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mm UNHCR

United Nations High Commissioner for Refugees
Haut Commissariat des Nations Unies pour les réfugiés

REQUEST FOR PROPOSAL
REFERENCE:- RFP/ERITAS/2018/01

The Office of the United Nations High Commissioner for Refugees
(UNHCR) Eritrea invites qualified suppliers with relevant registration/
licensing documents, to submit a firm offer for maintenance and repainting
of Office premises at Meteten St. 1A754 House 35, Asmara, Eritrea starting
November 2018.

N
N
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\
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U
(]
N
)
1
(]
)

Interested bidders should request for tender documents at the above
mentioned location or through email request to: eritaslcc@unhcr.org_ from
13 to 16 November 2018. Any requests received after the cut-off date will
not be responded to.

Please take note and quote the RFP references as stated above.

Deadline for submission of BIDS is 16:00 Hours. Friday 16 November

2018. Bids received after the above stated deadline will not be considered.
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‘ Bisha Mining Share Company Tel: (+291) 1124%41 ‘ Addltlonal requlrement for NatlonaIS: r
\ @ Lo eiaie e, el it \ = Having fulfilled his/her National Service obligation and provide F
s e s evidence of release paper from the Ministry of Defense.

Zl Zl

= Present clearance paper from current/last employer.

¢ VACANCY ANNOUNCEMENT ¢ = 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 sender.

= All applications should be sent through the post office.

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

Position: Receptionist
N Department — Employee Services N
) Section - Village & Services )

Number required - One (01)
" (|

D] - L] - [\ -

[

A PRIMARY PURPOSE A the Newspaper. l
) To deliver friendly, efficient customer service and to create a ) F
N warm and welcoming atmosphere for all of our guests, with the |, * Address: Please mail your applications to; )

key aim of retaining and attracting new customers Bisha Mining Share Company, b
( ( P. O. Box 4276 Asmara, Eritrea 1
g MAIN FUNCTIONS g h
) o Reports to village and service Manager, ) " Note to Eritrean applicants: LI

Deliver excellent customer service, at all times. Please send a copy of your application to

o Deal with all enquiries in a professional and courteous manner, g Aliens Employment permit Affairs,

(| in person, on the telephone or via e-mail. (| P. O. Box 7940 Asmara, Eritrea.

5 o Updating the accommodation master lists on system. e e e e e e e e e e e e =
o Keep up to date with current accommodation availability within

) the village. g

Fulfil all reasonable requests from guests to ensure their comfort, /

satisfaction and safety.

o Always adhere to all company policies and procedures

O
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TASK DESCRIPTION EXPANDED TO CORE PERFORMANCE 4 | 7% 0 R RS O e

% AREAS g I. Tar AOCY0L oy | BCTHEE | Ahavl | 375
1 » . . ) o ( +04-7IC.£9° 375,000

o Alenlster all res;rvatlons, cancellations and no-shows, in line QR B R Y TSR o 7 I T e 375.000
\ with company policy. N

. . TOALACYT?
) o Provide reports, as required, for housekeepers and ) 3 Tk SOLAPUN 167 anee | WCTEE | Atavd [ 375 375000
management.

¢ o Be responsible for evacuation, in cases of emergency, acting as b 4. | At a09° A%L ALY wCret | Anove. | 375 375,000
( first point of contact for guests and the emergency services. (| mPaa &9°C 1,500 1,500,000
y © Beinvolvedand contribute at team meetings, o U wers 0 Randar SeH MG AN 01 Adang. DL DA ATHLF L.
! o Carry out mstructlops given by Fhe village service Manager. WA A ACET OFK. TICT MSEC DAL LTRAA
) o Be able to communicate well with people of all levels, )
" o Answering and forwarding phone calls. " h/0A7] “IhC
| o Good with computer systems, | L 0 0 0 kG 0T e
4 o Work additional related tasks to fill the working hours. 4 2. MV litvE HEA. Y1 9°DeA)
\ o Participate on VS meeting and taking minutes as required. \ 3. RIAMCT hd. 99

o Preparing letter to residents and get approval from VS manager 4. PPIRT PGP X hllivk:

. )
to resolve accommodation issues.
" (|

! UNIQUE REQUIREMENTS / OTHER INFORMATION !
\ \
o Good verbal and written communication skills in English.

o ) ) . )
o Ability to work in multicultural work environment. Produce
/ and maintain effective training results. /)
1 o Conducting training evaluation & effectiveness assessment, 0

Coaching and mentoring skills.

o Assessment and moderation skills.

a@/CANTIA “1h0C  1,500,000.00 (h& 20T hovti-t “Lhl: fich?)
P4 pLr: N9°MA NP THH HERAFAT A AL Oech7? hov-(it 72417
ANACNI5t HEaoFRT Al P AL ACHh, £ 1,000 (hL fich) §P4 Al
VAt A& OALIAC TOALANCYT TNt M AnfY Oéch 1Lk
Al

l/aN, A HALT e toOt ML tavOék Al

it Hhagrk Htoat NnI PR “IehIC

! O NIl GEND INNOIIN GIND INN OINN GNNC INN OIND IINO Il GNP INOIIN GEED IIN OIIl GENC INN OINN Imme mmPe

N Il GED HNOENI GEP IOl GIP ENOEN GIED ENOIN G ENOEN I BN GNP NN GNP IInolmm e -.J

e

) | Qualifications: )
! o Grade 12 and above. - ',‘& E
Knowledge and Experience:
0 o Or%e who wo?ked as receptionist 1s preferable.. « Al Y AG/VaeOA O/4 06 Ao aeCIE 0-6 +1 1F/0/0% @4/
Technical SKills Behavioural SKills i T T0G AchorZ OhA 2AL 0§ A1HHémdé nCnC: oo P HALT il
\ N T olivt: (20CT 0ANt) ngCPA AN9PIA AA HHAHH: A0 A “7AhA
o Computer Literacy (MS o Assertiveness

ANCE PF ool AHNC (LP 185 664 €X6 M 50 A0l ANt

I i 231‘;120?1‘? dpert(;ﬁrams) © gletféng;nal "1 23072 A/eAC WM GSG $18 NEAMTT Moot ThIIH
( bt ] R L HnFaA 00 @/ 00T el TN A OGP 9D TP
\ . Pmblye 1 solving skill . Abﬂgityi'o vork | @09t WA 091eT Go9rt Gt et WhAT ACNYT HLY

. . 88%) G4 (787,541.88) 104 e MAHA: NOSLC HEA, PLTT, OO
\ o Able to communicate well towards strict \

5 with people of all levels

deadlines/pressure of

o Able to converse in English work.
¢ o Willing to work in shifts. o High level of
A Housekeeping Skills accuracy
! o Discretion
i o High Safety attitude

/

General Information and other requirements:

(]

= Place of Work:

= Salary:

b = Type of Contract:

Bisha.
N

Indefinite

As per Company salary scale.
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