athgll Juaill aigni

Job Analysis Form

IDENTIFICATION

Your Name: PO
Department : 5,laY
Job Title: N P {
Employee ID: W REN PN
Reporting to: 2yl Syl

How Long have you been in your current position:

: gl o b giand L3 3ll Lale

Number of Employees in Department:

: s Joo3 30 35153 Calsl) sucls

Dept. Manager’s Title: B3))5¥1 il Gadoell (e

Dept. Manager’s Name :3)) a¥ yorn ol

POSITION SUMMARY

seelogll i

What is the primary purpose of this job? Answer in the space
provided. It may be easier answer this question after
completion of the questionnaire.

e cre oW Jazmall o« oGl a1 olom o § Gl g tapaansdl Cola Y Lo
Ol 1 Jlaniad oy ged)
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RESPONSIBILITIES Oldgged) 7 DLyl

e Describe specific job responsibilities /duties, listing the

most important first. 3 Y9l teadl 20 203 ¢ Gudglog) g iandly Sl gl oy oy @
e Use a separate statement for each responsibility. - eanl U3 4l
e  Most positions can be described in 6-8 major sl ol lmite e plaiiad slos

responsibility areas. . .
Oldgiiin 876 (po Ty B iy Yo Loy e Ol ol o @

s i ion e 55T b A Sls ) 203 @
Doy 039 Toninlg 09503 O oy ez Js @

e Combine minor or occasional duties in one last
statement.

e Each statement should be brief and concise, beginning
with an action verb.

List Most Important Duties First el yrem W i ool Ol gl e Lo el yo
EDUCATION @kl
General Education & Experience 3radly pladl @l

Education-check the box that best indicates the
minimum training / education requirements of the job.
(Not necessarily your education, but the requirements

osllatl @dazlly ooyl (e Ll Sldlazt] e (V) tuadhe g elonys
laplazy Lalate 63 Ogmy O (539l (o (paed) -y Trsolil| tnliog L)
(nialogl 0 agllall fpsnly « il

for the job.
EDUCATION | agladf

O High school diploma Jle @alaipolss [0 | O Master’s degree Swarbieys O

. . . / . / . - D
O Vocational/technical / Business G2 ] (n pdal " | O Doctorate degree oy mys O
school Gl 2

i 4 Jo gl (34 O

[0 Some college or associate’s (2 9dl (390 —‘4’-‘ O secondary School ke fugsls O
years) degree (olew)
O Bachelor’s degree woe0slls=y 00 | O Other s+0

EXPERINCE S|

Type of experience needed: Please indicate the specific
job experience needed. Be sure that experience stated is il G et nabo gl 0 el aY ugllall 8 sl 103 cloy
what is actually required by the job, not what is preferred.

https://www.hrworld-sa.com/




Check the box which best indicates the minimum amount of
experience described above. ( Not necessarily your years of
experience, but the requirements for the job)

o ol « oMl 895081 3 sl a3 W) el e (V) nade pmg el
el Cugllall Olgicdl sue (snds « G s Olgiw ue (a3 O (59l
bl

[ Less than 6 months

il 6 e J3I OO

0 6 months but less than 1 year

Ao M el 6 e O

[ 1 year but less than 3 years

Olgis 3 M doew e O

O 3 but less than 5

Olgis 5 Y Olgi 3 (0 O

O 5 but less than 7

Olgiw 7 S Olgiw 5 0 O

O 7 years plus

S g 7 e O

Do you supervise, provide leadership or coordinate the work of
other employees on a permanent basis? If yes, then list the
position title(s) and number of employees you supervise, direct

1318 uolal Sty (nalogll Gimns Slac¥ (Gaeeill 9l 32LeaN of 2N p ol S
Oaloall sue g lede B, 23 poas i Caillogll , 53 el ey Tola W Sl

ke (3,23 ol
or lead. 8 L e

O Yes e
O No y0O

How accessible is the information required to solve
problems?

PROBLEM SOLVING ity | =N A g o

IEMea ) Joud tugliall Olaglat! Y Jguosll (sie L

Information Accessibility Key:

Olaglall Gle Jguanedl 7liie

( ) Easy to obtain.

eale dyumnell Jgudl i ()

( ) Generally available but some investigation necessary.

