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A R A B  T R A D I N G  & T R A V E L  O F F I C E

BEI RUT

A PPL IC A TIO N  F O R M

1 —

2 —

3 —

4 — 

3 —

i p / i e .Name in full 

Nationalit

Addres^^^^-^ L^S. — É

& 6 t ( Q e J Q (M  LQ IX&
—  p(Jce and Date of Birth CO/K o I  U  'O C y^  ^ 9

j  <5/- -< S' - ,Married / Single /  No, of Children--------------------------------------------------------—

Education (Schools, Universities & Degrees) .

Ç .5 - -
, X  »

r  ^4.

Passport No. - ^=-- 

)

f
(Lv i J k I < r y n ^  T 7 )  ' Q i c W t  -  ( 2 d l y L-

6 '  e- V t
J  .
-X

6 — Previous Employment & Experience

Nam e o f Firm Job Held From — To

- C . t d L c n

P a y

0 % y = ^ _ 6 f

x i^ u ru ^ A  f é  È A  J~~c A * A «

7 — ^.Reasons for leaving last Employer (D ale & Pay on leaving)
e . f A i.  ̂ .   G ^  *

8 — Type o f Employment C Pay Fvpeeted ^

9 — Languages spoken and written A 4  — cĴ J-_U J

10 — Can you type  ̂A lA — __ Mow well I ' {j J.SA Ju ^  English _

11 — References (Name^''&^ddres8es) ^

a ^ J n ^ d y i . 6  ^ 'À y é 2 .^ k ls< ^ _  _ (^

Arabic

1 hereby certify, to the best of my knowledge, that the above information is correct, and declare 

that I am ready to serve the Company in tlie Arabian Gulf Area, wherever my services may be required.

Date Signature of Applican
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A R A B  T R A D I N G  & T R A V E L  O F F I C E
A bdul BakI B uildiug, H am ra S tre e t 

BEI RUT

EMPLOYMENT DEPARTMENT

APPLIC A TIO N  FO R  EM PLO Y M EN T

Please a ttach  

a recent 

photograph

Please com plete in your own handwriting without assistance

1. TYPE O F WORK REQUIRED......................................  PAY EXPECTED

PERSONAL Full Name

Full Address .............................................................

Age Date of B irth   P lace o f Birth

Present N ationality....................  Nationality at birth

Passport N o...............................Place of Issue

Number o f children and ages  ......

Tel. No. 

Religion 

Marital Status 

D ate of Issue  -

N ext o f kin Full address kin

2. EDUCATION

Primary
Intermediate
Secondary
College
University
Other
Education

From To Exams. Passed Main Subiects Nam e and Location 
o f  School

Other Experience, Training or Skill ?

3. LANGUAGES Spoken Written

State proficiency ; Excellent — Good — Fair — Poor

4. TYPING : Can you type Arabic ? Speed English ? Speed

5. REFERENCES: G ive nam es of tw o  persons (not em ployers or relatives) to whom  we may refer.

Full Name Address Occupation Years
know n

p. t. o.
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6. EMPLOYMENT : Present ;

From Name & address of 
Employer

Your
Position

Description of 
your duties

Salary Reason for 
Ivcaving

7. EMPLOYMENT : Previous

From To Name & address of 
Employer_____

Your
Position

Description of 
your duties Salary Reason for 

Leaving

t. May we approach your present employers for a reference ?

2. May we approach your past employers for a reference ?

3. If accepted, what notice would your present employer require?

4. Is this the first application you have made to this Company ?

5. If you are still studying, give details

6. What are your hobbies, sports and interests outside your work ?

I CERTIFY THAT ! HAVE NOT MADE ANY MISREPRESENTATIONS OR INCORRECT 
STATEMENTS IN THIS APPLICATION.

Signature : 

Date :

Kassem & Abdullah Sons of Darwish Fakhroo
DOHA -  Q A T A R

Date

Tiie Resident Engineer, 
Darwish Engineering Dept., 

DOHA

Name 

Dept.

The above employee will be arriving in Doha on 

Please arrange his board and lodging in the 

Q uarter at Ras Abou Abboud Camp. 

Thanking you,

GENERAL M A N A G E R S  OFFICE.
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To,

The (Qllouiinq a r e  t h e  conditions o f  life  ob tain ing  in

1. W cather-T he climate o(  I " is  moderate and healthy.

2. W ater -T h is  is  plentiful and is  supplied free o f charge*
3. Rand «T hin arrnn grmsnf wj|) he prmvififtj ky

4 H ousing Accom modation:-This w ill be provided by the employer

5 -SffWal Amaniiinn'—TL-— *■— L— "f -p -r * " hih " i *' i j—  - n  b i r n i r i s j on

payments nf i mill fr n  Thnri irr mnny ph y grminrl ind nninbrr nf  rina m ii i nil itt n m iii

The above conditions are agreeable to me.

Your faithfully,

.W.ms, A'uj\»t7« èr. J//J..' !
S a i e h  A à d u U a  F '

Managf^
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i. ; .during the first year o f service.
I  « l i t r i n c T  f h m  « f t r r t n r T  r » f

/ P

FORM  OF AfïR EEM FjN l IN  r ^ e c t  o f artisans, shop assistants, etc.^made on the . 
one thousand nine h u n d r e d . ......................

OÏ• • ( y )  j C y < ^  ■ /: .............................  carr>^ing on b ^ n e s s  Wt <' n \  .  ^
under the style of. 1 ‘
of the one P a « ( ^  ■ 3  f V V < / v A , f ^  A  V 'C H e tA V .X «  ’’
" T  ■ ■ V w  age .'

' O  hereinafter called the Employee o f ^ e  other part, whereby it is
mutually agreed as follows:— I

I T he E n ^ e j J i e r e ^ e ^ g e s  the Employee and the Employee hereby agrees to w e  tly  Employer

such period the Employee agrees to perfo/iJ all legitimate duties assigned to him in his capacity as ( i) 
by his Employer o r by any other person % ly  authorised to  do so by the  Employer,

2. The Employee shall proceed to the place o f his employment in ( 3 ) . . .
and shall serve in that place and in such other places in the same country as may be required by the Employer.

3. Before the departure o f the Employee from India to  take up his employment, the Employer shall pay 
the Employee, a sum by way of advance, not less than half a m onth's salary. Sueh sum shall be recovered by 
the Employer m four equal monthly instalments c o m t^ e in g f ro m  the first month in which the Employee
receives a full month's salary after his arrival in (3). .  ; but the recovery of such
sum may be postponed at the discretion o f the Employer for good and sufficient reasons shown by the Employee

4. T he Employer shall provide the Employee and members o f  his family, (which expression includes 
only wife and children) with free second class rail and sea passages w ith dietfin the case o f an Employee whose 
basic pay is not less than Rs. 150/- per mensem ; and in the case o f  others with free third class rail and sea 
passages by d e c ^ t h  d ^ f r o m  the place o f residence o f the Employee in India to the place o f employment
'" ( 3 ) .......................................................  provided that members o f the  family may accompany the Employee
81 may reach the place o f employment within six months o f the date on which the Employee reaches that place 
I f  the Employer is unable to arrange suitaoie living accommodation (ct*  clause 9 below) within the first six 
months of service of the Employee, facilities mentioned in that clause will remain open for the next six months 
D uring the journey from the place o f recruitment to the place o f  e m ^  ment, the Employer shall pay to the
Employee d a i l ^ t ^ a t m ^  the rate admissible under the (3). . .  f S V / f t  Government Rules to a
(3 )................... ..........................................Government servant drawing tnc same salary as the Employee.

5. W l^ d i r e a e d  to do so by the Employer, the Employee shall move from one place to another within
(3 ).........................................................Ey land, air or water in the discharge o f his legitimate duties, and the
Employer shalfprovide the Employee with free travel facilities provided that

(a) In  the case o f an Employee drawing Rs. 150/- a month o r more as his basic pay, the Employer 
sh«U provide him when travelling by land, air or water with free travel facilities by a class 
not lower than the second class. T he Employer shall grant the Employee, when he travels 
under the directions o f the Employer daily allowance as specified in clause 4.

(k) Nothing in this paragraph shall be construed as entitUng the Employer to direct the Employee 
to proceed to an area which from the point o f view of Law and Order is considered unsafe by the 
Diplomatic or Consular representative o f  the  Governm ent o f India in the Country.

6. T he Employee shall receive from the Employer during the period o f this agreement a monthly basic 
salary o f :—

Rs.
(4) Rs...............'•........................ during the second year o f service.

Rs.......................................... throughout his service.

and also such cost o f living allow aiw  as u  admissible under the (3)...........
Government rules to a (3 )..........................................................Governm ent servant drawing the sa n ie ’s iia rv M
the Employee. Such salary and allowance shall be paid at the latest on the 7th day o f the m onth foUowing 
which they were earned. T he  salary o f the Employee shall commence from the date on which he is engaged 
in India and except in the event o f his discharge, shall cease on the date o f  his arrival at the place o f his residence 
in India- T hcE m ployee shall also be paid a gratuity o f one m onth's salary on the completion o f  every year 

# f his service.
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7. The hours of work shall be regulated by the law for the time being in force in (3 ).....................
and in the absence o f any such law, the Employee shall not be required to work more tiu n  8 (eight) hours a 
day during 6 (six) days in each week ending with a Saturday with a daily interval o f one hour. Sunday or any 
other day will be allowed as a holiday each week. The Employer shall pay to the Employee overtime pay, if 
the latter Is called upon to render work over the above prescribed hours. Overtime pay shall be paid by the 
hour and shall be calculated for work done on ordinar>' days at i 1/2 times and for work done on Sundays and 
other closed holidays at twice the salary earned during each hour o f working d a y ^ I n  a d ^ io n  to Bank holidays
and any holidays admissible under law from time to time in (2 )..............................................    the
Employee shall b :  allowed to have six days holidays in all in a year to en a b le lilr^ o  perform  necessary rites 
which he may wish to do in connection with his religion faith or important religious or communal festivals, 
and no deduction shall be made from his salary for these or other holidays.

8. The Employee shall be entitled (exclusive of travelling time if the leave is spent at a place other than 
his place of duty) to one month’s leave with full pay for ever}' 11 months of service and to 10 days’ casual leave 
in a year exclusive o f the six days referred to in clause 7 above. The E n y li^ee shall also be entitled to one 
month’s sick leave with lialf pay for every year of service. T he  Employer shall also provide the Employee with 
free medical attendanceincludingmedicines.medi&i comforts and diet charges during the period o f his illness, 
if  such illness has not been brought on by the Employee’s own fault.

9. The Employer shall provide the Employee free o f charge with suitable living accommodation. If  
the accommodation so provided is situated at a distance o f one mile or more from the place of his work, the 
Employee shall be provided by the Employer with free transport, or suitable conveyance allowance in lieu 
thereof.

ro. The Employer shall undertake to remit at his expense through his agent in India such portion o f his 
remuneration as the Employee may desire, not exceeding two thirds of his salary and allowances, to his relatives 
or dependants in India, and shall also undertake, if required, to exchange part o f the Employee’s salary and 
allowances for local currency at the prevailing rates without collecting any exchange Commission therefor 
from the Employee.

11. In the event of the Employee becoming unable to fulfil the terms o f the Agreement, owing to causes 
beyond his control, the Employer may terminate the engagement. Immediately after such termination the 
Employer shall repatriate the Employee as well as the members o f his family referred to in clause 4 above living 
with him to the place of his residence in India by providing him and the members o f  his family with free 
passage of the class by which they are entitled to travel under clause 4 and with diet or daily allowance for the 
period of the journey as specified in clause 4. The employee shall further be entitled to receive full salary 
and allowances up to the expiry o f the period o f three months from the date o f the receipt o f notice term i
nating his engagement as aforesaid.

