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YacancviAnnouncement

Eritrea Sichuan Mineral Construction CORP. LTD. (ESMC) is inviting
applicants for the following position for Asmara project sites.

Position: Deputy Manager of Administration
Department: Administration
Number Required: 01

Contract Type: Definite

Major Duties and Responsibilities
Administration management:

% Formulate the management systems such as attendance, leave, travel, meetings,
document management, etc. at the construction site.

% Formulate the work processes such as administrative secretary, translator, etc. and
the management systems of the Project, and plan, organize, coordinate and control
Administration work.

% Inspect and supervise the important work arrangement and instructions of the top
management at the management level, draft comprehensive documents and meeting
reports arranged by the top management, undertake the affairs of regular meetings,
and organize and issue the meeting records/meeting minutes.

% Convey the decisions and instructions of General Manager, guarantee the smooth
internal and external work contact at the construction site, and coordinate and
cooperate with the work of various departments and cooperation units.

HR management:

% Formulate the overall human resources policy of ESMC, organize staff recruitment
and training, and verify the compliance of the human resources management systenj
of the Subcontractors.

% Organize employee recruitment and on-boarding training.

% Formulate and implement salary, performance, welfare assessment management
regulations.

% Manage the employee training and development, organize employee on-boarding
training and guide the departments to carry out pre-job training and on-the-job
training.

% Be responsible for employee relationship management, including the preparation of]
employee manuals, and the management of employee attendance, overtime, leave,
travel, visas, passports, daily welfare, labour contracts, labour disputes and labour
protection. PR management:

% Coordinate and communicate relevant matters between the Company and the

employers, Eritrean government departments, subcontractors and cooperation

partners.

Receive relevant internal and external personnel/guests.

Serve important ceremonies, activities and comprehensive meetings.

Provide services for public relations and banquet arrangements necessary for the

business of the Company.

X3

8

X3

8

R/
0’0

Qualification and other Skill

Formal education, certificate or
equivalent

¢ Master’s degree in Art (Conference
Interpreting & Advance Technologies)

< Have relevant experience in administration
and HR management

Work Experience — Nature &
Length

Other skills and abilities + Diligent and efficient in work

General Information and Other Requirement
% Place of Work: Asmara Project Sites (Emba Derho)
% Salary: As per Company salary scale
Additional Requirement for Nationals:
% Having fulfilled his/ her National Service Obligation and Provide evidence of
Release Paper from Ministry of Defense.

% Present Clearance from current/ last employer or
Unemployment card from Labor office.

% Testimonial documents to be attached (CV, work
experience credential, a copy of your National
Identity card etc.)

% Only shortlisted applicants will be considered as

potential candidates for an interview.

Application documents will not be returned to

sender.

All application should be sent through the post

office.

% Deadline for application; 07 days from the date of
publication on the newspapers

O
0‘0

7
0.0

Address: Please mail your application to;
Eritrea

Sichuan Mineral

Construction CORP.

LTD (ESMC)

P.O. Box. 4832

Asmara, Eritrea

Required to send a copy of their application to the following
address

Mineral Resources Management, Department of
Mines

P.O. Box. 272

Asmara, Eritrea

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

7940 Asmara, Eritrea
Tel: 291-1-113439  St. Abo, zip178 No.14 Nishtey Gejeret  P.O.

Box 4832 ASMARA - ERITREA
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