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VACANCY ANNOUNCEMENT

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

1. ExPEDITING OFFICER(01)

Position Overview and Key Responsibilities
Be responsible for the purchase order expediting outcomes for Bisha Supply Department.
Ensure key performance indicators (KPI’s) and other departmental and company targets relating
to expediting are met.
Actively participate in safety meetings and discussion.
Ensure that all orders are tracked in accordance with standard operating procedures (SOP’s)
from the placement of purchase order to delivery and receipt. Provide feedback and suggest
improvements to current process where applicable.
Work in accordance with the Bisha core values at all times.
Follow systems that ensure that goods arrive on site at the correct time in accordance with
requirements.
Work within the allotted focus category to ensure clarity over responsibilities and to avoid
confusion between suppliers and other staff.
Provide a high level of service by answering queries on the delivery of goods, and also provide
feedback on a proactive basis in relation to any issues or delays being faced.
Actively embrace E-Business solutions within the company focusing on efficiency and business
process improvement.
Ensure that all order and shipment related information is properly updated within the Company’s
enterprise resource planning (ERP) system.
Manage Service Level Agreements for end users to ensure required service levels are maintained
or exceeded.
Obtain materials and consumption forecasts from end user departments and manage expediting
accordingly. This will include consumables, spare parts and major shut down requirements.
Establish effective methods of managing the expediting of highly critical and shut down items
to ensure that supply chain related risks are minimized.
Confers with department supervisors to determine critical materials and parts and ensures that
status updates are provided on a regular basis.
Ensure that pre-booking and planning of vessels and aircraft for highly critical items.
Develop and manage the relationship with freight forwarders and consolidators used by the
Company
Prepare detailed status reports for management and end users confirming delivery commitments
and advising of any significant potential delinquent items.
Identify problem suppliers and determine what methods should be deployed to improve or
manage them.
Identify those orders that need to be cancelled due to age and or the supplier’s inability to
supply.
Ensure that pre-delivery inspection of goods is undertaken when are where required.
Work in conjunction with inventory supervisor and warehouse supervisor to ensure there are no
stock outs or any financial loss to the company due to quality or supply problems.
Work with warehouse to ensure that items on the over, short and discrepancy (OSD) reports are
investigated and closed out.
Liaise with port staff at Masawa via the Asmara logistics superintendent to prioritize urgently
required containers to be transported to Bisha.
Ensure that invoices are processed in accordance with procedure.
Ensure that all expediting related paperwork is filed in accordance with supply policy.
Daily and month end reporting to the expediting supervisor, supply superintendent or supply
manager.

Profile: Qualifications and Experience

Formal Education, Certifications or

Equivalents e  Appropriate tertiary qualifications.

e Previous experience in logistics would be

Working Experience — Nature & beneficial.

Length

Leadership Experience — Nature &

length of time e High level of interpersonal skills.

Strong commercial acumen.

Strong influencing skills.

Performance and outcome orientation.
Knowledge of international freight forwarding.
Knowledge of Eritrea laws and customs.
Demonstrated skill in the use of computing
software

Other skills and abilities

STORE MAN(03)

Actively participate in safety meetings and discussion.
Proactively report all hazards and complete safety activities as required.

Adhere to supply policies, processes and procedures at all times.
Ensure delivery personal and other visitors to the fuel farm receiving or dispensing area comply
with Bisha safety policies.

v
v
v" Work in accordance with the Bisha core values at all times.
v
v

v' To be responsible for the safety standards of goods stored and issued from facilities of Bisha

warehouse operations.

I\/ Undertakes training in workplace hazardous materials information systems to ensure the safe and

proper storage of dangerous goods and hazardous materials and incompatible inventory items.

v Ensure that all forklifts and other required materials handling and equipment are operated safety.

v Provide efficient and timely service to customers and interfacing departments to meet or exceed
I the needs of the business.

v

Maintain strong communication links with all customers and interfacing departments to assist
others to meet business objectives.

I\/ Maximize the use of available technology to maintain a high standard and cost effective materials

management service ensuring that the needs of customers are fully satisfied.

I\/ Undertake goods receipt process insuring that all goods received are checked against the manifest

and once reconciled signed for.

v Ensure that all packaging is opened and the materials are checked for quantity and description

against the suppliers packing slip.

v Check all incoming materials for quality, condition and quality and ensure the delivered materials
I matches order requirements.
v

Identify discrepancies in material shipments against purchase order information and prepare over-
shot- damaged reports. Ensure any discrepancies to the responsible department in a timely.

I\/ Hold all materials in quarantine unit the electronic receipt are completed.
v" Neatly mark all items with the item number and location or the end users name and delivery

point.

v Ensure that all inventory items are stored and secured in a manner that takes into account special
I attention to temperature, humidity and electronically sensitive items.
v

Undertake goods issue process, ensuring that all pecking slips are picked and the material with the
picking slip is returned to the packaging area for verification and signoff.

