Job Card
Job Title: Administration Vice-Manager.
Person In-Charge
Administration Manager.

Job Summary

Supervise the faculty administrative units and follow-up their performance,
employees and supplies.

Job Description

Follow-up policies and procedures relating to recruitment, personnel and
administrative services and supervise the proper implementation in the faculty.
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Qualifications and Experiences

Bachelor degr@ in _management or a univer%ycj'égree with relevant
experience. .
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Skills and Abilities

Competent to perform the required tasks.
Be a responsible person.

Be skilled in communication with others.
Be skilled in written and read English.
Be skilled in using computer.




