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Level POSITIONS TITLES 

Advance CEO/MD/ Directors/National /Senior Managers 
 
 

Intermediate Managers/Consultants/Associate/Supervisors/Specialist/Accountant/Analyst/Audi
tors/Developers/Designer/Engineer/Brand Advisor/ 

 
 
 
 
 
 
 

Beginner 

Pharmacist/Officer/Coordinator/Administrator/Executive/Team leader/IT 
Support/Technician/Dispatcher/Lead qualifier/Service controller/Frontline's-

CORE/Drivers/Operators/Agent/clerk/assistant/Teamleader-CORE/data 
encoder/Picker/Carpenter/Cleaner/Furniture Support/Night Watchman/Tea 

Boy/Handlers 

 
 
 
 
 
 
 

 
 

 

Organizational Competencies 
(Company Policies, External and Internal Factors, Identification of Interested parties, 

Departmental Objectives & Risk -Swot) 

Beginner Intermediate Advanced 

Accessing, and understanding of 
basic Organization Competencies 
(Company Policies, External and 
Internal Factors, Identification of 
Interested parties, Departmental 

Objectives & Risk -Swot)  
 
 
 
 

based on below annexure 
provided 

 

Accessing, understanding of 
Organizational Competencies 

(Company Policies, External and 
Internal Factors, Identification of 
Interested parties, Departmental 
Objectives & Risk -Swot) cascade 

the same to reporting employees, 
and explain the same as an when 

required.  
 

based on below annexure 
provided 

 

Demonstrate, access, and 
understand the Organizational 

Competencies (Company Policies, 
External and Internal Factors, 

Identification of Interested parties, 
Company, Country and 

Departmental Objectives & Risk -
Swot) and do necessary changes or 

create any as an when required 
 

based on below annexure 
provided 

 

ORGANIZATIONAL COMPETENCY DICTIONARY/MATRIX 
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Company Policy- Annexure-1 

# Guide Document # Policy Title 
1 32  Dress Code, Uniform and Appearance Policy 
2 33  Business Travel Policy 
3 35  Employee Loan Policy 
4 37  Employment of Minors Policy 
5 38  Employment of Women Policy 
6 39  Guaranteed Fair Treatment Policy (GFTP) 
7 40  Mobile Phone Policy 
8 41  Open Door Policy 
9 42  Payroll Administration Policy 

10 43  Recruitment Policy 
11 44  Relocation Assistance Policy - Existing Staff 
12 45  Relocation Assistance Policy - New Staff 
13 46  Rent Advance Policy 
14 47  Surety Policy 
15 48  Training & Development Policy 
16 49  Work Hours, Overtime & Public Holidays Policy 
17 1752  Disciplinary Action Policy 
18 1823  Leave Travel Package Policy 
19 1902  Employee Care Policy 
20 1905  Perf. Mngt Merit Increase & Promotion Policy 
21 1914  Employees Training Needs Analysis Policy 
22 1919 Employee Medical Insurance Policy 
23 1922 Resignation & Termination Policy 
24 1926  Orientation Policy 
25 1927  Gratuities Policy 
26 1961  Employee Residence Permit (Iqama) Renewal Policy 
27 1968  Employee Service Award Policy 
28 1988  Part Time Employment Policy 
29 2284  Employee Awards Policy 
30 2385  Employee Complaints & Suggestions Policy 
31 2434  Employee Engagement Survey Policy 
32 2435  Employee Ethics Policy 
33 2630  Driver Safety Award 
34 2967  KPI Bonus Policy 
35 4215  Employee Vacation Loan Policy 
36 4216  Temporary Support Allowances Policy 
37 4217  Absence Management Policy 
38 5109  Training and Development Policy - Arabic 
39 5237  Remote Work Policy 
40 5277  Competency Management Policy 
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41 5279  Job Description Policy 
42 5685  SMSA Future Leaders Policy 
43 5734  Employee Social, Sport and Cultural Activities Policy 
44 5811  270 Degree Survey Policy 
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External and Internal Factors- Annexure-2- Guide#3068 

 

For complete document please refer to GUIDE #3068 
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Identification of Interested parties Annexure-3- Guide#3011 

 
 

 
 

For complete document please refer to GUIDE #3011 
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Departmental Objectives Annexure-4 

Note: Varies from department to department, please refer the concern related 
department KPI for the financial period in GUIDE 

 

 

Risk -Swot - Annexure-5 

Note: Varies from department to department, please refer the concern related 
department SWOT in GUIDE 

 


