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VACANCY
ANNOUNCEMENT

Bisha Mining Share Company is re-inviting applicants for the following positions for its
Bisha Site Project.

1. Position: - Contracts Officer (01)

Type of contract: Indefinite period.

Major Duties and responsibilities:-
* Take responsibility of the Contracts Register and ensure it is regularly updated
* Maintain and control the Standard Contracts Templates developed for use by the
Company
* Assist end user Department Heads to prepare legally conforming Contracts that
ensure that the Company’s legal rights and requirements in respect to scope of Services
or delivery of Goods is protected
e Develop draft and review contracts in compliance with BMSC Policy and
Procedures
* Assist in negotiation and conclusion of Contracts with Suppliers once the scope and
commercial terms are agreed
* Monitor regularly the contract performance
* Participate in the preparation of Tender documentation
* Advise Department Heads on Contract compliance and administration
* Keep track of and manage Contract renewal dates
» Assist the Finance Manager in Contract matters as required

Profile: Qualifications and Experience
* Bachelor Degree in Commerce, Accounting or Law.
* Diploma in Commerce or Law.

Formal Education . . .
ormar ducation, | Knowledge of Eritrean Legal principles and laws concerning
Certifications or . I
. contract, civil, labour, customs and mining.
Equivalents

Minimum five years in a legal or administrative role for BA

Working Experience — | Degree.
Nature & Length Minimum seven years relevant experience for Diploma
holders

Leadership
Experience-Nature & | N/A
length of time

Good command of English and a good communicator.
Good interpersonal skills, pleasant and cheerful disposition.
Computer skills — basic Excel, Word and Outlook.

Other
abilities

skills and

2. Position: - Contracts Specialist (01)
Type of contract: Definite (One year).

Major Duties and responsibilities:-
* Create, review, negotiate and conclude contractor, supplier and vendor contracts
* Train, lead and manage contracts staff within section
* Control the administration, monitoring of contracts spends, ensure compliance with
the terms and conditions, as well as documenting and agreeing on any changes or
amendments that may arise during its implementation or execution
* Develop, implement and standardize department internal procedures and policies
* Develop and monitor the implementation of the approved forms of contracts
* Participate in the preparation of tender documentation
* Advise other departments on contracts
* To supervise the timely performance of documents, arriving in department
* Participate as a representative of BMSC in all meetings required to attend
* Liaise with other departments for necessary information to implement duties
* Allocate job duties within the department personnel
* All duties to be performed in accordance with BMSC occupational health, safety and
environmental rules, regulations and policies

Profile: Qualifications and Experience

Formal Education, | Law degree of a higher education institution; or CIPS
Certifications or | Advanced diploma in Procurement & Supply

Equivalents

Working Experience — | 7 years in the Contracts Management Specialist or
Nature & Length Procurement Management Specialist roles

Leadership
Experience-Nature &
length of time

5 years in Supervisory and Management positions

Accounting, analytical, communication, negotiating,
attention to detail as well as being able to have broader
view on the subject matter. Knowledge of legal principles
including contract law, civil and labor laws and the
application in Eritrean context. Ability to communicate
with Eritrean legal professionals to ensure Eritrean legal
principals are complied with

Other
abilities

skills and

General Information and other requirements:
* Place of Work: Bisha.
* Salary: As per Company salary scale.
* Additional requirement for Nationals:
 Having fulfilled his/her National Service obligation and provide evidence of release
paper from the
Ministry of Defense.
* Present clearance paper from current/last employer.
* Testimonial documents to be attached (CV, work experience credentials, a copy of
your National
Identity ard etc.).

*  Application documents will not be returned to sender.
* All applications should be sent through the post office.
* Deadline for application:

* Address: Please mail your applications to;

* Only shortlisted applicants would be considered as potential candidates for an
interview.

10 days from the day of publication in the Newspaper.

Bisha Mining Share Company
P. O. Box 4276 Asmara, Eritrea

*  Note to Eritrean applicants:
Please send a copy of your application to
Aliens Employment unit,
P. O. Box 7940 Asmara, Eritrea
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