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departments, and ensuring proper budget control and g

Bisha Mining Share Company Tel: (+291) 1124941 expenditure tracking,

P.O. Box 4276 Faxc: (+291) 1124941 . .

Asmara www, bishamining, com W

Eritrea e Development and implementation of Graduate

Development Program

e Plan & Coordinate implementation of BMSC Graduate
Development Program

e Monitor implementation of Graduate Development
Programs

e Report on individual Graduate trainees’ & GDP
progress

e Provide Administrative support to the Graduate
Trainees & PDP implementing departments

e Budgeting and Expenditure tracking

e Stakeholder Engagement and Relationship
Management.

e Maintaining budget and tracking of expenditure.

TASK DESCRIPTION EXPANDED TO CORE

VACANCY ANNOUNCEMENT

Bisha Mining Share Company is inviting applicants for the following positions
1.Position: Computer Training and Resource Administrator officer
Department: Employee Service
Section : Training and Development

Number required: One (01)
Primary purpose
* Train Employees in computer systems and applications programs to make employees able

to work with computers independently in effective and efficient manner. W.
 Manage computer lab and provide support to employees attending online training_ y 113) evelopment and review of Graduate Development
rogram

TASK DESCRIPTION EXPANDED TO CORE PERFORMANCE AREAS: -

. e Compliance and Continuous Improvement
e Plan for computer training program

Knowledge, Experience and Skills
Qualifications:

Degree in Management or mining related field

Tailor Training

e Conduct computer training hi———
Second-grade driving licence

Knowledge and Experience:

e Manage Computer Lab

e Evaluate effectiveness of training programs 2 Years of Accounting knowledge

1-3 years’ experience in accounting environment

e Provide user support to the online trainees and general resource center users
pp £ Technical Skills Behavioural Skills

Computer Literacy (MS Integrity
Office — Advanced)
Communication (English Assertiveness
and local language)

e Provide resources center administrative support

e Reporting

UNIQUE REQUIREMENTS / OTHER INFORMATION

e Conduct Training impact assessment and training auditing Management skills Interpersonal Relations
e Good verbal and written communication skill in English. Attention to detail Conflict resolution

P d intain effective traini It ] ] -
* roduge ane matntaii ehectvs Taihing resuts Analytical skill Ability to work towards
e Coaching amd monitoring skill i ;
e Assessment and Moderation skill Understanding of instruction design system strict deadlines

Qualifications: Coordination skills High level of accuracy

e BSc. Or Diploma In computer science or related fields

Knowledge and Experience: General Information and other requirements:

e 2-5years’ experience as computer trainer . e Place of Work: Bisha.

e Salary: As per Company salary
e 2-5 ears office and computer lab administration scale.

e Type of Contract: Indefinite

Additional requirements for Nationals:
e Having fulfilled his/her National Service obligation

Technical Skills Behavioural Skills d ided evid frel § th
. S . and provided evidence of release paper from the
Advanced Computer skills Communication (English and local Ministry of Defense.
language) e Present clearance paper from current/last

Great verbal and written communication skills | Respectful employer.
Attention to detail Committed e Testimonial documents to be attached (CV, work

. - - experience credentials, a copy of your National
Analytical sk%ll ‘ Integr‘lty ‘ Identity Card etc.).
Problem solving skill Conflict resolution e Only shortlisted applicants will be considered as

Reception skills (ability to greet and receive Ability to work towards strict potential candidates for an interview.

guests well) deadlines e Application documents will not be returned to
: . . der.
Adult education Flexible and open-minded sen
= . " : : P e All applications should be sent through the post
Summarization and report writing skills High level of accuracy office.
Receive and relay messages effectively Positive and Professional mannerisms e Deadline for application: 10 days from the day of
Friendly and respectful publication in the Newspaper.

Address: Please mail your applications to: -
Bisha Mining Share Company,
P. O. Box 4276 Asmara, Eritrea
Note to Eritrean applicants:
Please send a copy of your application to:
1. Aliens Employment permits Affairs,
P. O. Box 7940
Asmara, Eritrea.
2. Mineral Resources Management
P. O. Box 272 Asmara, Eritrea I'E

2. Position: Graduate Development Program Coordinator
Department: Employee Service
Section : Training and Development

Number required: One (01)
Primary Purpose

e To effectively implement and manage the BMSC Graduate Development Program by

h planning, coordinating, monitoring program activities, supporting graduate trainees and
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