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Definition ADMIN. & ACCOUNTS Activity on

ORGANIZATION CHART

Administration 1- Recruiting/ Termination
personnel officer 2- Collecting CV and Information
3- Interview/ Employment Offer
4- Ticket Reservation/ Arrival to Doha
1- Visas/ Resident Permit/ CID/ Customs.
—— 2- Photograph/ Blood Test/ Medical Test/ Finger Print
PRO/ | t
mmigration 3- Contract attestation/ Residence Permit/ Exit Permit
4- Business Visa for agencies/ Customs
1- Maintanence/ Safety & Health
: 2- Rent the Camp/ Camp Boss/ Cleaning
Camps/ Residence Flat
P I 3- Water & Electricity/ Health & Safety
4- Sewerage
1- Controlling Work Force in Site
Time Keeper/ PRO Sites 2- Prepe)ri.ng Time Sheet in dgily basis. .
3- Receiving work force requirement from site
4- Preparing Spread sheets on daily basis
5- Transfering the data to timesheet / Approval from Project Manager
6- Forwarded to accounts before fifth of each month
Office Supply 1- Contolling all printed stationary/ Office supply
1- Financial Policies
Head of Accounts 2- Budggtlng/ Cash FI_ow
3- Planning & Strategies.
4- Internal Control System
5- Financial Projects/ Assets
6- Reporting to MD/ Partners
7- Oriental Marine Account
1- Project Cost Analysis
: 2- Operation Supervision
Chief A tant
et Accountan 3- Issuing Monthly Trial Balance
4- Reporting to Head of Accounts
5- CET Accounts
Document Controller/ 1- Filing/ Typing Cheques/ Typing L.C
Secretary 2- P.V Writing
Accountant 1 1- A/c Receiving/ Commercial/ E& M Depr/ Store
Accountant 2 1- Subcontractor/ Payment
Accountant 3 1- Accounts Payable/ A/c Pay Payment
Accountant 4 1- General Ledger/ Bank Payment/ Receipt Voucher/ Conf. Medical Account
Accountant 5 1- Payroll/ Financial Settlement/ Petrol / Petty Cash
Accountant 6 1- Letter of Credit/ Assets Control/ Invoice Reg./ Transmittal Forms
Cashier 1- Payroll/ Q-tel/ Kahramma/ Hala Card/ Withdrawl/ Deposits/ Banks follow
Site Accountant 1- Checking W/F Time Sheets/ Checking Equipment Time Sheets
2- Checking Petty Cash/ Prepared Subcontractors P.C
3- Issuing Subcontractors Payment
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Definition ASSETS Activity on
ORGANIZATION CHART

ASSETS

Assets Manager

Administrator 1

Administrator 2

Administrator 3

Assets
Operational Officer

Assets
Stores

1-

Planning & Cost Analysis.
Establishing Marketing Policy/ Controlling Stores
Purchasing of Assets/ Maintanence / Assets Policy

Equipment registration/ Driving Licence for Drivers
Traffic Department affairs/ Insurance affairs

Preparing W/S Invoice/ Purchase Assistant/ Checking Supplier of W/s
Document Controller

Purchasing of assets, Consumables & stationary

Marketing/ Logistics/ Coordination
Construction Machinery/ Cars & Vehicles/ Office Equipments
Office furniture/ Tools & Instruments/ Scaffolding/ Port Cabin/ BUildings/ Land

MAIn Store receiving materials/ Issuig Materials/ Controlling scaffolding & tools
Issuing Invoices from Stores
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