I\/ Ensure that all materials are packed and address ready for delivery and ensuring that all materials

available are delivery to the end user as per their request date.

L_______________
I ———————————————————————————————————————————————————————————————————————————————————————————————————————————————

v

v

Undertake housekeeping activities on a daily basis to ensure that the warehouse area is maintained I
at an exceptional high standard of cleanliness. Ensure that all rubbish is moved on daily basis.
Fuel all paperwork in accordance with fuel procedure. I

Profile: Qualifications and Experience

Formal Education,

e Certificate in Junior School required.

Certification or Equivalents e  Certificatein warehousing or Material management
would be preferable

Working Experience - e  Previous experience in warehousing, preferable in

Nature and length of time a mining environment would be beneficial.

Leadership Experience
Nature and length of time

° N/A

Other skills and abilities e Demonstrating skills in the use of supply

e Demonstrating skills in risk awareness, hazard
identification and elimination.

e  Demonstrated skills in planning, analysis and
problem solving.

e  Good interpersonal skills together with effective
communication skills.

computing software.

e  Demonstrating skills in warehousing concepts and
techniques.

e Understanding of the relationship between
warehouse operations and successful business

|

|

I

I

I

I

I

I

I

performance I

3. ACCOUNTANT(01) I

4. Position Overview and Key Responsibilities:- I
At Month end:

v" Responsible for monthly review, costs and variance analyses of operational costs for the I
“Production Engine” and Administrative and Support Services Departments 101 to 590, as
allocated by the Accounting Controller. I

v' Prepares monthly operating cost report for the allocated “Production Engine” Departments
(101 to 499). |

v' Reviews or prepares monthly reconciliations for the GL Accounts for Diesel Fuel, inventory,
accruals and balance of deposit/ advance. I

v" Reviews or prepares the monthly reconciliations for Inventory GL control Accounts

v" Reviews or prepares and post journals for month end closing accruals (which affect Diesel Fuel
and Inventory including the inventory count adjustments, provisions for slow moving items and I
obsolescence), GIT, GRNI and Vendor Deposits.

v' Prepares the monthly ROM/ Ore Stock calculations and Income Tax computation (as I
allocated)

v" Reviews and assists in preparation of the monthly reconciliations for other GL Accounts as I
allocated (e.g. Royalties)

v' Assiststhe Accounting projects supervisor on fixed Assets accounting (including capitalization of I
completed capital projects and running the Accounting and Tax Depreciation computations).

Day to Day: I

v" Checking and analyzing regularly the transactions impacting the operating costs of relevant
“Production Engine” and Administrative and Support Services Departments (101 to 590 as
allocated) against the budget and regular liaison with end user department HODs on Cost I
Control measures or cost reduction initiatives to be undertaken.

v' Assist in ensuring completion of transactions Goods in transit (including the clearing of final I
invoices)

v" Review of sundry receivables accounts (back charges or sundry disposals) and follow up where I
necessary.

v" Regularly prepares analysis, reports and monitors the Diesel Fuel Costs across the Operational I
departments.

v" Reviews the Costing and codings of transactions arising from Inventory issues and insuring I
correcting entries are properly done at the source of incorrect postings and that supply staff
understand the importance of correct posting of costs/issues to respective Departments.

v' Assists in the training of the Junior Accountant. I

v" Any other ad hoc tasks as assigned by the supervisor. I

Profile: Qualifications and Experience

Equivalent Degree or Diploma in Accounting or

Formal Education, Certifications or Finance
Equivalents

e (minimum SMAP Diploma in Accounting)

Working Experience -Nature &
Length

or minimum three years relevant experience for
Diploma holders

Leadership Experience -Nature &
length of time

e N/A

e Good communication and interpersonal skills

Other skills and abilities computer skill-basic Excel, Word and Outlook

email working knowledge of computerized ERP

e Two years working experiences for Degreé holderi
Systems 1

General Information and other requirements:

|

Place of Work: Bisha. I

Type of contract: Indefinite period

Salary: As per Company salary scale. I

Additional requirement for Nationals:

Having fulfilled his/her National Service obligation and provide evidence of release paper from I

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 I

Identity Card etc.).

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

Application documents will not be returned to sender.

All applications should be sent through the post office. I

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

Address: Please mail your applications to; I

Bisha Mining Share Company,

P. O. Box 4276 Asmara, Eritrea

Note to Eritrean applicants: I
l
I

|

Please send a copy of your application to
Aliens Employment Permit Affairs
P. O. Box 7940 Asmara, Eritrea
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