RESPONSIBLTIES:
Web Design:
1- Design and animation of all the website needed for the company
2- Design all the labels, business cards, letter heads…
      Handle all the printouts with the printing companies  

Administration:
1- Maintain records, file systems and computer files 
2- Assist HR / Administrative Manager as necessary
3- Control the kitchen inventory 
4- Fuel and maintenance of the generator
5- Purchase goods and items for the company
6- Perform other duties as requested by his/her direct supervisor.


	REPORTING RELATIONSHIP:
Director of HR, Administration & Regulatory Affaires

	TOOLS, EQUIPMENT AND WORK AIDS:
Computer & Office Equipment

	WORKING CONDITIONS:
Internal and external work environment

	EDUCATION:
· Bachelor Degree in Multimedia
 

	KNOWLEDGE AND SKILLS:
· Adobe macromedia (Flash, Authorware, dreamweaver, director, Photoshop, Illustrator, Premiere, Imageready, after effect) 
· Microsoft (excel, access, word, power point)
· Html (PHP, Java Script, ASP, CSS, MySQL) 
· Quark express
· Action script
· Sony (acid, sound forge)
· Visual basic


	TRAINING:
· 

	Experience:
· Knowledge in Web Design
· Knowledge in Animation


	WORK CONTACTS:
· Customers.
· Supliers.
· Other Departments Staff.
· Top Management.
· Other Departments Manager.


	Employee Signature :




	Date:


	General Manager Approval:




	Date:
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