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“Handover Consulting was initiated to partner with companies across the Middle East and provide them with unique and competitive
consulting solutions to address their Recruitment and Human Resources challenges. Our team of specialists has been engaged
with a number of multinational, regional , and local establishments and accordingly bring along solid operational and consulting
capabilities in their areas of expertise.

Our vision for Handover Consulting is to become one of the leading and trusted consulting partners in Recruitment £
and Human Resources serving small, medium, and enterprise firms across the Middle East. ik

We would be honored to have the opportunity to be part of your successful future and for you to be
part of our successful stories. We would love to provide you with more details on our services.

Please do not hesitate to contact us for further details or enquiries.”

Ali S. AlJa’bari
Founder and CEO
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= Job Descriptions Development is one of the key Recruitment Consulting Services that we specialize in and through which we support our clients in
overcoming the challenges associated with the recruitment for Executive, Managerial and Senior level positions.

= Our HR Consultants are highly experienced in developing effective Job Descriptions for clients across the Middle East and within
various business sectors.

AU OVERECONSUI NG ORNDESCHIPUONSADEVEIOPIIEN

We can deliver Job Descriptions as part of Organization Structure Design projects, Job Descriptions Development projects, or in

Prelee: ety small exercises.

Our Job Descriptions Development exercises are flexible to cover all positions across the company or to specific positions within

5} S 1 limited departments, as desired by the client.

Languages We are experienced in developing Job Descriptions in English and Arabic languages.

Experience Our HR Consultants have developed Job Descriptions for clients across the Middle East and within various business sectors.
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clients ...

= Our experienced HR Consultants have carefully designed the below approach to deliver all Job Descriptions Development projects consistently and

effectively:
Review existing organization Train employees on Job Discuss and agree on the = Submit the JDs Manual.
structure, JDs, and Analysis. JDs template. = Discuss any gaps/issues.
competency framework, if = Conduct Job Analysis for = Discuss and agree with the = Review the JDs Manual, if
any. positions within scope. concerned management the required.
= Understand the positions = Benchmark the role of the redesign of jobs, if required. = Train the HR Department on
within the project scope. positions against JDs in other = Write the JD for the positions. the usage and update
= Develop and discuss the companies to identify gaps. = Draft and discuss the JDs procedure of the manual.
assessment findings of the = Highlight and discuss findings with concerned management.
current situation. and the need to redesign
jobs, if any.
- Current State Assessment report - Job Analysis of positions
- Lis{ of positions within the " Identified gaps/issues in existing . Draft JDs Manual . Final JDs Manual
project scope positions
/ % / /
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= Based on our experience, below is a list of the key challenges faced by companies during the development of job descriptions. We have listed against
each of these challenges our value proposition which we offer to all our clients.

KEYASSUES INCICALIGAS) VAl UERRTOPOSIHON

= JDs are not updated when the organization structure

changes. = We carefully review the client’s organization structure
= Reporting lines reflected in the JDs are inconsistent and competency framework.
Lack of Integration with the organization structure. = We develop a JD for each position in the structure.
= Some positions have no JD. = We ensure consistency of qualifications and skills in
= The competencies reflected on the JD are not linked the JD with the associated competency framework.

with the competency framework.

= JDs were developed without the involvement of the = We develop JDs based on a conducted Job Analysis
job holders. and Job Benchmarking exercises.
. L = The JDs were written having the jobholder in mind, = We identify gaps in positions and highlight them to
Impractical Job Descriptions not the job itself. clients.
= JDs are not being shared with employees. = We develop a procedure for managing and updating
= JDs becoming outdated as not reviewed for few years. JDs and provide suitable training to the client.. -

= We use a consistent template for all JIDs while

= Different JD templates being used in the company. ovC
considering any followed standard (e.g. ISO).

