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Candidate’s General Presence and Communication Management
Name Knowledge Personality Skills Skills

- Communication skills: fluency with proper articulation of English and proper understanding of the
question. This could be achieved in two ways: reading a very short text on the subject of aviation and
asking what was understood.

-Personality traits: to check self-confidence, emotional stability, multitasking, his or her life style,
attitude towards women on the job, competitiveness, team spirit, risk taking, etc...

’?

-General knowledge: this part need to be about the candidate’s general knowledge in the required
position, Questions could revolve around planes, airports, problems of the job and how could they
be solved, etc...

- Management skills: this part could be assessed by asking problem-solution cases and see how the
candidate resolves them. Preparation of several such situations could be prepared ahead of time and
the candidate chooses one so that an atmosphere of fairness is ensured.
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Performance Appraisal Sheet

Performance Evaluation based on Quantitative KPI's
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Performance Evaluation based on Qualitative KPI's
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Job Description Template
This job description is a summary of the typical job duties and requirements
that are essential to the recruittment for and the evaluation of a job and is not
intended to be construed as an exhaustive list of all responsibilities, duties and
skills required of personnel so classified. On occasion, individuals classified on
this job may be required to perform functions of a higher or lower skill level not
included in this job description.
Job Title
B il o B . = e . =
Job Category
e e PR ]| Y - -
Administration
AEh SRS S
Directorate General
B ¥ i o ) R
Directorate
| fopen I R
Service/Division
daloaan L
Department o S
| Ealbalh
Section ]
e
Role & Framework
bl Ul g g SR e =
Job Purpose Provide a brief descriptiory of the nature of tha job An overview of
Usn b Sk 1o rasmy it St Tt i T Pageerin
Aigta gll sih 3gm )y i e dule daal Aagih gl agiial e ga —aemy Ay
e MRSVRAMY SR s REESYIAKE S ST
Duties and Responsibilities: gl g gmmal) 5 algealt
| Management, Finance & Operations S el y A0lall y 510 e

S I8 aad At e g e AL sllae | ad ey (Gebill) o gadt abaaioly o] ety A8 Aila ) S g Al
oo Seal e i aat 5o gle g kg aie gy e b bl el LAl AT £
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List of duties and responsibilities of the basic function using titles (builet-points) and then provide
examples of the typas of activities under each heading. The use of titles and examples of the typas of
actrvities that have to be done allow the development of a flexible job description and encourages the
aemplaoyee to "work out of the box instead of "This is not my business”

The order of the basic duties and responsibilities in terms of importance

« start every sentence by the use of the present lense

- use neulral language between the sexes. such as he / she is

- the use of a common, plain language

~ use the right word to explain the activity - where. when. why or how or how much of the time

- avoid words that are open to interpretation - for example. instead of "dealing with inbox™ using "Sart nnd
distribute incoming rail ™ o

Reports to =

ot o ah N S N -
QUALIFICATIONS kA pall
Education m. Competencies HXJDE_QQ@@ MX___M P Attitudes) - _h.CrT.m_\m.—hl:

» The propear eniry is the manmium amount of education and axperience required of an average parson (o
carry out the job

* List education, experiance and competencies required for an average individual to perform the whole
job.

« Specify whenever lower level acadermic qualifications can be campensated with added years of
axperience

= List manual or infellectual skills; special qualifications/areas of expertise

= List languages required for conducting the business

= List computer skills required for conducting the business

Note that minimum educational qualification and related experience requirad for any job must be
coordinated with those of other related jobs in the organization.

Education : (iadll (s sheaall
LAgslagdh L;:th»t.ﬂu.\l(»_nlth{,é_ﬁu.‘bl(»ff ol Bie -

Years and type of experience: i ;& Jaa j <l gie
Agmaladl Saletll 8 e am Sl phe ST e JB5 Y ealala) e B s -

Knowledge : 4k sl

Is the theoretical or mental undar i af the p if it . techniques and environmant of the job However,
the mere knowledge of how (o fulfil the job does not _ur.e_-h:nﬂﬂ that you “carr fulfit the job in practice.

Laladl B 1Y il 5h) R aadl @
Agke ol L WYY @

Skills : <l Agalt

i 11

The ability to apply an expertise, or acquired knowledge as demonstrated in a real work sit
ciencios deve d through education, training or aclual experience. Three es of skills nucsﬂ be mentioned: <l~un.— Physical
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Attitudes =4S 3.