12. In the event of the Employee becoming incapacitated to fulfil the terms o f th is Agreement owing to 
causes within his control or wilfully committing a breach of any o f the conditions o f this Agreement, or being 
guilty o f gross misconduct or insubordination, it shall be lawful for the Employer to discharge the Employee 
by giving him one month’s notice of termination of service or one month’s salary and allowances in lieu o f  such 
notice, provided that the Employer shall be responsible to repatriate th e^^p lo y ee  as well as the members of 
his family living with him by the earliest available transport from (3). . . .  .in  the manner pro
vided in clause 11.

13. Compensation will be paid in all cases of disability from injury (including occupational disease 
and death when the injury shall proximately cause death) arising out of and sustained in the course o f em
ployment and in determining the amount of such compensation, the Employer will be guided by the Work
men’s Compensation Act for the time being in force at the place o f occurrance and, it* no such law exists, by 
the Indian Workmens’ Compensation Act, 1923, and in no event shall the Employer be liable for the payment
of compensation in excess o f that provided in the said Acts for a disability o f the nature suffered by the 
Employee.

14. This agreement shall remain in force for not less than two years and not more than five years from 
the date of engagement in India, and shall be renewable for further periods to be stipulated in writing by the 
mutual consent of the parties.

15. The Employer shall have the right to terminate the Agreement at any time, on reasonable grounds, 
by giving the Employee one month’s notice in writing or, in lieu o f notice, one month’s salary and allowances, 
and shall repatriate him as well as the members of his family to  the place* o f his residence in India in the 
manner provided in Clause 11 :

(a) Provided that the ground or grounds alleged against the Employee shall be communicated to  him 
in writing and he shall be given an opportunity to show cause why his services should not be 
terminated.

(6) o r d ^  as a t a k e n  in sub-clause (a) above shall lie with the
jurisdiction in the matter.

(c) In  the event o f  ultimate dismissal, the Employee shall be paid for such other co nc isions as may he 
permitted under this Agreement.

PROVIDED HOWEVER that the Employer shall not terminate the Agreement as aforesaid on the 
ground o f  the Employee being surplus to  his requirements PRO V IDED FU R T H E R  that in  the event o f the 
Employer terminating the agreement on the groimd of the Employee being redundant for the purposes, c*o- 
templated in this Agreement, the Employee shall in addition to one month’s notice as aforesaid be entitled to 
receive an amount equivalent to his salary and allowances for the period o f three months o r for the unexpired 
period o f the Agreement, whichever is less.

Similarly, the Employee has the right to terminate the Agreement at any tim e by giving the Employer one 
month’s notice, and the Employer shall then repatriate him  to the place o f his engagement in India in  the manner 
provided in clause r i .  Should the Employee terminate the Agreement before the expiry o f  the first twelve 
months o f  the Agreement, he shall be entitled to receive from the  Employer only his salary and allowances for 
the period o f notice, or the cost o f the return passage to India for himself and the members o f  his family by the 
class to which h e  and the members o f his family would otherwise be entitled, cost o f the railway fare to his place 
o f  residence and daily allowance for the period of journey, whichever is greater. ,

16. T his Agreement shall not be vaW  u n l ^  the Controller o f  Immigration (5 )___
has authorised the residence in (3)-----............................................................ o f the Employee for the period of
agreement or until the termination o f the employment,whichever is earlier. N o reneyrtThf th e  Agreement for 
any further periods shall be valid unless the C o a^ U e r  ̂  Immigration (5 )................ C X . ...............
authorised the continued residence in (3 )-----.............................................. of the  Employee for the extended
period of the Agreement. I t  shall be the duty o fth e  Employer to apply for and obtain, at his expense, the 
necessary authority from the Controller o f  Immigration for the Employee’s entry into and residence in 
(3).................................

currency of this
17. T he  Employee shall be prohibited from trading o f any sort or kind during the 

Agreement.

18. O n  th e  termination o f this agreement, the Employer shall repatriate the Employee, as well as ^
members o f his family living w ith him, to  India not earlier than seven days from the  date o f termination in the
manner laid down in Clause 11 and. unless he has been discharged under clause l a  or the Agreement has been
terminated under clause 14 the Employer shall pay him his full salary up  to the date o f  his arrival at the place of 
his residence in India.

19. In  case o f premature death o f  the Employee during the tenure o f the Agreement, it shall be the duty 
o f the Employer to arrange at his expense to send— ^  ^

(а) the members o f the family o f  the debased Employee living with him  in (3 ) . . .  . . . .
(б) the  personal effects o f the deceased Employee ; and

(c) to  a r r a ^ .^ a c ÿ t ie s  for remitting the deceased Employee’s legitimate earnings and savings in
(3) •

to  India.

20. I f  the Employee or any o f the members o f his family living with him does not avail himself ol
th e  passage offered to him  by the Employer on the termination ofhis employment, in the manner specified
in  th is Agreement, the Employee o r the member o f the family who does not avail o f the passage shall forfeit
h is/her claim to  repatriation. T h e  Employer shall obtain a written declaration from the Employee to the
above effect and forward the same to the Protector o f Emigrants concerned along w ith the claim for refund of 
the deposit.

21. I f  any difference or dispute shall arise as to  the true in tent o f this Agreement or any part thereof 
or in  any way connected with o r arising ou t o f  the same, the  m atter shall be subm itted for arbitration to the 
Indian (or if  there is no Indian Representative, the British) DipWmatic or p o n sid ar Representative in the
country o f employment or the Protector o f Emigrants at (6 )..........* ^ . '? ^ * r f r r ^ 'n a n d  his decision shall be
final and binding on both the parties and the provisions o f the Indian Arbitration Afct, 1940, and any statutory 
modification o r re-enaam ent thereof or rules framed thereunder shall apply toAuch arbitration.

22. Subject as provided in  clause 21 hereof and subject further to the provisions regarding condition* 
o f labour as contained in clause 24 hereunder, this Agreement shall be governed by the Laws o f  India and be 
subject ro the jurisdiction o f the courts in India.
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with rcspea to conditions of labour.

IN W ITNESS W H EREO r the panics to the Agreement have set their respective hands on the day an*  

year first mentioned above.

Signed and delivered on behalf of the said Emplo>cr.

’/  < Kas^r:::     ;

In the presence of. . . . . .  y ............................................. * * *

y  • M anager.

5if«ed by the Said Em ployee........

U ih e  presence  ................................................................. f t

M»** \

TPmeSor of Eihigrlmis. I

W $ f  Fhnigrants.3

Footnotes :—

(1) Describe the work e.g. Carpenter, Mason, Fitter, etc.
(2) Name, town and country.
(3) Name the country only.
(4) Cut out what is not required.
(5) Name of port.
(6) Name of Indian port.
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P. O . Box : 71

C ab le  A ddress  : A i-D A R W IS H  

C o d e s :  A .B .c .  6th Edition 

B en tley 's  S eco n d  

T e lep h o n es  : 2543, 2544, 2546, 2557

DOHA - QATAR

V \ : JiijOI
ûl>JI

i - j U !  UflJl . i  . y  J  ; î 

^b)l Wù,
T « •  V ‘ r  r  t  A ‘ T r t  t  « T f  ( r  :

O ur Ref. Y our Ref.

D ecem ber 22nd, 1960

T O

ALL DEPARTM ENTS.

CIRCUIAR/^ERSS^I

No employees are to be engaged 

or even taken on for tria l without prior w ritten  authority  

from M anagem ent,

When a request for a new hire is  

m ade, the Head of Department should p resen t to the 

Management a full ju stification  and su b s tan tia l reasons 

for th is  request.
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Chief Accountant 
Q. C. S.
D. T. B.
Q. M. T.
Q* N, T. (Airport) 
File

D. A. C.
P, C. C. 
Modern Home 
G. E, C. 
Qatar Tours

Ç 1 S Ç 0 1 . A B  l i- i S

i a «  E i à o s  o r  D I P A R T M : m T s

Sevaral circu lar# vcr# i##u#d t#  R#ad# # f
D#p#rtm#mt# #n th# qu*#tl@m o f processing mss r se r u lts . I t  
1# unf#rtunnt«ly a e tlc sd  that such c ircu la rs  ars met belmg 
s t r ic t ly  adhered t e .

Omder me circumstances s i l l  a  mas empleyee 
be emgsged, be i t  em a peraamemt er a t r ia l  b a s is , s ltb eu t  
the prier s r i t t s a  appresal fr e e  HamagMemt.

Aeeeumts Department are instructed  met t e  
pay any empleyee that has been engaged s ith eu t srittem  appro- 
sa l free  Mamagememt, and Management w ill  met beaeeferth  
appreve any app lioatiea  prepared a fte r  empleyaemt has taken 
place.

Ibe Head e f  Department him self s i l l  be res  
pensible te  meet such expenses i f  he f a l l s  te  abide by these  
in stru ctiea a , and h is  a e tle a  la  such ease sh a ll be leeked 
upon as fa ilu r e  en h is  part te  perfen i h is  d u tie s .

D O R A ,  December 5 th , 1961

VICTOR HA8RM 
General Manager
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p. o. Box : 71

C a b le  A d d re s s  : AIDARWISH 

C o d e s  : A. B .C. 6th Edition 

B e n tle y 's  S eco n d  

T e le p h o n e s  ; 2343, 2344, 2348, 2557

Joi — Âf j J I  

DOHA ■ QATAR

n

D oha, June 16th, 1962. O ur Ref.

V \ : .ujUl Jj-U-*

L^U I . i

1 * * V "( Yl A,  ‘ t r i i  < t T t r  : 6 > i3  

Your Ref. 1 I T T  / I  / M  t

CIRCULAR No.PERS/62/20 .

TO ALL HEADS OF DEPARTMENTS; -

This is  in  further reference to our 
C irculars N os.P ers/1  and Pers/lO  dated 
22.12.1960 and 5.12.1961 respec tive ly , 
having regard to the employ of new 
rec ru its .

U nfortunately, It has been noticed 
that not a ll  of the Departments are 
abiding by the  instructions making the 
ob ject of the above c irc u la rs .

Therefore, we enjoin a ll concerned 
to s tric tly  adhere to our in stru c tio n s, 
and under no circum stances should any 
employment whatever be effected by any 
one departm ent without prior approval 
of the  General M anagement.

We hope that no violation of these  
ru les w ill be experienced in fu ture.

I T  A  •

^ j J î  c -jUj  1JL ^

1 • / \  \  / \ \ 9 t

* J  U ->J 1 1 ^  j j  LmJÜ L

d U A  jiiU

f  y  ^  6 Lit Lj.1 ■*■*» ^1^ Ï ^

LT—̂  a -

1ÔA U L . Sj I j VI «1*1^

j - j  v f  j T u

c ^ L J U c J I  4 ÔA < U c j J t  *L .*JU

'  U ;  ̂ <-U Ï ^  lï
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K A S S E M  & A B D U L L A H  S O .  D A R W I S H  F A K H R D D
D O H A - Q A T A R

APPLICATION FORM

1 — Name in fu ll................

2 — Date & Place of Birth 3 — Nationality

4 — Passport No. . Issued at.

5 — Permanent Address.......................  Tel. No.

6 — Present A ddress  Tel. No.

7 — Single/Married/W idower No. of Children

8 — Do you have any relatives in the Company ? If (yes) mention the names :

9  — Type of Job D esired...................    10 — Minimum Pay Expected

11 — Are you employed now ? . if (yes) mention the name of the

Firm and the type of your job.

12 — ED U CATIO N  : (Name of School, Number of years and Degrees)

13 — Languages Spoken & Written --------------  --------------- —------

14 — Previous Employment : —

From To Name of Firm Job Salary

a. ....

b.

d.

15 — Reasons For Leaving Last Job ? .......  ...........................................

16 — References (Names addresses and jobs)

b.

I hereby Certify, that to the best of my knowledge, the above information is true 
and will be responsible for any false declaration given by me.

Date ........................................................  Signature...................
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K A S S E M  &  A B D U L L A H  S O N S  O F  D A R W I S H  F A K H R O O
D O H A  '  Q A TA R 

APPLICATION FORM

Name in full .......................................................................................................................................................
: Date & Place of Birth ............................................................................................ Religion.........................
; Nationality ................................................................................................................ Passport.N o ...................
4. Permanent Address ...........................................................................................................................................
\  Present A ddress...................................................................................................................................................

