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Boc »xyMmbIC opHbl 13.01.2020 6actan 20.01.2020 peniH xapamMmabl

3AKiMLWIiNIK KbI3MeTTiH 6acTbifbl
Administration Supervisor

Ton-meHep >XMeHT / ToONn-MeHen>XMEeHT

KacinopblH: ToBapuLLLECTBO C OrpaHNYeHHON OTBETCTBEHHOCTbIO "®eHUKC
NHTepHewHN Pecopcuns Kacnunan"

EH6ekakbl: 400 000 TeHreneH 6acTan

BaxTanblK 34icC, TypaKTbl )XyMbIC, eHbeK »xafganbl KanbinTbl

ATbipay 06sbiCbl / XKbI/IbIOW ayAaHbl
TeHrns 28/28

* Provides training and feedback to team members

* Receives work requests and assigns to team members appropriately

* Manages department work schedule and ensures adequate administrative
coverage is available when required

* Continually reviews core work processes looking for and implementing
opportunities for improving effectiveness and customer service

* Maintain and develop relationships with department heads of core functions
that interact with the administration function

* |AM steward, admin web content owner, admin page SharePoint content
owner

e Other duties as required

Deadline: 19/01/2020
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KaHbiw C>TbaeB Koweci 176