Are the personal troits and the ways of thinkmg o fulfiting a job e in ectuar
by troining and expenence

Language: —&ain
Ripla ol 3 e (o WISI i A) BV e 3aaty Apant JAL Wl
Ay el Aaln AR

el L : N N
Comply with the official working hours with the possibility of b absall £ e Cealt 300800, an 0 a1l
working over time

Work Conditions

Working inside and/or outside the premises of the Tptall Tl L am g gt BV e e sl
administration (if deemed necessary)
Refer to the laws and regulations that b e 4 el da g b oslad AU Aadaitl oy ol Al U RS el 8 gy e

deatermine the work conditions of the job, if they exist

Relationships and contacts T ol o

Internal A = B _ External e ik =
S-S,
s iy w L T
N R Taslll gl
-

Aalall il Y e AANAN LAl gile g |
Main Key Performance Indicators (KPI's) A N R 1T i at

our Attitudes ceo plso be knproved

S
-
-

Refer to PA Manual @12 Al s Y E e
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Strengthening Human Resources Management Capacities in the Lebanese Public Sector
(ENPI/2013/327-618)

Training Needs Assessment 2015 g 0l ClalbaY) il

Academic Qualifications /Axall) S5 sal) Full Name / 230 ay)
Directorate / 513! Position / 445 30
Unit / 40351 3aa gl Category / 44l
Direct Supervisor / sataall (i (1-22)Rank /4,
.\..I.Y_ﬂ_ ?ﬁ.—-
St S LS AN Ay ailt Dl pall (58 olal Jpanl ecda o
*% §aaY) * 53 gl el Duration / s3all olsal _dall Lyl dgal) £ 33 gall 3
Usefulness |Quality Date (Days / V1 232) Location Trainer Name Supplier Subject / Topics
1
2
3
4
5
6
7
8
9
10

(as =5 das 2 =4 cya =3 dasy =2 wima =1} 5 M | oo puiill 2 p*
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Methodology for TNA and Training Development Programme
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Strengthening Human Resources Management Capacities in the Lebanese Public Sector
(ENP1/2013/327-618)

A Sl Clalgay)

AE SNl FHSSDE ) D an Tl S gl SR /D D ey A L S T8 TS g llan pilh e e Loy g3y oy g g9 a3 U g et s oy iy o
,.Mgun....l.y,v..qmubﬁu::.n&b._h._?.L,..»

+ T LI Gl E s gadl
Importance to your Work Subject / Topics{Basic And Managerial Skills)

#

E-1 ) -3 -} wn £ = e -

(Apaaiill &f jlgall) Technical Skills

s ST 0 e pa (pglailly Cile ghaall B galf o3 1B

WFIaa =3 pga = 2 epha = | A paill e ollend Luaily way il aa Gl il oy 4
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Al SileLaa Yt
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Methodology for TNA and Training Development Programme
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Strengthening Human Resources Management Capacities in the Lebanese Public Sector
(ENPI1/2013/327-618)

Basic- Jealsill Sl jlga 1 Academic Qualifications
Basic- <l 5, 2 Accounting / Finance
Basic- GUsh o jlgalt 3 Administration

Basic- Lead il ol gl 4 Agriculture / Fishery
Basic- eYeall aa Julaill y dadlall DALY 5 Art & Design

Basic- SMSEN Ja S jlea 6 Business

Baslc- gl i 2 le 7 Communication

jc- dlakall il
Basic- <haiill Gl jles 8 Computer science / IT

iC- ataadlt all
Baslo w il 9 Culture

G e TR 5
Basic- Jaall o g )l 10 Economics

= | Jaadais
Basic- Jeall 1oy 11 Education

ic- pdeaal a5 Ap e
Basic- o o latad Al 12 Energy

Basic- =131 Sl e 13 Engineering

ie- e anll Aaai il
Basic- ¢ Aaad Sl g 14 Environmental

Basic- (silalall 1S3 il Hlga 15 Food

- alel [ U VO g 1} ol
Basic- Slela¥ls el g 16 Humanities

Basic- s lEh slael Ol

17 International Relations / Politics ;

Methodology for TNA and Training Development Programme
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Strengthening Human Resources Management Capacities in the Lebanese Public Sector
(ENPI/2013/327-618)

Basic- i Al dails. 18 Law

Managerial- Wil ade Ohlge 19 Management

Managerial- 32,3 pes> Jaall llee 20 Marketing

Managerial- Ol > wiblge 21 Media studies / Entertainment
Managerial- i)l glalg 5l 22 Medical and Health Studies
Managerial- (adlall af chaall Adlall/Ajigell slac] Wbl science

Managerial- 53521 5,151 Social Studies

Managerial- aaas)l 5)t3] Sports and Tourism
Managerial- w23l Shlge Transport

Managerial- wUa=dlall (A5 el)
Managerial- dewsl oY Sl dbe dyds
Managerial- 8Ll Sblga

Managerial- dlalai (5581 £535 5)la]
Managerial- (nalbgall 21,509 pa=s
Managerial- Al _ui GBI ginall)
Managerial- =91 &;l5)

Managerial- ol 3)la)

Managerial- &Sl 5l

Methodology for TNA and Training Development Programme
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