Single/Married/W idow .................................................................................. No. of Children with Age

Do you have any relatives in this company? .................................................................  If (Yes) mention

the names .............................................................................................................................................
Type of Job desired ........................................................................................................................................
Minimum Salary expected ..........................................................................................................................
Education & Training (details of Schools, Vocational Training & Private Studies) .........
..........................................................................................................................................................................................................f

Languages (spoken & w ritten)............................................................................................................. ..........
1, Details of present employment, if any .....................................................................................................y..

I Previous Employment : ..........................................................................................................................

From To Name of Firm Job Salary

4 Reasons for leaving last Job? ..........................................................................................................................
5 Name, Address and Profession of Two References:

i) .....................................................................................
ii) .....................................................................................

1 hereby certify that to the best of my knowledge, the above informations are true and will be 
"sponsible for any false declaration given by me.

d te ..................................................... ......................................
Signature

ER/1
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INTERVIEW REPORT:

Name of interviewer .............

Date of interview ................

ASSESSMENT:

a) LANGUAGES:

Designation

POOR FAIR GOOD V. GOOD

b)

ARABIC

ENGLISH ..........

Other Languages ...........
General Knowledge & Experience:

c> Personality & Appearance :

RECOMMENDATIONS :

a)

b)

Is applicant suitable for work? Yes ....................................  No ..........................

Consider Age & Physical status in relation to the proposed work

c) Particulars of proposed post:

Job Description ............

Department ......................

Details of Duties .............

Salary Recommended ; ..

Date
Signature

FOR MANAGEMENT USE ONLY:

Engagement
Approved 

Not Approved

Date
Signature

VI
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K A S S E M  &  ABDULLAH SO N S  OF D A R W IS H  FAKHROO
D O H A  Q A T A R  

LOCAL ENGAGEMENT FORM

D epartm eiU

N am e

A ge

P a ssp o rt N o.

Issu ed  at 

N a tio n a lity

He?iden»*e P e rm it N o.

Job Description  

W ages Salary

D ate to  S ta r t  

A d d itio n a l /  R ep lacem en t 

R e aso n s  o f  E n g a g e m e n t

D u a lilic a tio n s .

Tested by

L ast tw o .lobs : I )

N am e o f  firm , jo b  an d  sa la ry  

2 )

N am e  o f  lirm . jo b  and  sa la ry  

R e aso n s  lo r  L eav ing  jo b s : I )

2 ) .

A d d re ss

Dale

l i

j — ^  w L t y  ^ » y — i

;  ; v n

. - V '

0*̂  J il-  ^

i _ d - '  

L liV ' û i i

J * * ”

I

u . b / <

/ j  ^ _ b / <  j i '  ,

\ i l  ÿ  .jL—'

,1 jUfI

H eaH  o f  D ep a rtm e n t

A p p ro ve d  : •

D ate

r*JWI

G en era l M a n a e e r  
(kUf! ^ A \

D is tr ib u tio n  a l te r  a p p ro v a l 

I ) A ee o iin ts  ( 2 )  D e p a rtm e n t ( 3 )  F ile

: Jl j*Jl I j* iÜ'jll 

^ l ( ^ )  U ü 4 1  i jî l jJ !  ( t ) '
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K A S S E M  & A B D U L L A H  S O N S  O F  D A R W IS H  F A K H R O O

D O H A - Q A T A R

S A L A R Y  I N C R E A S E / A D J U S T M E N T  R E C O M M E N D A T I O N  F O R M

FOR DEPARTM ENT USE

Kmployre’s Name 

''alar> ' a t E n g a g e m e n t 

i.ast In c re a se

R ecom m ended Increose
R e c o m m en d a tio n s  ;

D e p a rtm e n t

J o b  D esc rip tio n  

j o b  D esc rip tio n  

Job Description

D ate

Dale

Effective

Date H e a d  o f  D ep a rtm en t

FOR ACCOUNTS USE

A bove in fo rm a tio n  w as c h e c k e d  w ith  o u r  re c o rd s  an d  fo u n d  c o r r e c t /a s  be low

Remarks

Date C h ie f  A c c o u n ta n t

FOR MANAGEM ENT USE

Mr.

ellective

R em arks

'T he ab o v e  r e c o m m e n d a tio n s  w ere s tu d ie d  and  it is a p p ro v e d  th a t :

b e  g ra n te d  a  ra ise  o f

Dale

D is tr ib u tio n  a fte r A p p ro v a l

( I )  A c c o u n ts

A.P.e.Doha. 12-60.

G en era l M a n a g e r

(2 )  P erso n a l F ile  ( 3 )  D ep a rtm e n t
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KASSEtî & ABDULLAH SONS OF DA'IVISH FAKHHOO 
DOHA -  QATAR

Doha: 2 4 / 9 / 1 9 6 2 .

HCPLOYEES PROGRESS REVIEW 

To: ALL HEADS OF DEPARTMENTS.

1 * n  T / W I  1 I 4> . j JÜ1

• J l  ^ U ;JL^

X I v t  * J l

The f o l l o w i n g  p r o c e d u r e  h a s  b een  
l l a i d  down t o  e n s u r e  t h a t  a l l  S n p lo y e e s  
" i l l  r e g u l a r l y  r e c e i v e  h a l f  y e a r l y  J I  U
c o n s i d e r a t i o n  and awarded  a s  and 
"hen  d e s e r v e d

h ) The P e r s o n n e l  D e p a r tm e n t  w i l l  
|cend t h e  Forms (Spec im en  a t t a c h e d )  

* 0  D e p a r t m e n t s ,  on 1 s t  J u n e  and 1 s t  
December o f  e ach  y e a r .

) The D e p a r t m e n t a l  Heads s h o u l d  
o m p le te  a n d  r e t u r n  them t o  P e r s o n n e l  
a p a r t m e n t  n o t  l a t e r  t h a n  t h e  1 5 th  o f  
he  same m on th .

) The P e r s o n n e l  O f f i c e r  w i l l  p a s s  
he Forms to  t h e  Management f o r  
o n s i d e r a t i o n  a f t e r  e n s u r i n g  t h a t  a l l  
a r t i c u l a r s  and i n c r e m e n t s  h i s t o r y  
r e  c o r r e c t .

2,ly:ÜU ( U U I  o U  J y l J '  j J :

'  (— i i L -

r J y j J b  ) V "> JJ1  J - y ;  - 1

o y  S' j j i j  J '  (j - i J '

• J j N l

j x  J *  —

^ I  jyJl  b U i l  J l

•5 L*

J l  o i^ U iJ ' i i i  v i l i i  - r

^  ~- <LSw> lÿo J . 111̂  U  1 J A XU 1 J  I

• L&J S 1 J I  o  L)J lw-ü  I

(— J  "v 1 /  f L J l

I J  1 J  4 J  1 ^  J f  (3  J  L k  U

The G e n e r a l  Manager w i l l  i n d i c a t e  
i s  d e c i s i o n ,  a n d ,  s h o u l d  a n  i n c r e m e n t  
c t i o n  i s  r e q u i r e d ,  t h e  P e r s o n n e l
i f i c e r  w i l l  i s s u e  a n  a u t h o r i t y  t o  ^
c c o u n t s  and  n o t i f y  t h e  employee  J _ aJ 1 jiic-k-Jlj jJI
o n oe rn ed  and h i s  D e p a r t m e n t .

M j,JJX < "-r

GENERAL MANAGER

G c : P e r s o n n e l  D e p a r t m e n t .  

c c tA c c o u n t s  D e p a r t m e n t .

U ^ ' u J

d^lJUl ^  J l  t 

U J I ^  J l :
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K A S S E M  & A BD U L LA H  S O N S  O F  D A R W IS H  F A K H R O O
DOHA — QATAR 

EMPLOYEES PROGRESS REVIEW

z S

Employee’s Name ................................................  Department .............................................
Salary on Engagement ........................................  Job D escription..............................Date
Present Salary ....................................................  Job D escription..............................Date

Increments History: Increment Date

Indicate in the cubes below your assessment of the employee’s performances throughout 

the period since the last report according to the Scale below : -

A ............................................  OUTSTANDING
B ............................................  GOOD
C ............................................  SATISFACTORY

D ............................................  FAIR

E ............................................  POOR

i) JOB SKILL & KNOW LEDGE; Consider how the employee measures upto

the job in terms of skill and knowledge of the work he normally performs.

iij RELIABILITY : Consider the extent to which the employee can be depend

ed upon to absorb instructions and put them into effect.

iii) INDUSTRY & INTEREST : Consider the effort put into the job by the 

emplyees and the interest he shows regardless of the result.

iv) ATTITUDE: Consider how the employee gets along with his Juniors, 

Associates, and Seniors.

Other relevant comments by Departmental Head : -

To be completed if increment due.

Having regarded the above report, I recommend that the employee’s performance should 

rewarded as follows:

a) That no increment be rewarded immediately but that his performance be revised again 
after .................................... Months.

b) That an increment o f ..............................................................................  per m onth/D ay be

awarded.

HEAD O F DEPARTM ENT

PER 2 P.T.O.
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4 FOR PERSONNEL DEPARTMENT USE

COMMENTS

PERSONNEL OFFICER

5 FOR MANAGEMENT USE

Approval is hereby given to increase the Rate of Pay of Mr.

...........................................................   To............................................................................

M onth/Day w.e.f.....................................................................................................................

DATE GENERAL MANAGER

Pe

3a

K A S S E M  & A B D U L L A H  S O N S  O F  D A R W IS H  F A K H R O O

DOHA : QATAR

(A) From 

To

No. Pers 

Date .......

CONFIDENTIAL

EXPIRY OF AGREEMENT

The Agreement of the following employee is shortly due for renewal. Please advise this 
office before ....................................................  whether you wish him to be offered a further contract.

N A M E DESIGNATION DATE OF EXPIRY

Personnel Officer

(B) From ............................................................. Dept.
To: Personnel Department.

We recommend that the Agreement of the abovenamed

be

(Head of Department)

(C) FOR MANAGEMENT USE:

Renewal approved/N ot approved.

GENERAL MANAGER

ER/4
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K A S S E M  &  A B D U L L A H  S O N S  O F  D A R W I S H  F A K H R O O
D O H A  - Q ATAR

Ref. No. 

D a te .....

Dear Sir:

We have pleasure in offering you 
a renewal of your Agreement for a further
period of ...............  years from ........................
as .................................... on a salary/wage of
...............................  per month/day. This offer
is subject to your being passed fit by our 

Medical Officer.

If you accept this offer, kindly 
sign and return duplicate copy of this letter. 
A t the same time, if there has been any 
change of your nominated next/of/kin, 
please give particulars.

Yours faithfully,

GEERAL MANAGER.

I I agree to a renewal of my Agremment 
on the above terms.

2. My next-of-kin and home address:
a) remain unchanged.
b) are now as follow s:-

 L Ljw l y ^ Ô'  U

 0-  ^ —  ...............................

    r

Ù* J t  d'

* 4 - ....

\ u>Lfil j )  c d j J L j  • lJ__^ ^  L U l

• jiXqjj 0 '>^J yk^" J —.«a*- lil Uc

,   >JlI

JC J i l j l  __ \ 

• «y— cl

: Û' — I

— • ‘i G «J-Lo kXi — ^

(signed) J kiwyi

cc: Accounts Dept, 
cc : Head of Department.

P E R /5

4,1» #y__l t.d 44.. ..T

b  'W l : »

» / V ' j
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K A S S E M  & A BD U LLA H  S O N S  O F  D A R W IS H  F A K H R O O
DOHA — QATAR

33

c o n f i d e n t i a l

Ref. No. 
Date .....

(d j

Mr. . 
Dept. f i j — ?b

Dear Sir :

We have pleasure in advising you that

with effect from .....................................................
you will receive an increment, bringing your
salary to Rs.....................................................  per

month/day

4j 5j\j j  Ij -Ü LUU jJIJljo b' L yk«o

J* ...........................................................

