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Job Title: IT Network & General Services

clardlly elSudlly cilaglaall Ay tAG ol aua
Aalad)

Department: Executive
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Supervisor : General Manager & CEO

General job Description:

Ensure the provision of an integrated information system helps to speed
Save and run and retrieval of information and provide the necessary data to
senior management, monitoring and evaluation and decision-making, and
work to raise the basic structure of the system efficiency to meet the needs
of different departments and activities.

Work on providing all the ways and forms of support and technical support
in the design, installation, modernization, use, and maintenance of
networks, operating systems and development, and to ensure the efficiency
of all facilities related to the computerization of work and uses the network
and databases and the various systems in the company.

Provides administrative support to the Director Duties include general
clerical work and the work of the reception and general services, as well as
create reports and forms that facilitate the work process and also full
responsibility for the company Furniture and confronted and also the work
related to the projects also offers professional's decent for the company
through telephone and direct talks.
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Duties and Responsibilities:

A. Information Technology & Network Systems:

1. Determines development requirements based on a study the
company's needs, and make the necessary plans for the units of the
desired development.

2. Following the applicable operating systems, and evaluate their
efficiency, and oversees the analysis of the needs of departments
used to put these systems and for securing these needs plans.

3. Determines the specifications of alternative solutions and additions /
updates are necessary and studying technically and economically
feasible and analyzes the operation of the systems used problems,
and puts radical solutions to prevent their recurrence.

4. Follow the efficiency of the work of computers and information
network, printing devices and others. In addition, verify their
suitability to the requirements of users and Follow-up Repair the
damage quickly as requirements of work or provide alternative.

5. Work the provision of technical support and requirements that
required for the departments and branches used the network
system, and ensure that network software, systems and protection
programs to ensure operational integrity provide the required
guidance.
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23.

24,
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26.

. Shall make appropriate plans to secure the saved information in
system and ensure the safety and supervises the implementation of
efficiency is achieved and archived everything related to networks,
suppliers and users or any change or update in the data via the
shared file and a copy of the management file.

Create and define the Users and permission who using the network

system and shared files based on secret information, according to
their levels profession work to ensure the provision of information
and continues to apply.

Work and Supervision of the installation and the preparation and
maintenance of processing equipment and network systems and
development of the department and make the necessary plans
their implementation.

Work on the preservation of data and information and ensure their
preservation and confidentiality.

Participation in committees and periodic meetings that are invited.
Submit periodic reports to direct boss.

Keep up with scientific development in the field of information
technologies and networks in order to achieve the company's
interest.

Operate and connect all the networks of management and their
branches.

Full responsibility to follow all the services provided of Domain,
hosting, internet connection, E-mails, antivirus programs and
others to renewing and upgrade expiry dates before services shut
down.

The preparation of the required evidence (detailed design of the
system directory, guide users of the system, the system operation
manual when designing or developing any automated system) in
cooperation and coordination with specialists in management.

To carry out testing and application software systems and
contribute to the training of staff involved in the various
departments of the company.

Design and development of contact and communication between
the departments of the company and all staff to ensure the efficient
sending documents and official information systems.

Backing-up and restoration the data and mails of all users based
files and corporate files.

Make a diagram of networks, IP telephones, IP camera and other
devices related to the control room and management.

Daily and periodic follow-up and support of all devices for the
server room and make sure they are functioning as required, such
as air conditioning, storage units, surveillance cameras, fingerprint,
server work and others.

Installing, configuring, troubleshooting and administering Microsoft
Windows desktop operating systems and Microsoft window server
2012

Installation, Configuration, monitoring and Troubleshooting of
switches and routing protocols. LAN/WAN, IP, Ethernet, TCP/IP,
OSl, DNS, VPN, SSI-VPN, VLAN, Point to point and others.

Work to provide consumables for devices before run out and
maintain them before they break down.

