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SMSA Express Transportation Co., Ltd.

Role Profile & Job Description

Licensee of Federal Express Corporation


HR JD 001-004

P.O. Box 63259 Riyadh 11526, K.S.A.
	Driver/Post/Fax Executive 

Department: Administration
Owner: Director Administration                        



	JOB SUMMARY


	Collection of mails from the Post Office and sorting out of incoming fax messages and other related administrative jobs assigned by the National Manager-Administration and Administration Supervisor.

Key Result Activities:
1. Collection of Mails

2. Recording of mails specially registered mails and its delivery to the concerned addressee.
Sorting out Faxes by department and placing it in the mail rack.

             And other task assigned by my immediate Supervisor and Manager outside Office pre


	KEY DUTIES AND RESPONSIBILITIES, include but are not limited to following:


	Key Performance Area 1: 
	Processing

	Key Result Activities:



	Decides/Recommends: 

1) Doing all jobs mentioned above 

2) Monitoring admin daily Attendance


	Frequency  and

% of Annual Time

	
	Daily, Ongoing,

70%


	Key Performance Area 2: 
· Reports and Analysis
	

	Key Result Activities:

N.A.



	Decides/Recommends:
	Frequency  and

% of Annual Time

	I Am approaching any problem facing directly to our senior. Admin Manager and same has been solves immediately
	Daily, Ongoing,

15%

	Key Performance Area 3: 
	Interpersonal Skills & Communications 



	Key Result Activities:

and Renovations

1) Knowledge in English and Arabic language 

2) Understand the work very well.

3) Good experience in my work that concern admin functions


	Decides/Recommends: 
	Frequency  and

% of Annual Time

	N.A.


	Weekly, Monthly, and as required,

15%


	EDUCATION & EXPERIENCE

	Education :
Bachelor in Administration
	

	Experience:
10 years experience in administration works


	


	KNOWLEDGE BASE

	 Computer knowledge

 Good Relationship


	ROLE REQUIREMENTS

	Good Relationship

	Skills: Technical competencies to undertake the role and knowledge of the business should be included here.
	State whether

Essential or Desirable


	COMPETENCY
	LEVEL

	          Bachelor Degree or Diploma 
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