Your post title will be

We hope that your progress will ^  JT L_J1j  ô\

Continue. * J — J  -si—

Yours faithfully,

GENERAL MANAGER j J |

cc: Accounts Dept, (for payroll action). 'Gd-' 5j - » b

PER 3 V L i b
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P. O. Box : 71

C ab le  A d d re ss  : a l d a r w i s h  

C o d es  : A. B . C .  6th Edition 

B en tley 's  S eco n d  

T e lep h o n es  : 2545, 2544, 2548, 2557

O ur Ref.

DOHA • QATAR

i l l

V \ : JujJI
: j / J I  ù lyJI

i-jU! UJt .T : Î
jOii;

T*«V (Tf&A ‘ t r t l  ‘ T f i r  : OjiiS

Your Ref.

J u u e  1 3 » i y 6 1

C i R C U l A H ;

U n d e r  no  c i r c u m s t a n c e s  w i l l  an^ e m p l o y e e  p r o c e e d  
o n  l e a v e  o r  f o r  g o o d  w i t n o u t  t h e  G e n e r a l  m a n a g e r ’s O f f i c e  
b e i n g  In x o i m e d .

A l l  h e a d s  or d e p a r t m e n t s  are r e q u e s t e d  to r e p o r t  
to t h i s  o f f i c e  a h e a d  or t i m e  nameejof e m p l o y e e s  p r o c e e d i n g  
o n  l e a v e  o r  s e r v i c e s  of  w h o m  are d i s p e n s e d  with, t h e  date 
of d e p a r t u r e  a n d  e x p e c t e d  d a t e  of r e t u r n .  R o r ^ a i l  the 
f o r m a l i t i e s  ox o o o k i n g  of s e ats, o b t a i n i n g  r e t u r n  v i s a s  
a n d  exi t  p e r m i t s  w i l l  b e  p r o c e s s e d  b y  a u t h o r i t y  o f  t h i s  
o f f i c e  only.

T r a v e l  O f f i c e s  are n o t  to i s s u e  a n y  t i c k e t s  f o r  
e m p l o y e e s  w i t h o u t  a u t h o r i t y  f r o m  t h e  G e n e r a l  m a n a g e r  ’ s o f f i c e

GEhlERAn M A h A G E E .
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Kassem & Abdullah Sons of Darwish Fakhroo
D O H A  -  Q A T A R

Date

The CHIEF ACCOUNTANT.

Name : 

D epartm ent :

The above employee will be proceeding on leave/for good on

b y

Kindly settle his account as follows :

1. Increment

2. Bonus

3. Leave :

effective

P E H S O S N B i  DEPT. Q E S E R A L  M A N A G E R .
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I

Kassem & Abdullah Sons of Darwish Fakhroo
D O H A  -  Q A T A R

Date

P A S S P O R T  SEC TIO N  :

Name 

Nationality 

Passport No.

Kindly obtain :

1. No Objection Certificate

2. Return Visa

3. Exit Perm it

4. Residence Permit

5. Renewal of Passport 

pertaining to the above em ployee/visitor.

G E N E R A L  M A N A G E R ’S  OFFICE.
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Kassem & Abdullah Sons of Darwish Fakhroo
D O HA -  Q A T A R

Date

The Resident Engineer, 
Darwish Engineering Dept., 
DOHA

Name : 

Department :

This is to advise that the above employee will be proceeding on

leave on

G h N E R A L  M A N A G E R ’S  OFFICE.
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s ^ m i ^ s s B S P i s r o s a  B u m t

p. o. Box : 71

C ab le  A d d re ss  : ALDARWISH 

C o d es ; A. B. C. 6th Edition 

B en tley 's  S eco n d  

T e lep h o n es  : 2343, 2344, 2348, 2557

DOHA • QATAR

O ur Ref.

I

V \ ; JUjJI Jj-LL*

i- jU l w U l .d, .V  .T : : j S ^  

T#*v ‘TriA ‘r r f i  ‘x r i r  ;û>l3

R et. m r  / A  / T  • I  4 ^ * 1 1

1 T /X  1 /

/ J c r Ü L ' -‘ b r À  t c c c  j d l

-y  ^ l c , L ^ J I  J t  J_iJ

^ fciw  L —tÿJI Z \> *  '

Y^ i»i —«■' C t ^  ^  ^  'tf ^  j /l, ,im} U %. . I l  H BeM

J  VI 1 ^ .  .niVI * l_ w  ^  ^yl»4—jV  «îImJ ÛJ* J

îjljH » o^L-c J ü .*  j l v i  » o *  J_&  y i j S i ,  ^ l _ J »  y ü y  y _  JL-#»V-

i--l—Apl*sj1 3j..i ^  ^Ij VI y)l tf I ** V O* ï*̂ —*JI

" *#1—-W ^  V A-^i ,.,#

r - y
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K A S S E M  & A B D UL LA H S O N S  O F  D A R W I S H  F A K H R O O

Doha, Qatar,
Ref. N o................................................................. D a te .

Dear Sir:

LEAVE NOTIFICATION

We have pleasure in granting you home leave in ...........................................

on the following te rm s:-

1. You are granted ...........  days leave with pay for your ............  months service

with us.

2. Your leave will commence on   and will terminate ........................

days thereafter. Should you overstay your leave without prior written consent

from our Offices, your Agreement may be teated as automatically cancelled,

and this letter will constitute one m onth’s notice in accordance with Clause

No..............  thereof.

3. The Company will provide you with a ......................... ticket t o ........................

by ............................ leaving Doha on or about ...................................

4. You will be paid for ...............  days leave prior to your departure, which

represent half your accumulation.

5. You should report to Personnel Department for your leave settlement

on ...........................  taking your clearance certificate from your department.

Please sign the duplicate copy of this letter as an indication of your

acceptance of its conditions.
Yours faithfully,

PERSONNEL OFFICER.

cc: Accounts Dept.: Please arrange settlement.

cc: ....................................  Dept. Please arrange for the above named to report
to this Office on   for completion of settlement, together with
his clearance certificate.

PER/6
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K A S S E M  & A B D U L L A H  S O N S  O F  D A R W I S H  F A K H R O O

From : Personnel

No:

Subject: Return from leave advise.

Ref. LEAVE NOTIFICATION No.

To:

Date

The following employee is reporting to you herewith for duty after
en joy ing ................................. days leave with pay and .................................. days leave
without pay.

Name Designation Pay w. e. f.

PERSONNEL OFFICER, 

cc: Accounts Dept: The abovenamed should be shown on Payroll w.e.f.

PERS /7
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p. o .  Box : 71 

CabI* Addfo»; ALDARWISH 

Codot : A. B C . 6th Edition 
Bontloy'i Second 

Folophonot : 343, 344, 348, 557

jLi -
DOHA . QATAR

V > : JUjJl J  
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Our Rof. Your Roi.
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I *)le A d d ress  ; AlDARWiSH 

Icphon#  No. 2555 & 3555

D A R W I S H  T R A V E L  B U R E A U
lA T A  Approved Agents

J i j j M  : ù ly J l

r » s s * Y * * «  f tj  0 ^

DTB/V IO 5O Doha < Qa/ar),25.tjh, Ajpr.iX.,__19.6.2,( >» ) 
p. O. Bax 71 V \  .<-» .yf*

The General Manager,
Kassem & Abdullah Sons of Darwish Fakhroo, 
DOHA.

Dear Sir,

With reference to your Circular No. FSR/62/II of 23rd 
April 1962, the following information is hereby submitted 
as requested.

NAME
JOB DESCRIPTION 
DATE OF EMPLOYMENT

; ALFHONSUS M. D*SOUZA 
: STENOGSAFHER 
: 28TH MARCH. 1962

STARTING (PRESENT) SALARY : RS. 5OO/- PER MONTH

Yours faithfully

SAMI g a y s : 
MANAGER

/
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DARVA/ISH E L E C T R I C  C O M P A N Y

P .  O .  B O X  9 2 , O O H A ' Q A T A R ,  A.  O U L F

Our R t f :  YD. 7/62 “ A Your Ref :

e v C N t T H I N O

E L E C T R I C A L

A v r i l ,  1 9 6 2 .

The G en era l !îan ?‘'e r ,
M e ssr s . F A S o n s  o f  D arw ish  :hroo , 
T)oh® -  V ttta r .

Dear S ir ,

' i t h  r e f e r e n c e  to  / o u r  CTP.CT’T.'P/PEE/62/11 i a t e l  V^rd * - 'r i l  

1^6?. r, l e a  se he a d v is e d  th p t  <>6 u n d e iin en tio n ed  i- e n - l v ' e d  b -  t^ 'is  

D o i r  fhn + n f  tvt.>ts'’'/y?tttt.!D, cLFPK.

"fime S t a r t in g
D elar .'

P r e s e n t
S a la r y

Sci-**'ice
P e r io d

1 . C.TÎÏODORE :OSEW Rs:Z|DO/= 9 s : / 8 V = '•r f r ’.v't 
2 1 .9 .1 9 5 9 .

Y ours f a i t h f u l l - . ' ,

T?or: T.'TF-tTRIC CO!.î?Aî^Y,

c . c .  A c co u n ts  DepartM Ant.

CABLE ADDRESS t ILICTRODAR T fU P M O M fS  I 3 3 I E I«6«
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4 1

e s m t

p. O . Box ; 71

C o b le  A d d re ss  : ALDARWISH 

C o d es  ; A. B .C. 6th Edition 

B en tley 's  S econd  

T e lep h o n es  % 2345, 2544, 2548, 2557

Q A T A R  C O L D  

— ô - j j t  

DOHA - QATAR

O ur Ref. Q C ^ 3 6 V 6 2

S T O R E S

: JjJ'
LoUl L.JJ1 .i .V .T : : 

JUII ^

Y « » v  ‘ Y t i A  ‘ t r f f  ‘ytit :

Y our Ref.

April 29, 1962.

General Manager,
Messrs» Kassem & Abdullah 
Sons of Darwish Fakhroo, 
D o h a »

Dear Sir,
With reference to your Circular/PER/6^11, dated 

Apid.1 25, 1 9 6 2, we give below the required information:—

Name I Mr .Abdul Qayyum Minhas
Job; Stenographer/Hÿpist A Piling Cleric
Date of Engagement: 21st March, 196O 
Starting Salary: R s per month
1st Increment! 'Tst July, 196O =R3 .50/-
2nd Increment: 1st December, 1961 =Rs»50/—

Present Salary: Rs»5^/= per month

We also have a part-time typist clerk working from 
if-00 till 8-00 P.M. whose services will be dispensed of when 
our office work is up-to-date.

Yours fedthfully.

/ C O L D  S T C R f ô .

Copy toi Chief Accountant.

gV Q '



www.manaraa.com

(a H R A B A  s t r e e t  

r A B ' . E  A D D R E S S  I T R A V E L

— I ::::
|P  O .  B o x  3 8 3

4 1

QATAR NATIONAL TRAVEL

%

t ^  ^
I tiM
\ n i l u&i - 0

D O N A  ( Q a / a r )  A p r i l  2 4 j  1 9 6 2 ,  
A R A B I A N  G U L F

0 ^ 1 / 1 0 ^ 5 6 8 .

The General Manager,
Kassea &  Abdullah Sons of Darwish Fakhroo, 
Doha,

Dear Sir,

With reference to your circular PEV6?/11 dated the 
23rd i^ril, 1962, please be advised that we have only one 
typist employed in this department.

Name , Aravalapil Kunhi-Mohamed Mohamed
Service Period: From 11th August, 1960.
Steirtljig salary: Rs#350 monthly.
Present salary : Rs,375 + Rs*75 Food allowance = Total^ 5 0 ^  

Trusting that you will find the above information satisfactory.

Yours faithfully.

M . M ,  LAMBERT 
MARAGER-qATAR NATIONAL TRAVEL.

