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ASMARA MINING SHARE COMPANY

Abo Street, No. 178, House No. 16
Gejeret, PO. Box 10688

o

ASMARA MINING

SHARE COMPAMNY
Tel. +291-1-153986
Asmara, Eritrea

VACANCY ANNOUN CEMENT

Asmara Mining Share Company is inviting applicants
for the following position;

Cost & Management Accountant Supervisor
Number required — (01)
Type of contract — Indefinite

Maior Duti | R ibiliti

e Analyze departmental costs, commodity review of costs between
Cost centers, work with project groups to ensure proper reporting
of project costs, analyze costs monthly and quarterly, current and
prior year.

e Prepare overall budget that will allow the company to operate ef-
fectively.

e Monitoring actual expenditures against planned expenditures, iden-
tifying areas where costs might be reduced or efficiency improved,
and ensuring compliance with all relevant laws and regulations.

1. Functions related to Cost Accounting

e Perform daily and monthly cost accounting duties

e and entries.

e Ensuring all costs are identified and recorded accurately

e Understand Operational and Production software to ensure that

costs are recorded accurately

e Analyze cost drivers and develop a methodology for allocating
these costs to specific cost centers
Analyze operating results and trends in terms of cost

e Developing and maintaining accurate costing systems in relation to
labour, production methods and material supply

e Track the compilation of project cost into fixed assets and cost out
the assets once the related project has been completed.

e Report on periodic job variances and their cause, focusing on ma-
terial spending and contract service.

e Manage company cost by monitor company budget that have been
made with the financial condition of the company, so all cost can
be register and give informative report.

e Stock reconciliations and co-ordination of stock takes and cycle
counts

e Evaluate all project cost that have been used, so company can
ensure project effectiveness and activities in accordance with the
objective of the company business.

e Monitor and review the agreement to each project conducted by
any division to ensure agreement in accordance with prevailing
policy in the division of finance & accounting.

e Work with project groups to ensure proper reporting of project
costs, analyze costs monthly and quarterly, current and prior year.

e Perform fixed asset management and reporting.

Work with inventory management team to investigate cycle count-
ing variances.

1. Functions related to Budget

e Developing budgets by collecting expense data from departments
within an organization and_estimating revenues from projected
sales of products or services

e Develop and maintain strong relationships with all levels of man-
agement in order to effectively communicate the budget process
and to obtain the necessary information and approvals.

e Familiar with new technologies that can help automate some of
the more tedious tasks associated with budgeting.

e Managing the budgets around all costing issues and provide vari-
ance analysis

e Monitor operational budget in business activity in the company,
based on the regular budget that has been made, to ensure the
activity of the company in accordance with the company’s business
objectives.

e Working with other departments to ensure that expenditures are
made within approved budgets

e Working with vendors to ensure that goods and services are deliv-
ered on time and within budget parameters

e Analyze operating budgeting and capital budgeting

e Prepare regular reports on budget status, discrepancies, and vari-
ances for management review and decision-making
Participates in the development and administration of assigned
program budget; forecasts funds needed for staffing, equipment,
materials, and supplies; monitors and approves expenditures; rec-
ommends adjustments as necessary

e [Initiate cost effective measures in relation to purchasing and trans-
porting supplies.

e Continuously measure budget performance against approved bud-
get and determine variances.

Formal e Bachelor’s Degree in Accounting / National Diploma
Education, in Cost and Management Accounting

Certifications

or

Equivalents

Working e Minimum 10 years’ experience in Cost Accounting
Experience

— Nature & e  Cost Accounting Experience in Mining and / or Manu-
Length facturing industry is preferable

Behavioral e Communication (English and Local language)

Skills

e Innovative thinking
e Interpersonal Relations
e Ability to work under pressure

e Assertiveness, Discretion, Integrity and Self-discipline

Technical e Computer Literacy (MS Offices — Word, Excel — Ad-
skills and vanced)
abilities

e Organizational skills
e Analytical skills
e Problem solving skill.

e Supervisory skills - Ability to manage direct reports.

Profile: Qualifications and Experien

General Information and other requirements:

Place of Work: Asmara Office & AMSC Sites
Type of contract: Indefinite Period
Salary: As per the Company salary scale

Additional requirements 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 Card, etc.).

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

Application documents will not be returned to the sender.
All applications should be sent through the post office.

Deadline for application:
Newspaper.

