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s LIS

PIA JOB DESCRIPTION J0B CODE-
Ay
@ TITLE mManager welfare & LOCATIUN

Canteens Hana:ﬂ,
DEPARTMENT REPORTS TO General Manager -| SECTION adminis:vrarive
General Services Administrative Services Service: B

MAIN FUNCTIONS

* Implement and supervise Welfare and Canteen servicea,

SPECIFIC DUTIES AND RESPONSIBILITIES

* Maintain close liaison with Industrial Relations.

. Ensure the efficient operation of Canteen services in Paiiotan e
at outstations through respective District Managers. . !

* Make arrangements for the contracting out of Canteen and
Executive Dining Hall Services.
- . Take the lead in preparation of tender docunmcntation
- Advise the Tender Board on the content of returned
tenders and the known capability of bidders.

* Liaise with successful bidder and arrange for smooth take-ove
of facilities.

" Bnsure that the Contractor maintains quality and service
according to the contract terms.

. Deal appropriately with complaints and sugaestion: on Canteon
service and endeavour td improve the given standard.

. Supervise the administration and upkeep of the Staff ol

- allocate accommodation,using laid down criter i
in the housing policy.

- coordinate maintenance with Works Section.

- recommend the construction of new quarters, advis-.
on site and design and advise Works Soction during
the construction phase. :
Contd. .. v/ 2

4 Ly
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Gs-11 AL S Y
AITLE Manager Welfare JOB CODE CONTIRUAT TGN PaiiE
Canteens GSGIM2 LT
* Administoer Special Hay Quota allocatoerd by Goworner sl nrss b
for PIA vmployees, Ln the [oliowlng manivl -

- Process applications and select personncl usius
laid down criteria.

- collect fees and obtain Haj documentation.

’ Help in the selection of Islamic officials and 1n "serbitatie:
the provision of religious instructions, the upkecsp ot mesae
and maintenance of the Islamic Library.

*  Administer the welfare fund, approve loans to Fla stalt “nw
assess the priorities for compassionate grants, cdu-ation
allowance and maternity grants. '

. Control the payment of costs incurred by the PIA school,

N Issue family cards.

* Make budget proposals and control expenditure againml g e
heads.

* Organize and motivate his section to provide an efficient
service to enhance the Corporation/staff relationship.

* Urganize recreational activities/Religious function.
. In case of death of a PIA employee
- Represent PIA in funeral ceremonies.

- Assist bereaved family in making funeral arrancements
and extend any other help as per Corporation rules,

o Visit patients admitted in various hospitale regularly to lonk
after their welfare and also arrange disbursement «f Thei
salaries.

* Perform any other function as assigned by Genera! lLananor
Adminitstrative Services.
[ ]
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