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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.
	    Regional Officer – Administration

 Department: Administration
Reports to: Administration Supervisor              



	JOB SUMMARY


	Responsible for any such administrative related issues and for the renewals of all business related licenses of the region such as:

· ·        Municipalities
· ·        Civil Defence
· ·        Carpentry
· ·        Chamber of Commerce and Industry
· ·        Ministry of Transportation
· ·        STC
· ·        Ministry of Commerce
·          Police
·          Traffic Police
And coordination with car rental companies.




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


	Key Performance Area 1: 
	Handling Government related job

	Key Result Activities:



	Decides/Recommends: 

	Frequency  and

% of Annual Time

	1) Doing all jobs mentioned above 

       2)    Overall  the required issues done or not done
	Daily, Ongoing,

60%


	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 of English language both in oral and written
2) With computer knowledge  

3) With good moral character

4) With good working experience 
4) Good experience in my work as well as admin functions.


	Decides/Recommends: 
	Frequency  and

% of Annual Time

	1). Training and experience are very essential to the company, training will let the employees grow in their respective field and will gain more knowledge and self confidence.

2). Getting good support from  my colleagues and direct manager. 


	Weekly, Monthly, and as required,

15%


	                                  ROLE  REQUIREMENTS

	What is the Critical Function of this role?

· Office work organization

· Preparation of documents required for the renewal of licenses & permits

· Focusing on goals

· Time Management



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

	· Working with SMSA Express Transportation Co. Ltd. as Regional Officer for  more than a year.

· Punctuality 

· Dedication towards to the assinged job


	Essential 



	Knowledge

List the professional / academic/ general qualifications required for the role and outline any specialist knowledge required to undertake the role.

	* Computer Course Graduate

* Intermediate School Certificate



	Any other requirements specific to the role

Length of experience in any specific industry 

	Additional details of exceptional aspects of demand of the role
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