7 days from the day of publication in the

Address: Please mail your applications to;
Asmara Mining Share Company,
P. O. Box 10688 Asmara, Eritrea
Note to Eritrean applicants:
Please send a copy of your application to
Aliens Employment Permit Affairs,
P. O. Box 7940 Asmara, Eritrea



HA0 @ hCTé-

av(liin 32 Govit+ €.170

17 av N 2023 - 1K 9

‘

r----------------------------

=N FN,

T LANA - ANT TNEZATAN - ATRLPF aPAN

r------------------------------------------------‘

VACANCY ANNOUNCE-

o™, MENT

ASMARA MINING

SHARE COMPANY

Asmara Mining Share Company is inviting

applicants for the following position;

Office Coordinator/Receptionist
Number required — (01)

Type of contract — Indefinite

Major Duti nd R nsibiliti

e An office coordinator oversees the office environment, manages office
tasks and communications, and assists upper management with key
functions.

e The person will be primarily responsible for welcoming visitors and
providing them with the support they need, and also be responsible
for handling calls from different organizations, people and solving
their problems.

e Will provide administrative support to the employees by scheduling
meetings, handling mail, taking messages and dispatching deliveries.

e Oversees the office needs are met, by supervising the staff under it.

e Handling incoming and outgoing emails, phone calls, and mail, as
well as scheduling meetings, travel, and appointments and coordinate
meetings.

e Help implement office procedures to improve efficiency and flow.

e Manage office files and records and ensure everyday office and cleri-
cal tasks are completed in a timely manner.

e Making appointments for all staff or for specific employees, such as
executives.

e Processing bills and helping clients or customers if they have any ques-
tions about their issues/ concerns.

e Welcoming and directing visitors to the correct office.
e Responding to all customer inquiries in a polite and timely manner.

e Verbal and written communication skills to interact clearly with visi-
tors and other employees.

e keep accurate records and find important information quickly.

e Time management skills to prioritize and complete a side variety of
tasks throughout the day.

e Patience and listening skills to respond appropriate and interact posi-
tively with upset customers.

e Interpersonal skills to create a pleasant experience for all customers,
such as being personable and attentive.

e Answering and forwarding phone, manage office cleaning staff, Orga-
nize tea/ coffee etc. to visitors.

e Generate reports on weekly base, submit your supervisor on time,
and administrate orders.

e Assist the Admin Superintendent when/wherever necessary.
e Prepare tracking documents for visitors.
e Greet clients and visitors with a positive, helpful attitude.

¢ Helping maintain workplace security by issuing, checking, and collect-

. General Information and other requirements:

Type of contract:
. Salary:

ing badges as necessary and maintaining visitor logs.

e Assisting with a variety of administrative tasks including copying, fax-
ing, taking notes, and making travel plans in accordance with HR

officer.
e Preparing meeting and training rooms, sorting and distributing mail.

e Adhere other instructions given by Admin Supervisor.

Profile: lifications and Experien
Formal Education, o Diploma or Certification in Office Adminis-
Certifications or tration Management or
Equivalents e Secretarial Science
Working e With minimum experience of 5 years
Experience — working under the same position.
Nature & Length
Behavioral Skills e 3 years’ experience in NGO will be an ad-
vantage
e 1 year experience as an office administra-
tor will be a plus
Technical skills e Communication (English and Local lan-
and abilities guage)

e Assertiveness

e Interpersonal Relations

e Ability to meet deadlines

e Accuracy

e Confidentiality

e Integrity/Business Ethics

e Ability to work under pressure.

e Computer Literacy (MS Office — Interme-
diate)

e Attention to detail
e Report writing skill

¢ Knowledge of Policies, Procedures and
Processes pertaining to responsibility of
work area

e Legislation knowledge

e Administrative skills

Place of Work: Asmara Office & AMSC Sites
Indefinite Period

As per the Company salary scale

. Additional requirements 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 Card, etc.).

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

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

Deadline for application: 7 days from the day of publication in the
Newspaper.

Address: Please mail your applications to;

Asmara Mining Share Company,
P. O. Box 10688 Asmara, Eritrea
Note to Eritrean applicants:
Please send a copy of your application to
Aliens Employment Permit Affairs,
P. O. Box 7940 Asmara, Eritrea

‘---------------------------------‘
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Contract Type: Definite

Major Duties and Responsibilities

[ Developing project schedule, and execution after approval by PM

O Monitoring the schedule performance for design, procurement and con-
struction

[ Prepare and inspect the records, advises and reports from project site

O Report to control manager monthly by monthly progress report

O Updating P6 project schedule regularly with loading resources

O P6 project schedule logic analyst and arrange the logic for all the activi-

ties in engineering, procurement and construction phase
Qualification Requirement
Education:

Master’s degree in Logic or Language study

Work experience:

O Over 3 years of working experience in related fields.

