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R o N— o o VACANCY ANNOUNCEMENT
— 9NLA  avhav@: @A
Al A HmCidd FOTTY AIJLTT v2h§ Adhtn B ff:;.;um ANHNAE . . o . .
HPOP NIt T25/12/17 Bisha Mining Share Company PLC is inviting interested applicants for the following
(EFFECTIVE) &0 fh-iLid 4 HHCLATART has ' : position.
A 0/§ LPeA:
Grades: E, T & S8 i‘ﬂl‘ﬂ"‘ mﬂlﬁ: n 07(2 W+ POSITION: MANAGEMENT SECRETARY.
e VPR :
ARAE OLEN O/C AFe bl Y TASK DESCRIPTION EXPANDED TO CORE PERFORMANCE AREAS
n 0P N9 08 ACAP
M:El.t]lﬂ HEdT e ALAT o/00 A ANHP Management of General Manager Schedule
Science HTaPE afT TR G RPE AL : o B N
3. Studies Ered CrhADAL: 8 LG €M e Provide executive assistance as needed to minimize the administrative work
. ' o ovAamR DN THEP LLI AN of the General Manager and Operations Manager.
English 0At0AT  NPOP Wb e Arrange and coordinate travel and related documents.
o, ToATER T 23/12/17 A0 05 18 o Respond to written requests for information and arrange appointments.
THER Al d=— 07142402 o 07461121 PINRE LHLAL e Responsible for minutes of Management Meeting and distribute timeously
C et e etieeieieeiiieeeiieeeieieeeiieeiiieeeeae e, to HOD and General Manager.
. n d.’j' o e  Provide refreshments for General Manager and his visitors.

e  Provide administrative support to General Manager and Management Team
e  Assistinthe planning and preparation of meetings, conferences and telephone
conference calls.

0//71/ L/RCAOTANTRS- THEANS: Y0TvE G8 Adhédet aOCch. el A0S5S4 NOLD
OAHLAS V4T LT A6 LOL Yo

TRl NTINAPI® HAPI® T1e-ti-

1.98 2016 HWth&h 7% GFL HALI ACESNT PRihT h9 k@7 “MHE vt
Hhddt §8 2017 017 WGP ik A6t P LPCAk:
2.8l Favtlet: WLFT 50 TRG N9PNGA hong SNAN:
3.1l 1arG el §F4 5,000 (heviit tich) §P4 AR @€ CP.O &
€1 chll:
4.9°0n il AN M h40 hCré Dl NOAX 00T 924 P OIIA 5 avddI-r
Néch NGt DRI Al HPAA vl \&ch A% 10:00 P/P A L/ 71/ L/ACAT AQave.
LNéor:
6.0/ T/ L&/RCAT AQave- Hhl A%1S-A. RPHENU: TH, ahl §L P°06H avhie Trham
A Manager.
- (/3 2/ AC T Ae . o Registration and recording of all outgoing documents.
e  Performs job as per instruction of the immediate Supervisor.

oof‘g 'ﬁ]@\)\fx OIH, ,Ha)x 9“Ah,’j' mdﬂ_ g’““% KNOWLEDGE, EXPERIENCE AND SKILLS

e  Qualifications.

PAF O1-FAMT TS AOET OV TPUCTE A/MnPST mhdcs a7 ACH hl) 0 Secretarial Diploma
01/01/2018 1Al 31/12/2018 3-h& %avit HA%h avl. “It: 0D AFik noLl
AAHav LN H, HAGN LFhIT HIDA MID-£F 108 NOlA LOLI:

General Manager Office Management

e Arrange for cleaners to clean the office.

e Administrative Function

e  Ensure that all work orders are processed and captured as well as follow up
on completion.

Answering of all incoming calls and take messages.

e  Greet assistant and direct employees and public visitors.
e  Responsible for ordering stationary for General Manager and Operations

0 0 0000000000000 00000000000000000
© e 0000000000000 000000000000000 000

e Knowledge and Experience
0 Y -2 Years’ experience on MS Office

1. 2 2017 Hth&a GFL 7ALT M6 hd° Whdd awl 1A, vl AR o, 7ICT O Y- Years Secretarial experience
OLFT Yt Phih: . )
2. W38 @l Pl 12 Féndd 2017 Nder D HROhA 00T 13 Fndd 2017 e Technical Skills
A%t 9:00 .4 LA DL MID-LF ODART AN WELANA LTHe 0 Computer Literacy (MS Office — Intermediate)

3. afNg el 200,000.00 (ndvl “LAL: Tich) §%4- C.P.O il Administrative Skill

(o]
4. PHCHC avNRT A&7 nll 0 RehdA PPIPmACT 4-L57H0T A A-GAMT TS 0 Telephonic etiquette
ANOve. NEA. 0L7) P@-h Lhxds avohh. 162132/163467 0  Organization skill
5. 0T RhdAG Hhil A%eA. WFTEIN DA 0L NP0h il §L e av(i 0 Analytical skill
HhhA® A¢:: 0 Business writing
b“““wc& f 0 Proficient on internet
(0]

) Screening of calls
N OT I C E Behavioural Skills

The shareholders of Asmara Soap Factory P.L.C had an extraordinary meeting held on 0 Interpersonal R_elat_lons Sk'”.
20/11/2017. 0 Good communication (English and Local language)
. . o Tidy and presentable
They agreed on the raise of Ato Yohannes Kidane from 3741 to 3841 value of 10,000.00 o High level of integrity
Nakfa per share. Therefore, the capital of the company is raised from 41,010,000.00 to o Good judgment skills
42,010,000.00 subsequently to this agreement the shareholders and the new shareholding 0 Confidentiality
will be as follows. o Multi-tasking
Ato Yohanmes Kidane Testamariam 3841 ©  Qrganizing of iares and ravel arangements
Wiro Alem Yohannes Abraha 210 General Information and other requirements:
W/ro Simret Yohannes Kidane 20 o Place of Work: Bisha.
o Salary: As per Company salary scale.
Total 4201 e Type of contract Indefinite Period
Additional requirement for Nationals:
Asmara Soap Factory P.L.C : 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.
* NOTICE * e Testimonial documents to be attached (CV, work experience credentials, a copy of

your National Identity Card etc.).
e Only shortlisted applicants would be considered as potential candidates for an
interview.
Application documents will not be returned to sender.
All applications should be sent through the post office.
Deadline for application: 10 days from the day of publication in the Newspaper.
e Address: Please mail your applications to;
Bisha Mining Share Company,
P. O. Box 4276 Asmara, Eritrea
e Note to Eritrean applicants:
Please send a copy of your application to
Aliens Employment Permit Affairs,
. ALENA PL.Co . & P. O. Box 7940 Asmara, Eritrea. &

Notice is hereby given to the public that in pursuant to the extra ordinary general
meeting  held on the 27th of November 2017, the shareholders of Alena P.L.Co
unanimously resolved to include the following activities in addition to the existing
activities/purposes:

1. Travel agency and Tour operator

2. Business Consultancy, Project study, socio-economic study and other
consultancy services

3. Entertainment and in-door game services

4. General trading including import and export, wholesale and retail

0 0 0000000000000 0000000 000
@00 0000000000000 000000 00 00
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