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Bisha Mining Share Company Tel: (+291) 1124941
P.O. Box 4276 Faoc: (+291) 1124941
e o

RS N S i o Primary Purpose

e Receive, check, and process invoices and prepare and follow up
VACANCY ANNOUNCEMENT

payments to suppliers, preparing vendor account reconciliations
and managing cash flow requirements, including communicating
and providing feedback with suppliers for queries.

Essential Functions

Bisha Mining Share Company is inviting interested applicants

for the following position for Bisha site project. * Creating, maintaining, and updating vendor registration.

e Processing Invoices and preparing payment to vendor.
Position: Safety Officer e Preparing daily, weekly, monthly vendor balance for review.

. . e Preparing vendor account and bank reconciliations.

Depflrtment. Safety and OCC}lpatlonal Health e Indexing, archiving, and retrieving all supplier related documents.
Section: Safety and Occupational Health Main function
Number required: Two (02) e Creating, maintaining and updating vendor registration.
PRIMARY PURPOSE e Processing invoices.

e Reconcilations.

= Control “Safety & Health” in order to ensure employees, equip- e Reporting.
e Administration.

ment and facility risks are minimized.

TASKDESCRIPTIONEXPANDEDTO COREPERFORMANCE

AREAS Qualiﬁ%atio s:
. ° ertificate in commercial school or
Planning e (Certificate 1n accounting

e __Diploma in accounting will be an advantage

e Ensure policies and procedures are in place.
e 3-5 Years general knowledge 1n accounting and 3 years

Accounting related software i an advantage
Technical Skills Behavioural Skills

e Ensure mine is compliant with legislative and regulatory require-
ments.

e Assist with the “Safety & Health” Management System. Computer Literacy (MS Interpersonal Skill

Implementing Safety & Health Office — Intermediate, Excel

: : : : — Advanced)
* Respond to and investigate accidents and emergencies Attention to detail and Communication (English and Tocal
e Liaise with on-site contractors to ensure compliance with safety :
X accounting knowledge lapguage)

regulations. Compliance to accounting | Ability to meet deadlines
e Coach and advice employees regarding Safety & Health. §andards
e Identify unsafe acts, conditions, hazards and investigate root causes Numeracy skills and Accuracy, Confidentiality

as well as identifying corrective action. Inspect the workplace for reporting skills

potential hazards. Candidate must be

e Enforce on-site safety, health, and emergency compliance to pro-

. . hysically and medically fit
grams to minimise/prevent incidents and investigate incidents/ac- physicaly-andmedically

cidents.
e Conduct planned inspections/audits and Co-ordinate monthly Safe- General Information and other requirements:
ty & Health meetings. = Salary: As per Company salary scale.
Reporting * Type of Contract: Indefinite
= Place of work: Bisha

e Complete daily, weekly, and monthly reports and report any inci-
dents/accidents and risk assessments.
UNIQUE REQUIREMENTS / OTHER INFORMATION
e Candidate must be Medically and Physical fit.

Additional requirements for Nationals:
= Having fulfilled his/her National Service obligation and provide

Qualification evidence of release paper from the Ministry of Defense.
e Certificate: Occupational Health & Safety, emergency response = Present clearance paper from current/last employer.
e Grade 12 = Testimonial documents to be attached (CV, work experience

credentials, a copy of your National Identity Card etc.).
= Only shortlisted applicants will be considered as potential

Knowledge & Experience
e 2-3 years previous experience in Health & Safety & Emergency

Response candidates for an interview.
= Application documents will not be returned to sender.
Technical Skills = All applications should be sent through the post office.

e Computer Literacy (MS Office — Intermediate, Excel)
Supervisory and Analytical skills

Attention to detail

Problem solving skills and reniued drivers’ licence
Plan, organize & execution skills

= Deadline for application: 10 days from the day of publication in the
Newspaper.

= Address: Please mail your applications to.
Bisha Mining Share Company,
P. O. Box 4276
Asmara, Eritrea

Behavioral skills

e  Communication (English and local language)
Assertiveness and High level of accuracy
Flexible and Organising skills
Integrity, Discretion & Self-Discipline
Ability to work towards strict deadlines

= Note to Eritrean applicants:
Please send a copy of your application to
1.Aliens Employment permits Affairs,
P. O. Box 7940
Asmara, Eritrea.

Position: Accounts Payable Officer
Department: FITS/Finance 2.Mineral Resources Management

Number required: One (01) }: 0. BOXEZ72
smara, Eritrea
[ ’ &
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