O International Engineering, Procurement and Construction project, over-
seas project management experience is preferred

O Applicants who can speak and write in good Chinese and English is
preferred.

O Have a good knowledge of the engineering and technology Standards,
Procedures and Specifications.

O Working Experience in design and consulting institute is required

Additional skills and abilities:

O (1) Excellent language expression skills

0 (2) Excellent communication, coordination and project management
skills

O (3) Proficient in operating the progress management software (operating

P6 software is required for this position).

10.  Position: Chef

Department: Processing Plant and Tailings Storage Facility
Number Required: 01

Contract Type: Definite

Major Duties and Responsibilities

0 Set up the kitchen with cooking utensils and equipment, like knives,
pans and kitchen scales

[ Study each recipe and gather all necessary ingredients

Cook food in a timely manner

Delegate tasks to kitchen helpers

Supervise Cooks and assist as needed

Monitor food stock and place orders

Check freshness of food and discard out-of-date items

Ensure compliance with all health and safety regulations within the
kitchen area

N B

Qualification Requirement
Education:
O Diploma or Vocational Certificate in Cartering Skills or related field.

Work experience:

O Above 10 years of working experience is required

O Working experience in Chinese companies and good at making Chinese
food is preferred

O Certificate of cook is required for this position|Level 5+

O Health certificate is required for this position

Additional skills and abilities:

O Reliability and communication skills

O Microsoft software skill is required

O Fluent Chinese / English is required for this position
O Have a very good sense of teamwork

s
V&W AW’MMQ/VV\—W 11. Position: Quality Manager
' _ . ' Department: Processing Plant and Tailings Storage Facility
eqre.aTSlchuaq Mineral Cons‘tructlf)n Corp LTD. (ESMC) Number Required: 01
is inviting applicants for the following positions for Asmara )
Copper-Gold Polymetallic Project Site. Contract Type: Definite
9. Position: Project scheduler Major Duties and Responsibilities . .
. . . U Participate in construction quality planning and formulate quality manage-
Department: Processing Plant and Tailings Storage Facility ment system
Number Required: 01 O Responsible for checking the quality assurance data of incoming materi-

als and equipment, and supervising the sampling and re-inspection of incoming
materials.

(] Responsible for supervising and tracking the construction tests, and be
responsible for the conformity examination of measuring instruments.

N Participate in the joint review of construction drawings and construction
plan review.

[] Participate in the formulation of process quality control measures; process
quality inspection and side-side inspection of key processes and special processes,
and participate in handover inspection, concealed acceptance and technical review.
[] Responsible for the quality acceptance and assessment of inspection
batches and sub-projects, and participate in the quality acceptance and assessment
of sub-projects and unit projects.

(] Participate in the formulation of common quality fault prevention and cor-
rective measures, supervise the handling of quality defects, and participate in the
investigation, analysis and treatment of quality accidents.

0 Complete other tasks assigned by the superior leaders.

Qualification Requirement
Education:
(] Bachelor’s degree in Building Construction and Management

Work experience:
(] Construction engineering design, construction, acceptance, safety and
environmental protection and other standard knowledge

O Familiar with CAD construction drawings, understand the technical prob-
lems of engineering construction

[] Familiar with the safety production law and relevant safety laws, regula-
tions, policies and inspection standards

O Familiar with the construction site quality management process

(] Text editing, data processing, good at using computer software capabilities
[] 6 years and above experience in purchasing of Engineering, Procurement

and Construction projects or mining projects.

Additional skills and abilities:

0 Rich Engineering, Procurement, Construction and Commissioning projects
management experience

(] Develop a good relationship between workers from different countries

[] Have a good coordinate ability and a perfect team work

O Be skilled in Microsoft office

0 Be good at AutoCAD/PrimaveraP6/CorelDraw

General Information and Other Requirement

O Place of Work: Asmara Project Sites
[] Salary: As per Company salary scale
[ Type of Contract: Definite

Additional Requirement for Nationals:
O Having fulfilled his/ her National Service Obligation and Provide evidence
of Release Paper from Ministry of Defense.

O 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.)

O Only shortlisted applicants will be considered as potential candidates for
an interview.

[] Application documents will not be returned to sender.

O All application should be sent through the post office.

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

Address: Please mail your application to;
Eritrea Sichuan Mineral Construction CORP. LTD (ESMC)
P.O. Box. 4832 Asmara, Eritrea

Note to None Eritrean applicants:
Please send a copy of your application to
Aliens Employment permits Affairs,
P.O. Box 7940 Asmara, Eritrea
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