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VACANCY ANNOUNCEMENT

7. POSITION: Civil Engineer (01)

PLA

CE OF WORK: Asmara (with frequent site travels)

The principal accountabilities include, but are not limited to the following

Analyze survey reports, maps, drawings, blueprints, aerial photography, and other
topographical or geologic data to plan projects.

Plan and design of structures, following construction and government standards, using
design software and drawing tools.

Inspect project sites to monitor progress and ensure conformance to design
specifications and safety or sanitation standards.

Direct construction, operations, and maintenance activities at project site.

Direct or participate in surveying to lay out installations and establish reference points,
grades, and elevations to guide construction.

Estimate quantities and cost of materials, equipment, or labor to determine project
feasibility.

Prepare specifications for purchase of materials and equipment.

Assist in developing capital project programs for new equipment and major repairs.
Develop budgets, estimating labor, material, construction costs and prepare contract
documents.

Compile data and write reports regarding existing and potential engineering studies
and projects.

Provide technical advice regarding design, construction, or program modifications and
structural repairs to industrial and managerial personnel.

Conduct studies of traffic patterns or environmental conditions to identify engineering
problems and assess the potential impact of projects.

Consider construction costs, government regulations, potential environmental hazards,

and other factors in planning stages and risk analysis (SHE).

Oversee project production efforts to assure projects are completed satisfactorily, on
time and within budget.

Test building materials, such as concrete, asphalt, or steel, for use in particular
projects.

Other skills

Education & Experience
BA Degree in Civil

Engineering with a minimum
of Five years of experience
in related field.

Others
Confident and
Willy to learn
and develop.

Project supervisory
skill, engineering related
software, report writing,
fluent in English and
other international
language

8. POSITION: Payroll and Admin Assistant (01)
PLACE OF WORK: Asmara

The

principal accountabilities include, but are not limited to the following

Prepare and finalize HR related payment vouchers in coordination with Finance
department.

Assist in the preparation of regularly scheduled reports.

Ensure that approved payroll input sheet is communicated to concerned payroll analyst
for processing.

Ensure that the pay slips are printed and distributed to employees and keep records as
appropriate.

Maintain HR data in a concise and clear way to ensure an accurate I'CpOl’t.

Ensure all payroll related inputs are properly captured and signed by concerned HR
Manager and the GM.

Ensure that all employees’ salary is communicated to banks, income tax is paid to
IRD and other internal reports are properly communicated with internal stake holders.
Organize and schedule internal and external staff training in consultation with HR
Manager.

Maintain supplies inventory of stationeries by checking stock to determine inventory
level, communicate with procurement supervisor for replenishment and distribute
stationery materials to departments as per the procedure.

Ensure that any critical issue related to general services are handled and resolved
properly.

Maintain professional and technical knowledge by attending educational workshops;
reviewing professional publications and establishing personal networks.

Cover the GM secretary desk when incumbent is away for any reason.

Maintain the Digital Achieving System and manual filing Systems as well as
carry out administrative duties such as typing, copying, binding,
scanning etc.
Take accurate minutes of meetings and handle sensitive
information in a confidential manner.
Resolve administrative problems and oversee and supervise the
work of junior staff.
Manage staff vacation based on their schedule and other leave
entitlements and maintain up to date information.

Requirements
Education & Experience Additional | Others
Diploma in Business Diploma in | Confident and Willy to
Management or related field Ms Office, | learn and develop.
with a minimum experience of | fluent in
three years in the field. written and
spoken
English,
2nd Grade
driving
license

9. POSITION: Accounting Manager/Finance controller (01)
PLACE OF WORK: Asmara
The principal accountabilities include, but are not limited to the following

» Supervision of staff in both Stock Accounting and Accounts
Payable to ensure company data processing, analysis and
accounting objectives are met.

*  Work closely with staff in Accounts Payable and General

Ledger and stock and coach them in order to ensure good levels
of motivation and self-drive in performance of tasks assigned to

them to meet company objectives.
* Ensuring sound controls are maintained and company policies
are always adhered to in both Accounts payable and General
Accounting .
» Prepare Job Descriptions, Tasks and Targets for your
subordinates and then Develop performance agreements every

half year or annually as appropriate with your staff and monitor

their performance to ensure overall objectives of Accounts
Payable and General Ledger and monthly performance report
against prior year and budget in time are met.

* Prepare and coordinate GRP and financial statements in GBP
with the Head Office annually.

» Ensures that all balance sheet items are reconciled every month.

* Opversee and ensure accounting data is processed on a timely
basis as per monthly financial closing schedule.

» Opversee and ensure an accurate and up to date fixed assets
register is maintained.

» Issue draft statutory accounts and supporting notes and
schedules.

* Co-ordinate the annual audits by external auditors and ensure all

information required is availed timely and in full.

» Develops and maintain relationships with EPC (Eritrean
Petroleum Corporation), Inland Revenue Department and
Customs Authority External Auditors and other relevant
Government Authorities.

» Makes sure that the Central Archive is administrated as per the
laid down procedure.

*  Work closely with the Accounting & Finance Manager on all
accounting matters and provide the required support to ensure
sound controls in all accounting processes.

17 11

Requirements
Education & Additional Others
Experience requjrement
) Good understanding | Effective communication,
A university degree | of accounting winning attitude,
in Accounting implications self-management,
or Finance plus of business strive for quality,
Professional transactions, optimize human &
Qualification Knowledge and environmental factors,

in the area of
specialization and
at least 8 years
relevant experience.

experience in
application of
international
accounting standards
and international
financial reporting
standards.

external focus, business
acumen, lead People and
develop People,

think Strategically and
manage changes

General information and other requirements

e Salary: As per the company salary scale.

e Having fulfilled his /her national service obligation and
provide evidence of release paper from the Ministry of
Defense.

e Present clearance paper from current/last employer.

e Documents to be attached ( CV, work experience
credentials, a copy of National Identity Card etc.)

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

¢ Please submitt your application to Libya Qil Eritrea
P.O.Box 845 or to the HR department at the Head office.

e Dead line for application is 10 days from the day of

General information and other requirements
Salary: As per the company salary scale.

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.

Documents to be attached ( CV, work experience credentials, a copy of National
Identity Card etc.)
Only shortlisted applicants would be considered as potential candidates for an

publication
. Please submitt your application to Libya Oil Entrea PO.Box 845 or to the HR
department at the Head office.
. Dead line for application is 10 days fiom the day of publication
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