1. Manager
English — Job Description & Responsibilities
Job Title: Manager

Job Summary:

The Manager will be responsible for overseeing day-to-day operations, managing team
performance, ensuring achievement of organizational objectives, and maintaining a productive
and professional work environment. The position requires strong leadership, decision-making,
communication, and problem-solving skills.

Key Responsibilities:
¢ Plan, organize, and supervise daily departmental operations.
¢ Set team goals and ensure that targets are achieved within the required timeframe.
¢ Lead, motivate, and evaluate team members to improve overall performance.
¢ Develop and implement operational strategies in line with organizational objectives.
e Monitor work progress, identify challenges, and take appropriate corrective actions.

e Prepare and review operational reports, performance reports, and management
updates.

¢ Coordinate with other departments to ensure smooth business operations.

e Manage resources effectively and ensure compliance with company policies and
procedures.

e Handle important operational issues and make timely management decisions.
e Support recruitment, training, performance evaluation, and development of employees.
e Maintain professional relationships with clients, partners, and internal stakeholders.
e Ensure quality, efficiency, and continuous improvement in departmental activities.
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2. Assistant Manager
English — Job Description & Responsibilities
Job Title: Assistant Manager

Job Summary:

The Assistant Manager will support the Manager in coordinating daily operations, supervising
employees, monitoring assigned tasks, and ensuring that departmental objectives are achieved
efficiently.

Key Responsibilities:

o Assist the Manager in planning and coordinating daily activities.



e Supervise team members and monitor their assigned responsibilities.
o Follow up on tasks, deadlines, and departmental targets.
e Prepare regular reports and provide updates to management.
e Assist in resolving operational issues and employee-related matters.
e Coordinate with other teams to ensure smooth workflow.
¢ Maintain records, documents, and operational information.
e Support employee training, onboarding, and performance monitoring.
e Ensure compliance with company rules, procedures, and quality standards.
¢ Communicate management instructions clearly to team members.
o Take responsibility for departmental activities in the Manager’s absence when required.
¢ Identify opportunities to improve operational efficiency.
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3. Executive
English — Job Description & Responsibilities
Job Title: Executive

Job Summary:

The Executive will be responsible for performing assigned operational and administrative tasks,
coordinating with internal teams, maintaining records, communicating with relevant
stakeholders, and supporting the organization in achieving its business objectives.

Key Responsibilities:
e Perform assigned tasks accurately and within deadlines.
¢ Coordinate daily activities with relevant departments and team members.
e Prepare emails, reports, documents, presentations, and other official materials.
e Maintain accurate records and update databases or internal systems.
e Communicate with clients, vendors, partners, or other stakeholders as required.
e Follow up on pending tasks and provide status updates to supervisors.
e Assist in organizing meetings, events, and departmental activities.
o Identify operational issues and report them to the appropriate supervisor.
e Maintain confidentiality of organizational and client information.
e Follow company policies, procedures, and professional standards.
e Support senior team members in achieving departmental targets.
e Perform other duties assigned by the supervisor or management.
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4. Officer
English — Job Description & Responsibilities
Job Title: Officer

Job Summary:

The Officer will handle routine administrative and operational activities, maintain
documentation, process assigned tasks, provide internal support, and ensure that daily
responsibilities are completed accurately and efficiently.

Key Responsibilities:



Perform routine office and operational activities according to assigned responsibilities.
Process applications, documents, records, and other official information.
Maintain organized physical and digital files.

Prepare routine reports, statements, and correspondence.

Verify information and ensure accuracy of submitted documents.
Respond to internal and external queries when appropriate.

Coordinate with relevant departments regarding assigned tasks.

Track deadlines and follow up on pending activities.

Assist in maintaining office procedures and documentation.

Report irregularities, errors, or operational issues to the supervisor.
Ensure proper handling and confidentiality of official documents.

Provide administrative support to senior officers and management when required.
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5. Assistant
English — Job Description & Responsibilities
Job Title: Assistant

Job Summary:

The Assistant will provide general administrative and operational support to the assigned team.
The position involves assisting with routine office activities, document handling, data entry,
communication, and other tasks assigned by supervisors.

Key Responsibilities:
e Provide day-to-day administrative support to the assigned department.
e Assist with preparing, organizing, and filing documents.
e Perform data entry and maintain basic records.
e Receive, organize, and distribute documents and communications.
e Assist team members with routine operational tasks.
e Support meeting arrangements and other office activities.
¢ Maintain cleanliness and organization of assigned work areas and documents.
e Follow up on simple assigned tasks and report completion to the supervisor.
o Assist with photocopying, scanning, printing, and document preparation when required.
e Communicate basic information to employees, visitors, or relevant stakeholders.
e Handle organizational documents and information responsibly.

e Perform other duties assigned by the supervisor.
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