0 0 % Accounts Department, 
K  d  A , D,, Doha#
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T H E  P E O P L E ’S  C A R  C o .
V O L K S W A G E N  A G E N T S  

FOR QATAR AND THE TRUCIAL STATES

D O H A  - Q A T A R

TELEPHONE : 3 1 0 5  

C A B L E  A D D R E S S  , P E P C A R

YOUR CNCE O U R  R E F E R E N C E

The General Manager, 
Kassem and Abdulla 
Sons of Darwish Fakhroo, 
D oha - Qa tar,

Dear Sir,

DATE 26-4-1962,

RE: YCUR CIRCULAH/FSa/6 2 / l l ,

With reference to your above-mentioned circular dated 
April 23rd 1962, we note here below the typists employed by our 
Department.

Name :
Job Desc: 
Starting Salary: 
Starting date:

Mr, Ayyoub Bin flaji.
Service Station Clerk/Typist, 

month.
28th March, 1962.

Assuring you of our best attention, we remain.

Yours Faithfully, 
People’s Car Company,

O J ' j / '
H,D. MATTAR
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DARWISH AUTOMOBILES
Ref: D V 5 1H/4256.

\
/

D O H A  - Q A T A R

5th Hr.y,1962.

T E L E P H O N E S  i 3131 - a *3 
C A B L E S  : 

A L D A R W I S H

The General Mannger,
F & A. Darrrish Fakhroo, 
D O H A .

Dear Sir,

Sub:- Your Cii'cular/Küi/6^'11 of 
25i-d April. 1962.

As requested by yonr ebove circular, we 
are pleased to quote below the names of typists 
employed by this department,

1 ) WALYAT SHAH - Stores 'H'pist/Clerk>- started 
1 0,6,1961 - at Rs,350/= per month, present 
salary Rs,VCO/=,

2) A,K, USMAI^ - General Office "typist - started 
27th February 1962 at Rs,375/= - his salary 
to be raised after completing 3 months 
service to Rs.L.Oo/% (refer our Local 
Engagement 5*orm of 23* 3» 1962).

We t n ’st that the above information will be to 
your conveni^h”( ^ ,

Yours faithfully, 
For and on behalf of 
D/J(WI3H AUTŒiCBILES

M l / U S M A i R O S S
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KASSEM & ABDULLAH SONS OF DARWISH FAKHROO, 

Dona ; Q a ta r.

C I R C U L A R  N o .  2 9 / 6 2  

To; ALL HEADS OF DEPARTMENTS:

It haJ oeen d ec ided  to prepare Jo^ D esc rip tio n s  for 
em ployees in  /o u r  o rg an iza tio n  .

E nclosed  p le a se  find b lank  forms for com pletion and 
return  a t  your e a r l ie s t  co n v en ien ce .

Each job d esc rip tio n  sn o u ld , a s  far a s  p o s s ib le ,  oe 
a fac tu a l account of the m ental and p h y s ica l a c tio n  requ ired  to 
perform the  w ork, i . e . , the d e sc rip tio n s  should il lu s tra te  hovv the 
em ployee performs h is  work.

D oha, th e  16th Septem ber 1962.

\  i / J A
KHEIREDDINE MA ANI, 
G en era l M an ag er.
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S L
KASSm  & ABDULLAH SONS OF DABWISH FAKHROO

1) NAME;

2) SECTION:

3) DKSiaiATICN; 

k )  REFERgiCE:

5 ) B Q u m m r  & too is used:

Central Shop and Branches

Shop Co-ordinator and 
Assistant to the Manager,

6) SUPHIVISION: (a - DP)
Supeiwised by the Manager.

(b - DOWN)

Supervises the shops supervisors In the different 
areas and indirectly the personnel working under 
their jurisdiction.

7) WORKENO CONDITIONS & HAgiPnR?

8 ) DUTIBS:

a) Controls and supervises the activities of the shops supervisors.
b) Uses his judgement in maintaining proper stock levels after consulting 

the shops supervisors.
0) Deals with other merchants in town.
d) Directs the shops’ supervisors for proper presentation and attractive 

display of merchandise.
e) Co-ordinates with the Manager in estimating the shops’ requirements 

and preparing the orders,
f) Reports slow and unmoving goods for, disposition in the market at reduced 

prices,
g) Checks prices of similar goods in town and reports differences and or 

fluctuations that may effect Ahe progress of the business,
h) Carries out any other duties that may be assigned to him by the Manager.
1) Assumes the responsibilities of the Manager during his long absence on leave.

DOHA, 1 9 6 2 . A p p ro v e d :

HEAD OF DEPARTMmr
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S i
M SSBM  & ABDULLAH SO IS O f  DACT/ISH PAKHIQO

1) NJttBi

2) S B C n O K t Central Shop and Branches

3 ) OESiamJIOWt shop Co-ordlnatco* and
Assistant to tiie Manager*

t) HEFERBJCEi

5 )  B o o i r a s t r r  & r o o i a  d s e d i

6) SUPŒYISION1 (a - UP)
Stçervised by the Manager*

(b - DOWN)

Supervlsos the shops supervisors in the different 
areas and indirectly the personnel working under 
their jwisdiotion#

7) W0RKIH6 CONDITIONS A  K A m U S t

8 )  DUTIES:

a) Controls and aupe-rvlsea tiie activities of the shops supervisors*
b) Uses his judgement in maintaining proper stock levels after consulting 

the shops supervisors*
0) Deals with other merchants in town.
d) Directs tlie shops* supcrvlsars for proper presentation and attractive 

display of merchandise*
e) Co-ordinates with the Kanager in estimating the shops* requirements 

and preparing the orders*
f) Reports slow and unmoving goods for disposition In tlie market at reduoed 

prices*
g) Checks prices of similar goods In town end reports differences and or 

fluctuations that may effect the progress of the business*
h) Carries out any other duties that a a y  bo assi.-^ed to him by the Manager*
1) Assîmes the responsibilities of the Manager during his long absence on leave*

DOHA. 1 9 6 2 . A p p ro v e d .

READ OF VfSPJSiTtSSrS



www.manaraa.com

KASSEM à  ABDULLAS SCNS OF DARWISH FAKHROO.

1) NAME

2) SECTION: S h o p ,  D oha

3 ) DESIGNATION: S h o p  C a s h i e r

4) REFERENCE N O ,

5) ETUIFMENT à  TOOLS USED;-

6 ) SUPERVISION;- ( g - up ) S u p e r v i s e d  b y  the S h o p  S u p e r v i s o r
a n d  c o n t r o l l e d  b y  t h e  A c c o u n t a n t .

( b - DOi/N )

7) V/ORKING CONDITIONS Ù HAZARDS;

8) DUTIES :

a) R e c e i v e s  c a s h  of a l l  c a s h  sales f r o m  the c u s t o m e r s ,
b) P r e p a r e s  a  d a i l y  r e t u r n  of c a s h  r e c e i v e d ,
c) P a y s  the c a s h  s a l e s  for the d a y  to  the A c c o u n t s  S e c t i o n

a g a i n s t  o f f i c i a l  r e c e i p t .  (In t h i s  i n s t a n c e  the c a s h  
s h o u l d  t a l l y  w i t h  t h e  d a i l y  c a s h  s a l e s  slips).

NB; ( W h e n  a N a t i o n a l  C a s h  R e g i s t e r  is e m p l o y e d  to  r e c o r d
a l l  c a s h  sales, t h e  r e s p o n s i b i l i t i e s  a n d  d u t i e s  of t h e  
S h o p  C a s h i e r  w i l l  be c h a n g e d . )

Doha,D e c e m b e r  17, _ iggg, Approved :______________________
mSAD OF DEPARTIffiNr.



www.manaraa.com

r r

KASSEM U  ABIXJLLAH SCNS OF DARWISH FAKHROO

1) NAME

2 ) SECT ION: S h o p ,  D o h a

3) DESIGNATION; Shop C ashier

4) R E P m E N C E  N O .

5) ETUIPIÆNT & TOOLS USED:-

.) EESHMffll- S f i S f S S "

( b - DOWN )

7) WORKING CONDITIONS Ù HAZARDS:

DUTIES;
a )  R eceives cash  o f a l l  cash s a le s  from the cu stom -rs.
b) Prepares a d a i ly  retu rn  o f  cash received *
o ) Pays the cash  s a le s  fo r  the day to  the Accounts S ectio n  

a g a in st  o f f i c i a l  r e c e ip t . (In  t h i s  in sta n ce  th e  cash  
should  t a l l y  w ith th e  d a i ly  cash  s a le s  s l i p s ) ,

NBt (When a N ational Cash R eg ister  i s  employed to  record
a l l  cash s a le s ,  the r e s p o n s ib i l i t i e s  and d u tie s  o f th e  
Shop C ashier w i l l  be changed*)

D # c e m b e r  1 ? ,  Approved:
D o h a ,  ......................................  1 9 6 2 ,

HEAD OF DEPARTMENT.
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KASSEM & ABDULLAH SCNS OF D A R J IS n  FAKHROO,

1) NAME

2) SECTION; Shop

3) DESIGNATION: S a le sm a n  ( f r e s h e s )

4) REFERENCE NO.

5) E^UIPI-iENT & TOOLS USED:-

SUPER.VISION:-  ( 8 -  UP ) S u p e rv is e d  b y  th e  Shop S u p e r v i s o r

( b -  DOWN )

7) WORKING CONDITIONS t . HAZARDS:

DUTIES :

a )  R e c e iv e  c a s e s  o f  f r e s h  f r u i t s  a n d  v e g e t a b l e s  f o r  s a l e  i n  
th e  S hop .

b )  S to c k s  th e  s h e lv e s  e a c h  m o rn in g , a r r a n g e s  a n  a t t r a c t i v e  
d i s p l a y ,  an d  r e t u r n s  t h e  s to c k  t o  th e  sh o p  c o ld  h o ld in g  
room  e v e ry  e v e n in g ,

c )  W r i te s  o u t i n d i v i d u a l  p u r c h a s e s  s l i p s  show ing  com m odity 
and  a c t u a l  w e ig h ts  f o r  p r e s e n t a t i o n  t o  th e  s l i p  m aker and 
paym ent t o  t h e  C a s h i e r .

d )  E n s u re s  a  h ig h  s t a n d a r d  o f  c l e a n l i n e s s  and  h y g ie n e  i s  
m a in ta in e d .

e )  C o n v e rse s  a n d  s e r v e s  a l l  c u s to m e rs  and  c l i e n t s .

f )  A ssem b le s  a l l  o u t o f  c o n d i t i o n  f r u i t s  and  v e g e t a b l e s  f o r  
w e ig h in g  and w r i t i n g  o f f .

Doh a , . Ç e ç e m b e r , I 7  , Approved :
iteA D  OF DEPARTMENT.



www.manaraa.com

&7

KASGEM à  A B D U L U a  SONS OF D A K flS H  FAKHROO

1) NAME

2 ) SECTION; Shop

3) DESIGNATION: Salesman ( fr e s h e s )

4) REFERENCE N O .

5) ErUIPIÆNT & TOOLS USED:-

®) SUPERVISION:- ( 8 - UP ) Supervised hy the Shop S u p erv isor ,

( b - DOWN )

T) WORKING CONDITIONS Ù IIAZARDS :

8 ) DUTIES :

a )  R eceive ca ses  o f fr e s h  f r u i t s  and v e g e ta b le s  fo r  s a le  in  
the Shop.

b ) S tocks the sh e lv es  each morning, arranges an a t t r a c t iv e  
d is p la y , and retu rn s th e  s to ck  to  the shop co ld  h o ld ing  
room every even in g ,

o ) W rites out in d iv id u a l purchauaes s l i p s  showing commodity 
and a ctu a l w eights fo r  p resen ta tio n  to  the s l i p  maker and 
payment to  the C ash ier ,

d) Ensures a h igh  standard o f  c le a n lin e s s  and hygiene i s  
m aintained ,

e )  Converses and serv es  a l l  customers and c l i e n t s ,

f ) Assembles a l l  out o f  co n d itio n  f r u i t s  and v eg e ta b le s  fo r  
weighing and w r itin g  o f f .

Doha, A7»1962. Approved:
HEAD OP DEPARTMENT.
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KASSEM Ù ABDULLAH SCNS OF D A R l/IS H  FAKHROO

1) NAME

2) SECTION: gtiop, D o h a
3) DESIGNATICN; S h e l v e s  f e e d e r

4) REFERENCE NO .

