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The Eritro German Association

Christmas
Bazaar

M.12. 2025 - 14.12. 2025
1W0AM-7.PM

| Pictures with Santa e Pancake e Handmade Crafts e Art [}

ENTRANCE FREE
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VACANCY ANNOUNCEMENT

Asmara Mining Share Company is inviting applicants

for the following position.

AMSC Business Executive Assistant & Document
Controller

Number required — (01)

Type of contract — Indefinite

nsibiliti
To control, record, review, update and store documentation
relating to Asmara Mining Share Company (AMSC), in accor-
dance with AMSC policy, legal requirements and government
legislation regarding the control, recording and storage of
documents.

TASK DESCRIPTION EXPANDED TO CORE PERFORMANCE AREA

Administrative Assistance

Act as administrative assistant to the General Manager
Coordinate and manage the daily and weekly approvals
Scheduling appointments and maintaining calendars
Collecting and distributing mail

Preparing communications such as memos, emails, invoices
or reports

Writing and editing letters, reports and instructional docu-
ments

Creating and maintaining electronic and physical filing sys-
tems

Creating and maintaining electronic and physical filing sys-
tems

Document Control

Maintain structured and systematic document control pro-
cesses that provide easy reference to documents that are ac-
curate and of high quality

Assist in supporting internal and external audits, coordinating
activities and ensuring timely response to documentation re-
quests for auditors in order to implement systems of control

Convert hard-copy work documents such as checklists, per-
mits, log sheets and other supporting documentation into
existing electronic systems

Organize and maintain documents, adhering to the company
document lifecycle procedures and archive inactive records in
accordance with the records retention schedule

Review and update all incoming documents regularly

As a sentry, liaise and coordinate with all departments for
document control of all company documents / updates to
maintain active versioning / revision index of documents

Inform document owners of pending document review and
approval requirements and assist in facilitating the review
and approval process

Conduct comprehensive document audits to ensure confor-

Reporting and Filing

Health, Safety and Environment

Profile:

bl

mance to established procedures and maintain quality re-
cords, per applicable SOPs / STPs

Oversee the efficient running of the Document Control Center
database

Pull required documentation from the database and distribute
it to the relevant document owner for review and / or ap-
proval

Provide reports on the health of the system and documents
contained within it

Track pending documents through weekly, monthly, quarterly
and yearly progress reports and notify the document owner
for taking appropriate action on the pending documents

Receive all company documents into a database, create the
relevant report and file into the appropriate system, facilitate
an audit of the system and provide timely feedback

Manage both physical and electronic archives for specified du-
ration, depending on content

Maintain high health, safety and environmental awareness

Monitor own and peers’ adherence to health and safety mea-
sures, protocols, and standards

Become familiar with and strictly adhere to AMSC’s Health,
Safety and Environmental standards. Act as a role model in
complying with and supporting these standards and practices

Oversee that security procedures are followed to minimize the
opportunities for theft of documentation material.

lifications and Experien

Formal Education,
Certifications or
Equivalents

e Higher National BA degree in secretarial Science,
Diploma in Administration, Document Control or
related field

Working Experi- °
ence — Nature &
Length

Minimum of 5 — 7 years’ experience in any executive

secretarial job and document control environment, pre

erably in an NGO office.

Additional Experience:

Essential knowledge of administrative, secretarial and

document control systems and electronic data manage

ment

¢ Knowledge of administration and communication pro-
cesses, procedures and systems

e Working knowledge of open cut and underground min-

ing

Technical Skills °

Strong system administration skills
e Strong typing and document detail capture skills
e Strong information monitoring and management skills

e Intermediate communication (written and verbal) and
interpersonal skills

e Intermediate computer literacy skills - MS Office (Word
Excel, PowerPoint and Outlook)

e Sound planning, organizing and prioritizing skills

Continued on page 8
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Continued from page 7

Asmara Mining Share Company is inviting applicants for the

following position.

AMSC Business Executive Assistant & Document Controller
Number required — (01)

Type of contract — Indefinite

Behavioral Skills ° Accuracy

Approachable
. Confidentiality
. Dedicated

. Detail focused

A

NOTICE

The notice hereby given to the public that
DAHLAK TOURING AGENCY PLCo. on
its extra ordinary general meeting held on 17th
November 2025 resolved that ATO YEMANE
ESTIFANOS BEYIN holder of 3600 shares
of Nakfa 600.00 each, WE/RO AZIEB
GHIRMAZION holder of 2400 shares of Nakfa
600.00 each, and W/ro SEMIRA YEMANE
ESTIFANOS holder of 200 shares of Nakfa
600.00 each, have sold all their total 6200 shares
to ATO SELEMON MENGSTEAB MISGNA
and WE/RO YORDANOS TEWELDBRHAN

YOHANNES.
. Diligent
. Diblomac ATO SELEMON MENGSTEAB MISGNA is
P Y appointed Manager of the Company for indefinite
. multi-tasking period with all the powers given to him by the
. Pro-Active law and Article of association of the company.
. Reliable DAHLAK TOURING AGENCY PLCo.

. Self-Starter

. Team player Ly °0IG =
. Transparent ADCG-1: AHS
. 1P CP
. Well organized 0 (&
. Results Driven on LS
KT 10))
. Decision-making skills to work autonomously PR
a P
AHAIC S

General Information and other requirements: G ¥ 8

OALTTNENT L) Cr L7 L [ f
KTI0RGE Al M, 0/689° HANITT "HY AVP°DANT Tl @Aim.,
7T @ART AWNNT AHNETTT HASYONI™TE KGAeTE: dld®
AL KSOAG: HTHK K99G NOIE 908G TRCAE:

1 Place of Work: AMSC Sites
1 Type of contract: Indefinite Period
"1 Salary: As Per company scale

L49°  100vl (D ‘HH"Thid
20289° (XD ‘MH"ThA

9N FOHT ARLAT
th B

L
A POFN WA KN HHEPLAD GL hivt (i IR

TN “KTr AN (AMIEN ELECTRONICS) -MEA-
nfood® (NHhell: Al 92 PV 0° L7 T HPad®
KA KFH: Al 00m, AL Cch, ) P (i §C5 aPRV. CPCAE:
KrHChCr HPWI® Kd\ T0IRA PRS- HLL 5L 5. (9° 101N

Additional requirements for Nationals:

» 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.

o Testimonial documents to be attached (CV, work experience credentials,
a copy of your National Identity Card, etc.).

e Only shortlisted applicants would be considered a3s potential candidates
for an interview.

e Application documents will not be returned to the sender.

» All applications should be sent through the post office. AT
o Deadline for application: 7 days from the day of publication in the
Newspaper. neA. OnNe 5,
L b

"1 Address: Please mail your applications to:
Asmara Mining Share Company,
P. O. Box 10688 Asmara, Eritrea
"I Applicants shall be required to send a copy to:
Mineral Resources Management
P.O. Box — 272
Asmara
"I Note to Eritrean applicants:
Please send a copy of your application to
Aliens Employment Permit Affairs,
P. O. Box 7940 Asmara, Eritrea
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