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TRAININ

Responsibilities:

1. Coordinate a staff training programme based on
organizational and employes neads

2. Usa guestionnaires and surveys in consultation with

managers and staff to analyze fraining needs as they

relate to the goals of the organization and work area

Compile training manuals

Has to travel abroad when neaded.

5, Develop tralning resources, which may Invalve
preparing notes and visual displays from researched
information or their own knowledge

6. Evaluate the effectiveness ol training Programmes
using surveys, questionnaires, interviows and by
observation, in order to plan future courses or to
amend axisting ones

7. Obtain information on work-related axternal courses,
prepare raports on their suitability and make
recommendations on staff attendance at training
COUrses

8. Prepare, adminkster and conduct training assessmenls

9. Provide career development sessions for existing stafl
and conduct induction sessions for new employees

10. Support leamers during training interventions
11. Maintain database and reports on training institutes
and providers

12. Adhere to health and safety procedures

13. Undertake other tasks assigned by Assistant Manager
Admin & HR

Skills Required:
= 1.2 years' experience in related field

+ Higher Diploma in HR ar Business Admin

+ Excallant varbal and written communication skills
+ Strong organizational and time managemant skills
* Must be Omani national

ASSISTANT OFFICER
ADMINISTRATION

Responsibilities;

1. Carrying administrative dutles such as filing, typing,
copying, binding, scanning ote.

2. Organizing travel arrangements for OMPC Staff

3. Dally correspondence by email | phone for work
ralated topics

4. Booking conference calls, rooms, taxis, couriers,

hotels etc.

Monitoring stationary levels and ordering office

supplies.

Covering the reception dosk when requined.

Maintaining computer and manual filing systems.

Taking accurate minutes of maatings.

Coordinating office proceduras.

10. Develop and update administrative systems to make
them more efficient.

11. Resolve administrative problems.

12, Recelving, sorting and distributing the post.

13. Answering talephona calls and passing tham an.
14. Gresting and assisting visitors to the office.

15. Adhere to Safety and Health Policies & procedures

16. Undertake other tasks and duties assigned by Project
Director and Department Head,

Skifis Required:
« Knowledge of affice administration procedunes.

* Managing multiple tasks at once.

* Good computer skills Including Ward, Excel,
Outiook, PowerPoint.

* Maneging administrative processes,

= Proficient in Arabic and English.

= Attention to detail and high level of accuracy.

« Diploma in Business Administration with an experience
af 1-2 years.

FFICER

Fa 52

ok B L

Email your CV (in English/Word) to_hr.ompc@yahoo.com

Late applications will not be considered.

ASSISTANT MANAGER
ACCOUNTS & FINANCE

Responsibilities:

:

Will be responsible to manage the cash fow and
superviso over the financial transactions within and
outside the company.

Control and protect the assets in the interest of the
organization.

Assist the finance manager to make roaunds in attending
on financial requests pertaining to purchase orders.
Watch the cash flow over the financial transaction
with the clients and the purchaser of the azseis of the
company.

Report the fiscal profitloss incurred on yearly or
quarterly basis.

Interact with financial staft and ensure the audit
spreadshests are maintained every quaneriyear.

Handle the day to day job parformance of the staff
members and manage the payroll activities in approval
of the manager,

Provide solutions on risk managemant.

Pian a strategic and long term business plans in support
of the financial manager and the higher management

10. Responsible to assist the manager to obtain financial

1.

data from several sources such as expenses incurred in
the moanth, day, etc.

In casa of providing the reports to the financial manager;
ha will have to ensure to mest deadlines through tha
staff.

12. Ensure the company has enough funds to pay Hs

commitmants “liguidity *.

Resolution of finance related gueries:

-

Assist with end of year preparation and procedures
Provide financial support to team membars

Any other duties that may be deemed appropriate to this
role

A certain level of flaxibility regarding availability cutside
normal working hours Is required.

Skills Required:

-

Must be Omani

« Proficlent in Arabic and English Languages.

-

Bachelor's degree in Accounting & Finance with an
experionce of 6 -8 years.
Abllity to plan and organize

ASSISTANT OFFICER -
COST MANAGEMENT & CONTROL

Responsibilities:

1.

4,

6,

Planning, studying, and controlling to determine costs of
business activity such as raw materials, inventory, labor
and other related arcas

Analyzing data collectad and recording results.
Anglyzing changes in product design, raw materials,
manufacturing methods or services provided, to
detarmine effects on cost.

Analyzing actual costs and preparing periodic reports
camparing standard cost with actual.

Recording cost information for use in controlling
expenditures,

Estimate new and proposed products cost.

Providing managament with reports spacitying and

comparing the factory affecting prices and profitability
of products or sorvices.

Maintaining cost accounting system.
. Involving in budget preparation.

Skills Requirod:

Omani National

Proficient in Arabic and English Languages

Diploma in Accounts & Finance with 2 years relovant
experience or Fresh Graduate in Bachelor in Accounts &
Finance

Ability to Manage Time
Must be very maticulous

Closing date is 14" August, 2016,
All positions are based in Samail
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