5) ErUIPtÆNT & TOOLS U S E D :-

SUPERVISIMi" ( 8 -  UP ) S u p e rv is e d  b y  th e  Shop S u p e r v is o r ,

( b - DO‘\/N )

7) WORKING CONDITIONS h IIAZARDS:

DUTIES :

a )  S tam ps th e  p r i c e  on a l l  d ry  go o d s and  s t a c k s  them  i n  th e  
p r o p e r  p o s i t io n » :  on th e  s h e lv e s  i n  th e  S hop ,

b )  A rra n g e s  a t t r a c t i v e  d i s p l a y  a s  d i r e c t e d  b y  th e  Shop 
S u p e r v i s o r .

c )  K eeps th e  s h e lv e s  c l e a n  and t i d y .
d )  S e rv e s  c u s to m e rs  an d  c l i e n t s  when n e c e s s e œ y .

D o h a ,  1 9 6 2 .  A p p r o v e d :

READ OF DEPARTMENT.
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KASSEM Ù ABDULLAH SONS OF DARWISH FAKHROO.

1) NAME a h m p ,  A A a

2 ) SECTION: ghop, Doha
3) DESIGNATION; S h elves feed er

4) RËFËRÊNCE NO,

5) ErUIFIÆNT & TOOLS USED;-

SUPERVISION^- ( a - UP ) Supervised  by the Shop S u p erv isor ,

( b - DOi/N )

7) V/OREING CONDITIONS fc HAZARDS :

DUTIES ;

a )  Gtaj%)8 the p r ic e  on a l l  dry goods and sta ck s them in  the 
proper p o s it io n s  on the sh e lv e s  in  the Shop.

b ) Arranges a t t r a c t iv e  d isp la y  a s d ire c te d  by the Shop 
S u p e r ^ s o r  •

c )  Keeps the sh e lv e s  c lea n  and t id y ,
d) Serves custom ers and c l i e n t s  when n ece ssa r y .

Doha, 1962. Approved : _____________________
ÎEAD OF DEPARTMENT.
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KASSEM a  ABDULLAH SCNS OF DARWISH FAKHROO,

1) NAME

2) SECTION: S h o p , Doha

3) DESIGNA.TICN; S a lesm a n  (D ry )

4) REFERENCE NO.

6) E"UIPtÆNT 6 TOOLS USED:-

SUP^VISION:- ( a -  UP ) S u p e rv is e d  b y  t h e  Shop S u p e r t t s o r .

(  b  -  DOWN )

7) WORKING CONDITIONS à  HAZARDS:

DUTIES;
a )  R e c e iv e s  c a s e s  o f  a l l  go o d s ( o th e r  th a n  f r e s h  and  f r o z e n )  f o r  

s a l e  i n  th e  s h o p .
b )  E n s u re s  a  h i ^  s t a n d a r e d  o f  c l e a n l i n e s s  an d  h y g ie n e  i s  m a in ta in e d
c )  C o n v e rse s  and  s e r v e s  a l l  c u s to m e rs  and  c l i e n t s .
d )  A ssem b les and  d e n te d  and f lo w n  t i n s  f o r  d i s p o s i t i o n  o r  s a l e

a t  re d u c e d  p r i c e s .

D o h a .  1 9 6 2 .
HEAD OP D& ARTM ENT .
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KAS3EM h  ABDULLAH SONS OF DARWISH F M A R O O ,

1) NAI'Œ

2) SECTION; ghop, Doha
3) '  DE6 IGKATI0NÎ ,  ,  ___ __________________

Salesman (Dry)
4) REFERENCE NO.

5) ErUIPI-iENT & TOOLS USED:-

6 ) SUPERVISION:-  ( i  -  UP )
Supervised by th e  Shop Supcrttsor*

( b -  DOWN )

7) l/OREIMG CONDITIONS h . HAZARDS:

DUTIES:

a )  R eceives c a se s  o f  a l l  goods (o th er  than fr e sh  and fr o ze n ) fo r  
s a le  in  the shop*

b ) Ensures a h igh  standared o f c le a n lin e s s  and hygiene i s  maintained*
e )  Converses and serv es  a l l  custom ers and c l i e n t s .
d) Assembles and dented and flow n t in s  fo r  d is p o s it io n  or s a le

a t  reduced p r ices*

Doha, B?0«mber. 1 7.^ loaz. Approved:____________
~DEÂD OP DE^ARThENT.
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KASSEH h  ABDULLAH SONS OF DABÂ/ISH FAKBBOO

1) NAME

2) SECT ION: C o ld  S t o r e s

3) DESIGNATICN; S t o r e k e e p e r

4) REFERENCE NO.

5) E7UIPMENT ft TOOLS U S E D ;-

6 ) SUPERVISION:-  ( 8  -  UP ) S u p e r v is e d  b y  t h e  M anager

( b -  DO‘\/N ) S u p e r v i s e s  o n e  h a n d le r .

7) VIORKING CONDITIONS & HAZARDS:

DUTIES :

a )  R e s p o n s ib le  f o r  c o m m o d it ie s  i n  h i s  c u s t o d y .
b )  C h eck s q u a l i t y  an d  q u a n t i t y  o f  g o o d s  r e c e i v e d  i n  t h e  C o ld  

S t o r e s ;  a l l o c a t e s  t o  ch a m b ers a t  a p p r o p r ia t e  t e m p e r a tu r e ;a n d  
p r e p a r e  8 ^ . 7 .

c )  R e p o r ts  d i s c r e p a n c i e s  n o t e d  i n  s h ip m e n ts  t o  t h e  M anager fo r  
l o d g i n g  an  in s u r a n c e  c la im *

d )  A r r a n g e s  i s s u e s  t o  S h op  and t h e  O i l  C om pan ies a s  r e q u i r e d ,  and  
p r e p a r e s  S . I . V s ,

e )  R e c o r d s  ch am b er t e m p e r a t u r e s  and r e p o r t s  i r r e g u l a r i t i e s .
f )  E n s u r e s  t h a t  f i r s t -  i n  f i r s t - o u t  m eth od  o f  i s s u e  i s  a p p l i e d .

Doha, 1962. Approved:____________
ÏÏEÂD" OFn>BPAnThENT.
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KASSEM & ABDULLAH SONS OF D A R U ISH  FAKHROO*

1) N A M ^ _______ _

2) SECTION: Cold S tore*

3) DESIGNATION: S t o r e k e e p e r

4) REFERENCE NO.

5) E7UIPKENT fc TOOLS USED: -

SUPERVISION:-  ( 8  -  UP ) Supervised by the Manager

( b -  DOWN ) S u p erv ises one h and ler.

WORKING CONDITIONS & RAZARDS:

DUTIES ;

a )  R esponsib le fo r  oommoditiea in  h is  custody*
b ) Checks q u a lity  and q u an tity  o f  goods r e c e iv e d  in  the Cold 

S to resI  a l lo c a te s  to  chambers a t  appropriate t e s t e r a tu re |an d  
prepare SgR.Y,

o )  Reports d iscrep a n c ies  noted in  shipments to  the Manager for  
lodging  an insurance claim*

d ) Arranges I s s u e s  to  Shop and th e  O il OompaAies as req u ired , and 
prepares S * l*T s,

e )  Records chamber tea^ eratu res and rep o r ts  ir r e g u la r it ie s *
f )  Ensures th a t  f i r s t *  i n  f ir a t* o u t  method o f is s u e  i s  applied*

D o h a . f .  .  1 9 6 2 .  A p p r o v e d  :

H E Ï d " W T S p a r t F$n t 7
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KASSEM & A 3IX JL U H  SONS OF D A R U ISH  FAKHROO.

1) NAME

2) SECTION: A c c o u n ts

3) DESIGNATION: B o o k k e e p e r ,

REFERENCE NO,

ETUIPÏÆNT & TOOLS USED:-

6 ) SUPERVISION:-  ( 8 -  UP ) S u p e r v is e d  b y  t h e  A c c o u n ta n t

( b - DOWN )

7) WORKING CONDITIONS & HAZARDS

DUTIES :
a )  R e c e iv e s  t h e  d a l l y  c a s h  s  l e s  fro m  t h e  S h op  C a s h i e r ; r e c o n c i l e s  

w it h  th e  d a i l y  c a s h  s l i p s  ; and r e p o r t s  d i f f e r e n c e s  t o  t h e  M anager  
th r o u g h  th e  A c c o u n t a n t ,

b )  R e c e iv e s  s e t t l e m e n t s  o f  c u s to m e r s * a  a c c o u n t s ,
c )  P r e p a r e s  a  d a i l y  s t a t e m e n t  o f  c a s h  r e c e i v e d  and p a y s  c a s h  t o  

C e n t r a l  C a s h ie r .
d )  K eep s  th e  e m p lo y e  s  t im e  an d  p r e p a r e s  m o n th ly  p a y r o l l s .
e )  J o u r n a l i z e s  a n d  p o s t s  J . V s , ,  C .R .V s , ,  and C .P .V s ,  t o  

a c c o u n t in g  l e d g e r s ,
f )  P r e p a r e s  t r i a l  B a la n c e s  t o  a s c e r t a i n  t h e  a c c u r a c y  o f  t h e  

p o s t i n g .
g )  C a r r ie s  o u t  a n y  o t h e r  d u t i e s  a s  may b e  i n s t r u c t e d  b y  t h e  

A c c o u n t a n t ,

D o h a ,  1 9 6 2 ,  A p p r o v e d :

~HEAD OF D E t A k f l ^ T  .
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KASSEM £i ABDULLAH SCNS OF D A B U ISH  FAKHROO.

MA>i£

SECT ION ; - Accounts

DESIGNATION : Bookkeeper,

REFERENCE NO.

ETUIPl-iENT & TOOLS USED : -

6 ) SUPERVISION:-  ( s  -  UP ) B u p c iv i s e d  b y  t h e  Accountant

{ b -  DOWN )

7) WORKING CONDITIONS à  UAZAFlDS

DUTIES :
a ) R eceives the d a i ly  cash  s l e s  frcm the Shop O a sh ier ir eco n c lle s  

w ith  the d a ily  cash  s l ip s  |  and rep orts d if fe r e n c e s  to  the Manager 
through the Accountant*

b ) R eceives se tt lem en ts  o f custom ers** acco u n ts ,
c )  Prepares a d a i ly  statem ent o f  cash  re ce iv ed  and pays cash  to  

C entral Cashier*
d ) Keeps the employe s  time and prepares monthly p a y ro lls*
e )  J o u rn a lise s  and p o sts  J*Vs*, C*R*Ys*, and C«P.Ys. to  

accounting le d g e r s ,
f )  Prepares t r i a l  B^alances to  a scer ta in  the accuracy o f  the  

p o s tin g ,
g )  C arries out any other d u tie s  as nay be in s tr u c te d  by the  

Accountant*

D o h a ,  A p p r o v e d :

HEAD OF DEPARTMENT.
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KASGEM U ABDULLAH SONS OF DARWISH F/iSH BO Q .

1) NAI-iE

2) SECTION: Sh op  and S t o r e s

3) DESIGNATION: H a n d le r

4) REFEHSI-TCE NO.

5) E~UmÆNT & TOOLS USED:-

6 ) SUPERVISION:-  ( 9 -  up ) S h o p ; S u p e r v i s e d  b y  t h e  Sh op  S u p e r v i s o r
a n d  t h e  S a le s m e n .

S t o r e s ;  S u p e r v i s e d  b y  t h e  S t o r e k e e p e r ,

( b - DOWN )

7) WORKING CONDITIONS à  IIAZAUDS:

8 ) DUTIES :

a )  S w e e p in g , c l e a n i n g ,  an d  k e e p in g  t h e  p l a c e  t i d y .
b )  U n c r a t in g  g o o d s  i n  t h e  S h o p .
c )  C a r r y in g  s h o p p in g  b a s k e t s  fro m  t h e  S h op  t o  t h e  

c u s to m e r s  v e h i c l e s .
d )  L o a d in g  and o f f l o a d i n g  g o o d s  i n  t h e  sh o p  and  s t o r e s .