Identify the systems, devices, servers and networks of the
company to deal with it professionally.

Knowledge, workability, and learning on logo design programs for
use in company events. As well as on websites to update and
modify the company's data.

Save copies of all invoices, documents and guarantees for devices
and subscriptions to a file and update them through the shared file.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Administrative and general services

Secretary

Responding to telephone calls, transferring them to the concerned
parties, and working out of auto answering machine.

Performing general office work, which includes copying, file work, fax
handling, mail and photocopying.

Overseeing the general appearance of the management office in
terms of cleanliness and organization and has full coordination in
dealing with the office worker and providing the requirements and
the work of a weekly schedule for that.

Full supervision of the furniture and collectibles of company and
make reports follow it on a regular basis to buy or change or
malfunction or renew and submit them to the management and fully
followed by you to end the subject.

Save, maintenance and organize of all files, catalogs, invoices and
guarantees of management ensures the integrity and easy for speed
recall and knowledge of suppliers.

Receiving and directing and Send E-Mail Messages for senior
management and indexing and archiving these messages.

Check of efficiency of all office devices and electrical devices and
provide the spear parts and on the company and all division on an
ongoing basis. Maintenance and follow-up with suppliers and to take
appropriate action to ensure the work going on.

Ensure the availability and issuing the purchasing request for all
stationery, consumables, spear parts, tools other requirements for
office. Maintain stock and consumption records.

Check incoming material and devices for quality, quantity, and keeps
updates records of goods or tools received and issued by
documents and mails.

Review the calls bills reports issued by the Company and branches
and extensions of departments to make notes.

Other duties assigned to him by the management: create and design
the forms, periodic reports, writing of letters, correspondences,
circulars, and follow-up with employees.

Follow-up and delivery with Saudi Post, other shipping companies
and works of the Chamber of Commerce.

Follow-up with the owner of the property or office and the person
responsible for the property in the event of the maintenance of
something or interruption of service and others.

Follow-up the completion of the official documents from the
Department for renewal and inform the Department before the
necessary period of work. Of Iqama / licenses/ insurance / records.

Personnel

Follow up with medical insurance companies from issuing, renewing,
canceling and paying medical documents.

Coordination of booking and purchase of tickets from airlines in
coordination with the Personnel Department or the executive
management of the employee.

Preliminary medical examination of new employees, for the
procedures of extraction of Igama.

Create a file for each employee and insert their data in full with
approved forms and copies of employee documents. In addition, a
copy of each document received by the employee and placed in the
file such as lgama /Passport / medical insurance / driver's licenses /
employee data / certificates / experiences and other documents.
Coordination and follow-up to end the opening of bank accounts for
each employee by issuing definitions letter and others.

Follow-up of the clearance form for the departing employee by
documenting the form from the official’s person at the time of the
final exit visa or re-exit entry.

:a.al.l.‘b %J\JY\ Gladll g

&, Sl

VI 5,1 Jgl> Jocy cumimall (sl Lpligavis wladSall (ale syl

Jlocly gl Jouis ol dolsll diSoll JlocVL pLall
599l pgailly 2, Bl puSlall go Jolaily wlaloll
aalail > oo 8,15V LSl olell plaadl (sle Gl
Sl Jole 2o eld gumis w50 Byl JolS ag pubaislly
W gl Jgax Jocy wldbiell g9

oo 25l Jocs &S ,idl wliiios bl (sle JolsSUl Glow)l

335 ol Jhac ol yuus of elia) @595 A2y Lol dlio lpilas
Ll pSlid Go JolS JSiw Lpisuliog 8,15W Lp=d )9

wbloally ywilgally wisgJlSly wlalodl gro> pulnisy &luog lha>
9,209 lpileaiwl acyuwg lpioMow Gy JSoiy 8,5VL anlzll
s 90