Various Inconsistencies = JDs being written in different languages. ) ) - )
) ) » = We develop JDs using a consistent writing style and in
* JDs have inconsistent writing style. the languages agreed with the client.
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Organization Structure I

Job Analysis I

I. Corporate Management Office

The folowing chart represents the positonal organization structure of the Corporate Management

o 5 Sonne

This quesionnsie i designed i chisin ol the infomslion necessay i delemine you curert ob dudes snd
sereares « =

s et skt

handoyver

Job Descriptions Manual
Draft - Version (1.0}

Confidential - Restricted and Limited Access

Last Updated On
February 22, 2016

Issued On:
February 20, 2016

Job Descriptions Manual

Table of Content

Table of CORENt oo

Chief Executive Officer .
Legal Counsel . E
Quality Assurance Engineer
Il Shared Services Department...
‘Shared Senvices Direclor....
1. Human Resources Divisian..

HR Manager
HR Offcer

2. Information

IT Manager

IT Enginger

3 Indirect

Indirect

Indirect

4 Divsion.

Il Sales Department.

Sales Director

V. Marketing Department

Marketing Birector

Job Description /

Dopariment: Compomin Manogement Offios
liandover ot Trhe Chiet Exsoutive OfMger
Eftsative Date February 13, 2018
Chief Executive Officer

sectlon 1 — Posltion Description

The “Chief Execulhve Oicer s responsible for providing strategic kesdership for the company by working win the boasd of
directors and e sxscuthe 1 o ard plans .

am fo establish

and reparting =nd of the company

Section 2 — Reporting Relationehips

Reportng Ig, = Chairman

Feporting Fubordinates

*  Chisf Financial Offioer
=  Opsrstors Drector

= Ehared Bervices Dinector

= Bupgly Chain Cir=ctar

= Eabes Director

*  Margstng Director

= Legal Counszl

= Gualty Assurance Engineer

N % — Dol

Support the Board of Direchors 1o define e company's vision, mission, and owernll direction.

Work closely wih the Board of Direciors bo define shart and long term stradeg ko business goals and objecthves for the

company st alm to define the company's direction for the following years.

L= the company’s business strategic and operational planning activiizs and supgorting Inkatves thatshall

suppoet the cefined business gosls and objecives and optimize s marcet share, croftabiity, growth, and

cpemional excelence.

Crezrsze e dEvElonment and mansgEmeant o the company's imizmal gusity and cozratonal control systems and

compilance fo company's COMECrake poices and procedures.

Direct snd assst. 23 requined, inannual budgst pIanning process ard present 2nd discuss the Susget plan wen the

Eoerd of Directors for appeoval.

Direct 2nd maniage company resources and make fe best use of them & neduce operaticnal costs and Incresse ine

company's prodtmbliEy. The CEC wil have full proft and koss accountabils.

Extablish and maintain efective formal and Informal Inks with major cusbomers, key supplers, relevant government
ind agencies, local key decision makers and ather stakeholders to ensure that NIC 5

eroviding fue apcropriabe mnge and qualty of serdoes.

/
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Executive
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Overview
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Board of Directors
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Executive Assistant

VP Business
Development

Crverview
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Responsibilities
F0OXNOCCKNN

ONCIININ

KRR AR AR
peeiiieiit iy

Reporting Lines
- ptesiied
AR

petisiissiiey

VP Corporate
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Administration
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HR Officer
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IT Supervisor
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— AP Accountant

— AR Accountant

= Treasury Officer

VP Business

Analyst Analyst C"A"‘ﬂl’ﬁ;‘f“'
Treasury Officer
Overview
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Responsibilities
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VP Commercial
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1 1 1 I I
GE:‘IEaﬁDnsnt IT Manager Procurement Support Services, Accounts BD Manager — BD Manager — Commercial
Manager ge! Manager Manager Manager Saudi Arabia Bahrain Manager
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CONRCHUSTIOW,

We would love to provide you with more details on our services. Please do
not hesitate to contact us for further details or enquiries.
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