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road worthy, and are continually being serviced.

3.4. Record and ensure maintenance of company assets, make sure company assets are insured
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1. Tender and Compliance administrater

Canaes PR ggngrakinformation about me
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?.%‘r.]%ee'}arch for new Tenders to sublwf?,leand ensure that Tender documents are completed and
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Erpapraddiesmonthly report on tendeis submit, tendersdwardedand ¥&gree fetters;- and to do
Sign in
follow up on the Tenders that have been submitted pending response.

Workespeliieageurance before tenders are.

Working period nuo 2018.07 iki 2020.11
2ohfpadyniaigteation duties: Linked Thoughts Consulting cc
You were working at: Administrators

odcirgnare salary report for monthde selaNOPRYEEARSi AI3tFAESE Payroll system.

WRal gatndig wtithihpbpegashto prepaeBREdImrrasr@Bb@hiERstration. 1.1. Attend Tender

s 1.2. Complete by filling and Compile Tender
2.3. Review employment contracts aaork(iﬁn nlyj)cgéfl’ch for new Tenders to submit, and ensure

2.4. Conduct and attend Job mterwéh&t EﬁBQ%’n%QféﬂrBﬁ{Hﬁ)?é% FoaRIgsad and submitted on time.
. Ensure compliance of the tender documents before

2.5. Record and review leave days enlthetsar_geb;eﬂemaygsmm the industry professionals. 1.5.
Produce monthly report on tenders submit, tenders awarded

2.6. working with the HR agent on the SRlectpRAdd SSH IR BREBIRG D on the Tenders that

have been submitted pending response. 1.6. Do quality
assurance before tenders are submitted
3. Office, Assets and Fleet administration duties:

Additional information

SalaMaragwisffice and site EquipmentOfthRagry offdedtpetty cash, and perform ad hoc duties to the
hhew ang L dl peybor exdficgow 22 000 R per month

3.2. Manage office and site drivers, facilitate the purchase of Office and site equipments.

3.3. Ensure that company vehicles are parked at safe parking lot, they have insurance, and they are
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