8,15WL dsldl (sig SVl 2yl Bl Jluw)lg au>gig oMiwl
Ll 03 dw,p89 Llell

glady »s9539 axilpSUly auiSall 835>Vl gra> &Moo el

2o lpiiluo asyling .6 paimne dauay &S ,ill 839=90ll Ll
Joell Ul w Vleia) i acwlindl wlsl )= VI Slsly (o> 90Jl
pwlb,ally aolsdl sl oldb lasly 8lg oo s3SI

blasdlg 6,15\ 5,31 oldhieg wlgsVlg el ghd @SWpsiwVlg
IMpiwVlg Ugjzodl OMzw (sle

slinls @Sl 8392l Cau> o 83,l8)l 85p>Vlg slgodl o (gazell
b oe 8,5lally 83,9l slgelly GlgsW &M Coasig

O MaouVlg wlauswsdl

wlbs>Mall pyasig OWg=ll

Jocs (23loidl puouaiiy sl 16,15Y1 oo @l dies oSys1 dlocl.

asyliolly puoleill woMwlyolly (oblasdl &Sy «éyanl el
combbgoll go

S5Vl ool OIS g Szl 1yl g0 Juosilly dsslioll.

gy ldl B el o suslaill Jocg

Il (s lasdl (sle Jggalls wuSoll of Hlaell o go dsslioll.

0549 9l @oazd glhsil of Lo ol &l il

asuliodly 8,151 (po &3gimund] duomw,l (35Ul clpiil dslio.

oo oMl Jowd 8,58) Lol 6,15 go asylinlly pMcly Byaxn
Mew [ ool [ pas; [olold)]

aibgall Uggu

Suowis £lelg 209 Hlos] oo sl Guoldl OIS b 8o dsilioll.

Akl gl

wabgall &iuail 8,15Vl ol uabgoll Vg 8,l3|

oYl gyl oleh2Y 3aml grabsall (Yl sl paxall.
8aousoll g3losll alolS ppilily ghsls cabgo JSJ calo slisi].

ol oorolil slslls anlYIS walall lpsigs absoll lpalig
o oty hyuadls / whslpuil fabeall ©Uly / 8548l as s
& Lgll

Jaol by JSJ @i wblus 2us elpY asliolly gl

.O)ﬂ.{:s \.9.))[94.”

WV
A

14

oo 2590l grisi ,slael cabgoll dusaill z3g0s dslio T+

ilgl of 8339)ls 28,3l Joc dic ulsiaoll

Page 3 of 6




Q\A_gﬂ\JﬁJla.iﬂEHL)Z

4 44

£
1119 A

BAYOUNI TRADING & SERVICE EST

21.

22
23

24.
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27.

28.

20.

30.

31

32.

33.

34.

35.

36.

37.

Coordinate with the Department to follow up employees in cases of
absence, iliness or injury with hospitals designated for treatment that
fall under GOSI.

Accommodation

. Introducing the new employee with housing instructions and alerts.
. Follow-up housing procedures from providing furniture and
accessories to new employees and obligating employees to follow
the instructions and guidance of housing and which is Existing in
the accommodation

Coordination to provide the necessary housing needs of air
conditioners, washing machine, refrigerator and other and
coordination and follow-up maintenance of housing contents and
choose the appropriate costs for it and review the last maintenance
bills before starting maintenance of the contents of the housing to
avoid repeated.

Search for new and nearby housing if required.

Delivery and receipt of housing keys for employees and follow-up
of the housing status before and after the departure of the
employee and when filling out the clearance form for the employee
and follow up with the HR dept.

Know the full data and contents of the residence of the employees
of the apartments or rooms and number of the rooms, locations
and Residents for each rooms and the number of vacant rooms.
Moreover, to report on housing in the event of any new updates
either from the departure or accommodation of new staff.

Know the counters and accounts of the service companies for
housing from the electricity company and the addresses and
locations of accommodation and real estate offices.