Oyt paay M glisd (5=dg tule dday halie ()

() Difficult to obtain and usually incomplete.

el e Il 89 Lede Jgumsll coasall e ()

( ) Vague or unavailable.

Are you allowed to make decisions that would commit the
division, department, or unit to spend a substantial amount?

olie i 9l tumele ()

DECISIONS MAKING Oyl yall Alses|

ey &y Tl Buag 91 351331 s 3150 s Ol el 7 gaeas S

Of money or other resources? AW (e s
O Yes [ No If yes, give examples of range of authorized Tooeed! Blai¥l yf e (e el jsm3 clo s pasimla Wil 13l Y O @as
spending. 14y
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Do you serve as a specialist advisor to management with
business decisions, which may significantly — wide or
Departmental operations or policies and procedures? If yes
explain:

Jeaadly Tusls Oyl @lass Loy 5100 ilas | Hliciuwss Juaally pods

Snaliailly ol Cilely Wl el g ilulaadl e 550 (39503 O (yEmall (e

T2 G nd gle W il 13

BUDGET ADMINSTRATION

rsilyatl 351

Are you responsible for developing, monitoring or
administering an income /or expense budget in your
department?

Check the appropriate responses below to indicate budget
related responsibilities.

£loys 65130 (5 Culbgyally ol a1 331519 rBlyag yagla (r Jgians Sl
iyl Tam ] g eecn 1 3L 6 el e ¥ 5zl

Expenses | &legyatl Income | &lalyN)

No responsibility for developing or administering a budget

Taild) 8100 ol sglad tndgics do g3

Gathers facts and figures used to develop a budget

Tedlyall b p i G2 pE 19 B3Lanll Gians e (re Jon

Processes transactions

Slaleall Olelys!

Tracks and reconciles budget activity

Taliy) a2 Bl e

Analyzes variances and prepares status reports

) Jac g MY Jloxs

Provides forecasts and projections used to develop a budget

Teilyall yiglat (b poiid LAl Sl oWy 3] s i

Develops and administers a budget

i) 318l g yoglal
SUPERVISORY SKILLS
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List the title(s) of employee(s) whom you directly supervise 8yl Lgele i 0y 3l ool O] p23 ¢l

Job Title Grade / Level Number of positions
oyl o at Soieadl / oyl gl sue
Mark true (v') or false (%) : Tl ¥ U (%) Wi 1 (V) s tnDhee s

1. 1. Do you activate and follow up supervisory methods

lans? $ LgiayUing dgdly ¥ Ut Lalas Jonaty pyas 1

2. Do you participate in designing and implementing

, $ ol M LI duaty slael La Slad Ja .2
supervisory plans §

3. Do you follow up work needs
§ Jondl Ol L @LZS‘_,LA .3

4. Do you follow up implementation procedures to achieve
(529459 ale 3al) Colua¥l G tnadaaidll Olelye W apl3 S .4

agreed objectives and write down observations and

recommendations

5. Do you engage in electing to attend supervisory methods

Il Lo (399 Tudly M Codlual yguiased i Al B £35Lid .5
according to training needs o AR 2 TR 2t da

gyt

6. Do you encourage some distinguished workers to do

$ bl 2 ! imay 15 e enl] Ololall 3 S .6
supervisory methods el ? i e Gl plalall S

7. Do you encourage workers to join higher studies, courses
Lol Lyl el s Aot e gy lalall pni Jo .7

Salised) ol ¥ oIt g Syl ol y9 g

and different supervisory methods

8. Do you coordinate with related agencies to participate in
raridl) ) el B s ltiald Ml 3 ol s (B3 S -8

8 ;l;ﬂ ).)_‘314:\3

professional and performance development

9. Do you maintain to deliver practical experiences that
a3 (oo (s G trsbacad] Sl @l he opad Ja -9

20belall Sytne by e a3y

improve learning quality and raise workers’ level

10. Do you encourage and motivate workers to labor

LY g Jaadl 013 “daladl ycas By ol .10
precision and productivity e ws e Crla simiygendlipsiida
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