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Job Description Form 
	UNIT: Administration

	DEPARTMENT: 

	JOB TITLE: Administrative assistant
	JOB CODE: 

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


	REGULAR DUTIES AND RESPONSIBLTIES:
1. Maintain records, file systems and computer files
2. Assist HR / Administrative Manager as necessary
3. Telephone service and physical
4. Manage employee holiday
5. Manage the training sessions 
6. Manage  H.R files
7. Update address book
8. Prepare daily time management


	REPORTING RELATIONSHIP:
Director Of HR /Administration & Regulatory Affaires

	TOOLS, EQUIPMENT AND WORK AIDS:
Computer & Office Equipment

	WORKING CONDITIONS:
Internal  work environment

	EDUCATION:
· Bachelor in Business and Management .


	KNOWLEDGE AND SKILLS:
· Microsoft (excel, word, power point)
· 

	TRAINING:


	Experience:
· 


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

	Employee Signature : 




	Date:


	General Manager Approval:




	Date:
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