1 9 6 2 .  A p p r o v e d :

HEAD OF DEPARTMENT.



www.manaraa.com

^ 7

KASSEM U  ABDULLAH SCNS OF D A E U ISH  FAKHBOD

1) NAME

2 ) SECTION; S t o r e s

3) DESIÇNATIÇN:

4) ICFSEENCE NO.

5) E:'UIPM£NT & TOOLS USED; -

S U P ^ v i s io ^ -  ( g -  up ) Supervised  by the Shop Supervisor
and th e  S-JLesmea,

S to res  I Supervised  by the S torek eep er,

( b - DOWN )

7) WORKING CONDITIONS fc HAZARDS :

8) DUTIES :

a ) Sweeping, c le a n in g , and keeping th e  p lace  t id y ,
b ) Uhcrating goods in  th e  Shop,
c )  Carrying shopping b ask ets from the Shop to  the  

customers v e h ic le s ,
d) Loading and o fflo a d in g  goods in  th e  shop and s t o r e s .

J o h a , P a o a r a b « P .  1 7 .^  .  1 9 6 2 .  A p p r o v e d :
HEAD OF DEPARTMENT,
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KASSEM & ABDULLAH SONS OF DARWISH FAKORQO.

1) NA14E

2 ) SECTION: O f f i c e

3) DESIGNATION: One C le r k /O n e  T y p i s t .

4) KEFBRENCE N O .

5) E"Urpr^NT & TOOLS USED:-

6 ) SUPERVISION:-  ( 8  -  UP ) S u p e r v i s e d  b y  t h e  M anager,

( b - DOWN )

7) WORKING CONDITIONS à  lAZAIlDS :

a) DUTIES :

a )  T y p in g  a l l  c o r r e s p o n d e n c e ,  i n v o i c e s ,  a c c o u n t in g  s t a t e m e n t s  e t c
b )  K e ep in g  and m a in t a in in g  QCS f i l e s  u p - t o - d a t e ,
c )  H e lp in g  t h e  A c c o u n ts  S e c t i o n  i n  v e r i f y i n g  t h e  e x t e n s i o n s  o f  

c u s to m e r s *  i n v o i c e s  and  s t a t e m e n t s ,
d )  O p e r a t in g  i n t e r n a l  t e l e p h o n e  c i r c u i t .
e )  V a r io u s  o f f i c e  w ork a s  may b e  r e q u ir e d  b y  t h e  M a n a g er .

1 * 0 2 .  A p p r o v e d :

h e a d  o f  dW a r tï cen t .
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KASGEM à  A 3 D U L U II  SC N S OF D A R /IS H  PAKIîEOO.

1) NAME

m s m :

3) i s f f i œ .  o i .p j / 0 . , .  i y p i .« .
4) BEFEHSNCE NO.

5) E'UIPI'iENT 6  TOOLS USED:-

S) SDPga.visicK :-  ( ,  -  UP ) Supervised  by t h e  Manager.

( b -  DOWN )

7; WORKING CONDITIONS t  lAZAUDS:

C) DUTIES :

a ) Typing a l l  correspondence, In v o ic e s , accounting statem ents e tc
b )  Keeping and m aintain ing QOS f i l e s  u p -to -d a te ,
c )  H elping the Accounts S ec tio n  in  v e r ify in g  th e  ex ten sio n s  of 

custcnaers* in v o ic e s  and sta tem en ts ,
d ) Operating in te r n a l telephone c i r c u i t ,
e )  Various o f f i c e  work as may be requ ired  by th e  Manager,

J o b f l ,  p ^ a ^ a b e r  17i 1 9 6 2 ,  A p p r o v e d :
^HËÂD OF DEPARTMENT.
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K A SSM  & ABDULLAH SONS OF DARVaSH FAKHROO

1 )  NAME

2 )  SECTION; S h o p .

3 )  DESIGNATION; S a le sm a n  (F r o z e n .)

4 )  REFERENCE N o .

5 )  EQUIPM-NT 8e TOOLS U SE D ;-

6 )  SUPERVISION ; -  ( a -  UP) S u p e r v is e d  b y  t h e  Shop S u p e r v i s o r ,

(b-DOWN)

7 )  WORKING CONDITIONS & HAZARDS;

8 ) DUTIES:

a )  A f u l l  k n o w le d g e  o f  a l l  t h e  d u t i e s  o f  a  b u t c h e r ,
b )  W eigh s q u a n t i t i e s  r e c e i v e d  fro m  th e  c o l d  s t o r e s  and  

c h e c k s  a g a i n s t  t h e  S . I . V , ,  q u e r i e s  a n y  d i s c r e p a n c i e s ,
c )  W r ite s  o u t  i n d i v i d u a l  p u r c h a s e  s l i p s  sh o w in g  co m m o d ity  

and  a c t u a l  w e ig h t s  f o r  p r e s e n t a t i o n  t o  t h e  s l i p  m aker  
and  p a y m en t t o  t h e  C a h s ie r ,

d )  R e p o r ts  a n y  d e f e c t s  i n  h i s  d e e p  f r e e z e r s  an d  r e f r i g e r a t o r s .
e )  E n s u r e s  a  h ig h  s t a n d a r d  o f  c l e a n l i n e s s  a n d  h y g ie n e  i s  

m a in t a in e d .
f )  C o n v e r s e s  and  s e r v e s  a l l  c u s to m e r s  and c l i e n t s .

Doha, December 17 , 1962* Approved;
Ü P  D'KPASTMIINT.
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KASSITïî & ABDULLAH SONS OF DARAISH F A .m O O

1) SAME

2 ) SECTION; Shop.

3 )  DESIGN TION; Salesman (Frozen)

4 )  REFERENCE Ho. .

5 ) EQUIPS NT & TOOLS USED;-

6) SUP. HVISlONi- ( a -  UP) Supervised  by the Shop S u p erv isor ,

(b-DOWN)

7) WORKING CONDITIONS & HAZARDSt

8 ) DUTIES t

a )  A f u l l  knowledge o f .11 the d u t ie s  o f  a b u tch er ,
b ) Weighs q u a n tit ie s  rece iv ed  from the co ld  s to r e s  and 

checks a g a in jt  the S . I .V , ,  q u eries  any d isc r e p a n c ie s ,
c )  W rites out in d iv id u a l purchase s l i p s  showing ccanmodity 

and a c tu a l w eights fo r  p resen ta tio n  to  th e  s l i p  maker 
and payment to  the C a l.s ler ,

d ) Reports any d e fe c ts  in  h i s  deep freem ers and r e f r ig e r a to r s ,
e )  Ensures a h igh  standard o f c le a n lin e s s  and hygiene i s  

m aintained ,
f )  Converses and serv es  e i l i  custom ers and c l i e n t s .

Doha, December 17, 1962, Approved;
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KASSHM & ABDUUiAH SONS OF DARWISH FAKHROO

1 )  NAME

2 )  SECTION; S h o p , Doha

3 )  DESIGNATION; S l i p s  Maker

4 )  REFERENCE NO.

3 )  EQUIPMMT & TOOLS U SE D ;-

6 )  SUPERVISION ; -  ( a  -  UP) S u p e r v i s e d  b y  t h e  S h o p  S u p e r v is o r

( b  -DOWN)

7 )  WORKING CONDITIONS & HAZARDS;

8 £ )  DUTIES;

a )  Knows p r i c e s  o f  a l l  m e r c h a n d iz e  o f f e r e d  an d  e x p o s e d  
i n  t h e  S h o p  f o r  s a l e .

b )  P r e p a r e s  C ash  S a l e s  S l i p s  f o r  c a s h  t r a n s a c t i o n s  f o r  
p r e s e n t a t i o n  t o  t h e  c a s h i e r  f o r  p a y m en t.

c )  P r e p a r e s  C r e d it  S a l e s  S l i p s  f o r  c r e d i t  t r a n s a c t i o n s  
and  o b t a i n s  t h e  s i g n a t u r e  o f  th e  r e c e i v e r ,

d )  S u b m its  c o p i e s  o f  c a s h  a n d  v e d i t  s a l e s  s l i p s  t o  
A c c o u n ts  S e c t i o n  d a i l y .

NB; (When a  N a t i o n a l  C ash  R e g i s t e r  i s  e m p lo y e d  t o  r e c o r d  
a l l  c a s h  s a l e s ,  t h e  d u t è e e  o f  t h e  S l i p  M aker w i l l  b e  
c o n f in e d  t o  p r e p a r a t io n  o f  C r e d i t  S a l e s  S l i p s  o n l y ) .

Doha, Decembc r  17, 1962 Approved;
H E A D  OF  W A Ë T r a T ,



www.manaraa.com

7i
KASSHi & ABDULLAH SOi.S OF DARWISH FAKHROO

1 ) NAME

2->—SJSCTIQilt Shop, Doha

3 )  DESIGNAT:ONt S l ip s  Maker

4 )  REFERENCE NO*

5 ) EQUIP IET & TOOL USED;-

6 ) SUP;:RYISIOITt- ( a  — TIP) S u p 'rv ised  by th e  Shop Supervisor

( b -DOWN)

7 ) WORKING COEDITIONS & H ZARDS;

S O  DUTIES;

a )  Snows p r ic e s  of a i l  merchandize o ffe red  and exposed  
in  the Shop fo r  s a l e ,

b ) Prepares Cash S a les  S lip s  fo r  cash tra n sa c tio n s  fo r  
p resen ta tio n  to  th e  ca sh ier  fo r  payment,

c )  Prepares C redit S a le s  S lip s  fo r  c r e d it  tr a n sa c tio n s  
a;id ob tains th e  sign atu re  o f  the rece iv er*

d) Submits c o p ie s  of cash  and v e d it  s a le s  s l i p s  to  
Accounts S ec tio n  d a i ly .

NB; (When a N ational Cash R eg is ter  i s  eoployed to  record  
a l l  cash  s a le s ,  the d u tte s  of the S lip  Maker w i l l  be 
con fined  to  prep aration  of C redit S a le s  S lip s  o n ly ) .
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K A S S m  A ABDULLJH SOIB OP DÆ.WI3H FJKHROO

1 )

2) SECTION;

3) DESKa^ATION; Branch Supervisor,

4) REFERENCE NDi

5) EQUIPMHrr &  TOOLS BSKD;-

6) SUPERVISION:- (a - UP)

Supervised by the manager.

(b - DOWN)

Superfises salesmen and handler working under his jurisdiction.

7 )  W O R K I N G  C O N D I T I O N S  &  H A Z A R D S  ;

8) DUTIES;

a) Receives merchandize, staisps the price on all items, and stacks in 
the proper position on the shelves,

b) Responsible for the stock in his custody (at selling price)
c) Writes out Cash Sales Slips for all sales, receives cash, prepares 

a daily Return for cash received, and pays the cash to the Accounts 
Section against official receipt,

d) Insures a h i ^  standard of cleanliness and hygiene is maintained,
e) Converses and serves all customers and clients,
f) Assembles all out of condition fruits and vegetables for weighing and

writing off#
g) Assembles all dented and blown tins for dispoAition or sale at reduced 

price as may be sanctioned by the manager,
h) Carries out other duties within his capacity as may be directed by the

manager.

D o h a , 1 9 6 2 #  A p p r o v e d ;
HEAD OF DEPARTMENT
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7 7

1} fijSgi 

2} SBCTIOU»

3 ) D.SlglATIOHt Branoh Supeiviaor.