Conduct regular visits to the accommodation, consider the
situation of housing, make observations and follow-up to correct
with the residences and the work of alerts and warnings in the
event of irregularities, and submitted to the departments of staff
sections.

Follow up with the owner of the property or office and in charge of
the property in the event of the maintenance of an order or
interruption of service for him and others.

Vehicles

. Follow up with vehicle insurance companies to issue, renew and

cancel insurance documents and follow up accidents with them
and claim the receivables and follow-up with the employee
concerned.

Coordination and follow-up of issuance of driver's licenses to
employees.

Coordination for the delivery and receipt of vehicles to employees
and follow-up receipt of the keys and the condition of the vehicle
and its contents before the departure of the employee when filling
out the clearance form for the departing employee and to report
the observations to the management.

Follow-up maintenance schedule of vehicles for all vehicles with
the driver of the vehicle from delay to maintenance of the vehicle
or lack of commitment to regular maintenance work or negligence
of the repair of a malfunction may lead to aggravation of the
situation by making alerts and warnings in the event of
irregularities and submitted to the employee management
Compelling the vehicle driver with the periodic maintenance
schedule described in the vehicle manual.

Follow-up of vehicles in general and their condition of cleanliness
and others and follow up their documents and make observations
on drivers.

Report to the management repeating the driver's alerts or
irregularities or non-response. As well as a report on receipt of the
car by the observations if any.
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38. Follow up the program and the validity of the vehicle tracking
device and follow up with the company executing the device in
case of breakdown and maintenance and validity of data sim card
renewal, and warning any employee tried tampering with the
tracking device and report accordingly.

39. Coordination for follow-up with workshops in case of maintenance
or accidents.

40. Attention to the vehicles parked between time and time to run and
clean. Moreover, make sure to park in appropriate places upon
receipt to avoid any harm to them.

Others
41. Communicate by e-mails to report and comment. Especially in
tasks that need follow-up to know of the workflow with others.
42. Make your own agenda to follow up the work and appointments
43. Saving information and data of work and not showing it to others.
44. Approving the amounts to be paid in cash to the employees after
inspection and confirmation of all related to cars, housing and
other.
45. End all tasks according to their priority and importance.
46. In addition, any work assigned to you by the management and not
mentioned on job description within the limits of your knowledge
and your ability to accomplish it.
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Job Relation:
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Internally:

With colleagues from different department within the company and sister
companies.

Direct contact with the general manager, and discuss optimal solutions and
IT network systems that help facilitate and work with all departments of the
company and its subsidiaries and begin its study and analysis.

Arrange Office Equipment for the company and branches.

Document all works with emails and copies of the concerned.

Duties and responsibilities as described in Job Description
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Externally:

e Coordinate with all third-party companies or supplier of information and
computer companies, maintenance and parts and the cities of the Internet

and information networks in local markets and institutions link technology.

e  Working with the company's branches and processing of all matters
relating to information technology systems and networks.

e Provide technical support and training for all departments and branches of
the company.

e All transactions to be documented by emails and a copy of the sales and
Executive Manager.

o Duties and responsibilities as described in Job Description
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Job Holder Specifications:
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Education:

Bachelor's degree in Computer Network and Information or

high diploma degree with courses of same majors
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Special License Needed:

e Cisco Network (CCNA,CCNP)

Microsoft Certified (MCSE, MCSA, MCP)
Microsoft Office.

Photoshop, AutoCAD or other designing programs.
Secretary works.
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Experience:

e At least four years’ experience in the same field of work.

e Dealing with electronic systems and networks by
activities of the company.

e Dealing with software applications

e Coordination and follow-up of administrative and public
affairs and services
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Language:
Fluent English Read and written

-
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Competencies:

Commitment-time / work under pressureEthics / Patience/
Initiative/Planning and Organizing / Independence /Self-
awareness /Adaptability /Listening /Customer Focus /
Assertiveness /Communication /Negotiation/ Attention to
details.
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