4) n> i

5) EüuiPMmr & m  Ls mm)2-

6) SUPEEYISIQH!- (a -  DP)

Supervised by the manager*

(b -  Domr)
Supervises salesmen ond handler working under his jurisdiotion*

7) TOSKIMS COKDITIOHS &  liA Z JB JS l

8} DDIIBSt

a) Receives merchandise, stacks the prioe on all items, and stades in 
the proper pos'^tion on the shelves*

b) Responsible for Ihe stock in his custody (at selling price)
o) Writes out Cash Sales Slips for all sales, receives cash, prepares 

a daily Return for cash received, and pays the cash to the Aooouirts 
Section against official receipt*

d) Insures a high standard of cleanliness and hygiene is maintained*
e) Converses and serves all eustoxaers and olioits*
f) Assembles all out of condition fruits and vegetables for weighing and

writing off,
g) Assembles all dented and blown tins for dispoAitlon or sale at reduced 

price 88 may be sanctioned by tlie manager,
h) Carries out othei* duties within his capacity as may be directed by the

manager.

Doha, 1962. J^provodi
HBAD OF DEPART! a r r
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KASSEM à  ABDULLAH SCNS OF D A BU ISH  F/iSHROO,

1) NAME

2) SECTION:

3) DESIGNATION : Shop Supervisor (Central)

4 ) REFERENCE N O .

5 ) E " U I K Æ N T  fc TOOLS USED:-

6) SUPERVISION:- ( S - UP )

Supervised by the Manager,

( b - DOi/N )
Supervises 4 Salesmen, 1 Slip-maker, 1 Cashier and 
Shelves Feeder,

7) \/OBKING CONDITIONS à. HAZARDS:

0) DUTIES :

XÂ
a) Receives merchandize in the shop and hands over th the salesman of 

the section concerned,

b) Deals with customers complaints and emergencies and refers matter Xm 
of important nature to the manager,

c) Guards against pilferage Ifom self service shelves,

d) Responsible for prdper and attractive display of all merchandise in 
the shop*

e) Responsible for hygiene of foodstuffs and tidyness of the shop*

f) Receives general guidance but should be capable to plan to day 
shop routines*

g) Carries out work independently subject to periodical inspection and 
guidance,

h) Carries out any other duties as m%r be required by the manager.

D o h a .  D e p p m b ç r  1 7 ^  1 9 6 2 .  A p p r o v e d :
DEAD OF DEPARTMENT.
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KASSEM à  ABDULLAH SCNS OF D A K /IS H  FAKOROO.

1) MAIRIE

2) oECTION. ghop Siq>erTiBor (Central)
3) DESIGNATION;

4) REFERENCE N O .

5) E"UIPIôENT à  TOOLS USED:-

6) SUPERVISION:- ( 8 - UP )
Supervised by the Manager,

( ^ S u ^ # % 3 ^ s  4 Saleaaan, 1 Sllp-maker, 1 Cashier and 
Shelves Feeder,

7) WORKING CONDITIONS à  HAZARDS:

7 7

8 ) DUTIES ;

a) Keoeires oerohandlse In the shop and hands over tb the salesman of 
the seetlon conoemed,

b) Deals with customers oor^laints and eoergencies And refers matter a  
of important nature to the manager,

o) Guards against pilferage Tom self service shelves,

d) Responsible for proper and attractive display of all nerdhandisa In 
the shop,

e) Responsible for hygiene of foodstuffs and tidyness of the shop,

f )  Receives gmieral guidance but should be capable to plan day to day 
shop routines,

g) Carries out work independently subject to periodical inspection aid. 
guidance,

h) Carries out axQr other duties as may be required by the manager*

December 17,

D o h a ,  ......................................  1 9 6 2 A p p r o v e d  :

h e a d  o f  d e p a r t m e n t
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KASGEM £c ABDULLAH SCNS OF DARV/ISH FAKHROO.

1) NAI-iE

2) SECTION: Machinery Room

3) DESIGNATION : Machinery Attendant.

4) REFERENCE N O .

5) ETUIPIÆNT & TOOLS USED:-

6) SUPERVISION:- ( 8 - UP )

Supervised by the Manager and redeives instructions and 
guidance fVom Mr, A, Howard and the Plant Operator.

( b - DOWN )

7) WORKING CONDITIONS &  HAZARDS :

8) DUTIES :

Must understand the priiirainary operation and function of the Cold 
Store plant and carries out the following dutiew;

a) Defrosts cold rooms as necessary,

b) Watches instrument gauges and reports aziy irregularities,

c) Takes hourly check on room teaqperatures,

d) Attends and operates the Ice Plants,

e) Overhauls sea water pump and well,

f) Carries out any other duties as may be directed by the Plant Operator 
or the Refrigeration Engineew.

D o h a ,  1 9 6 2 .  A p p r o v e d :

HEAD OF DEPARTMENT.
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1)

2 )

3)

4)

5)

KASGEM & ABDULLAH SCNS OF D A K /IS H  FAKHROO,

NAI-îE

SECTION:

DESIGNATION:

Machinery Room 

Maohizezy ARmient,

REFERENCE N O .

E “tfIPÎ>iENT à  TOOLS USED:-

6) SUPERVISION:- ( a - UP )

Supervised by the Manager and receives inetruotiona and 
guidanee Arom Mr* A# Howard and the Plant Operator*

( b - DOWN )

WORKING CONDITIONS & HAZARDS :

8) DUTIES :

Must imderatand the prl&Aidnary operation and function of Hie Cold 
Store plant and oarriee out the Allowing duties;

a) DeAroste cold rooms as necessary,

b) Tatohes Instrument gauges and reports any irregularities,

o) Takes hourly <heck on room temperatures,

d) Attends and operates the Ice Plants,

e) Overhauls sea water puz$ and well,

f) Carries out any other duties as oey be directed by the Plant Operator
or the Refrigeration Engineer,

D o h a ,  . ' Ü ' . T i T . W ' .  . 1 9 6 2 . A p p r o v e d  :

HEAD OF DEPARTMENT
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KASSEM ù  ABDULLAH SONS OF P A R U IS S  FAKHROO.

1) NAIÆ

2) SECTION; Accounts

3 ) DESIGNATION ; Accountant

4 ) REFERENCE N O .

5) E:UIPMENT & TOOLS U S E D ;-

6) SUPERVISION : - ( 8 - UP ) Supervised by the Manager,

( b - DO\/N ) Supervises one book-keeper and controls the 
activities of the Shop Cashier and the Stores 
Posting Clerk,

Î) WORKING CONDITIONS à  HAZARDS

8) DUTIES r

Must have a thorough knowledge of the entire accounting process and
carries out the following duties:

a) Makes Journal Entries, checks CM^s and CRYs and allocates 
to appropriate accounts.

b) Keeps proper records for stock inventories,

c) Prepares costing sheets for frozen shipments.

d) Makes internal cheOk to cash periodically,

d) Prepares customers monthly statements and arranges prompt
collections,

f) Keeps and maintains up-to-date accounting books.

g) Closes the books at the end of every fiscal period and
prepares financial statements,

h) Compiles data from accounting books and reports periodically 
financial position.

D o h a , .  .V.», 1 9 6 2 . A p p r o v e d  ;

ÈEAD OF D Y tA h T ^ E N T .
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KASSEM & ABDULLAH SCNS OF DARWISH FAKHROO.

1) NAME

2 ) SECT ION: Acoounta

3) DESIGNATION: Aeoountont

4 ) REFERENCE N O .

5) ETUIPl-iENT & TOOLS U S E D :-

6) SUPERVISION:- ( fi - UP ) Siqxe%"vlsed by the Manager#

( b - DO\/N ) Supervises one book-keeper and contrôla the 
aotlvltiea of Hie Shop Caahier and the Stores 
Posting Clerk#

7) WORKING CONDITIONS &  HAZARDS

8) DUTIES :

Must have a thorough Icnovledge of the entire accounting prooeaa and
carries out the Allowing duties:

a) Makes Journal Entries, ohaeks C W a  and CEVs and allocates 
to ^qpropriate accounts.

b) Keeps proper reocrds for stock inventories#

c) Prepares costing sheets for frosen shipments,

d) Makes internal check to cash periodically#

d) Prepares customers monthly statemmta and axrenges prosit
collections#

f) Keeps and maintains iqh-tc^te accounting books#

g) Glee es the books at the end of every fiscal period and
prepares financial statements#

h) Compiles data f r o m  accounting books and reports periodically 
financial position#

D o h a ,  1 9 6 2 . A p p r o v e d  :

HEAD OF DEPARTMENT,
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KASSEM U  ABDULLAH SONS OF DARW ISB FAKHROO.

1) NAME

2 ) SECTION; Machinery Room

3 ) DESIGNATION : Plant Operator

4 ) REFERENCE N O .

5) ErUIPIÆNT &  TOOLS USED:-

6) SUPERVISION;- ( 9 - UP ) Supergised by the Manager and Receives guidance
and instructions from Mr. A. Howard (DEC Refri
geration Engineer).

( b - DOWN ) Supervises two Machinery Attendants.

7 ) WORKING CONDITIONS &  HAZARDS :

8) DUTIES ;

Must understand the operation and function of ell components in 
large Ainonia ai^ Freon Plants and carries out the following duties:

a) Operates Plants using: i) Ammonia Refrigerant
ii) Freon Refrigerant

b) Carries out minor repairs and adjustments as required e.g. 
tightening glands, adjusting water flows and expansion volves 
defrosts coils in Cold Chambers.

c) Engers hourly instrument reading and reports on Daily Log Sheets 
for Cold Stores, freezers, and Central

d) Charges units with refrigerant to correct quantity.

e) Carries out any other repair or maintenance jobs to machinery 
compressors, etc. as may be directed by Mr, A. Howard.

D o h a , ,  A7.JW 1 9 6 2 .  A p p r o v e d  :
HEAD OF D & A ÏIT T ^ T  .
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KASSEM ù  ABDULLAH SONS OF DARWISH FAKHROO

1) NAME

2) SECTION:

3) DESIGNATION:

4) REFERENCE N O .

5) E7UIPMENT 6 TOOLS USED:-

Room 

Plant Operator

) SUPERVISION;- ( 9 - UP ) Superflsed by Hie Manager and Raceires guldanoe
and Inatruoüoztt from Mr# A* Howard (DEC Refri
geration Engineer)#

( b - DOWN ) gupervisea two Machineiy Attendent*#

7) WORKING CONDITIONS fc HAZARDS:

8 ) DUTIES :

Must understand Hie opeintlon and function of all otm^onent* in 
large AsKsiia and Freon Planta and onxrlea out Hie AiUowing duties i

a)

b )

Operates Plants using i i) Anraonia Refrigerant
ii; Freon Refrigerant

Carries out minor repairs end adjustiaents as required e.g# 
tightening glands, adjusting water flows and eoq>ansion volves 
defrosts ooils in Cold Chambers#

o) Engers hourly instrument reading and reports on Daily Log Sheets 
for Cold Stores, freesers, sod Cailral /C#

d) Charges units wilh refrigerant to oorreot quantity#

#) Carries out any other repair or maintenance jobs to m aohineiy
ooapressors, etc# as may be directed by Mr# A# Howard#

D o h a ,  • .  .D a o e o h e r * 1 7 « ^ ^ 6 2 . A p p r o v e d  :

HEAD OF DEPARTMENT.
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KASSEM Ù. ABDULLAH SCNS OF DARV/ISH FAKHROO.

1) NAME

2 ) SECTION: Storea/Accounts

3 ) DESIGNATION: Stores Clark

4 ) REFERENCE N O .

5 ) ErUIPIÆNT & TOOLS USED:-

®) SUPERVISIC_N_i- ( 9 - UP ) Supervised by the Accountant,

( b - DOWN )

7 ) WORKING CONDITIONS & HAZARDS:

8) DUTIES :

a) Keep and maintains Stock Cards for merchandize carried in 
Cold Stores.

b) Posts to Stock Cards all receipts and issues from S.R.Ys and
8 .X .  YS a

c) Reconciles the physical inventories with the Stock Cards at 
the end of the fiscal period; and reports differences to the 
Manager through the Accountant for adjustment.

d) Carries out other duties such as local purchasing etc. as 
necessary.

D o h a , 17,. 1962. Approved :____________
“ h e a d  o f  DEPARTMENT.
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KASSEM &  ABDULLAH SONS OF DARUISH FAKHROO.

1 ) n a m e  StoreV'Acoount*

2) SECTION: Store* Clerk

3) DESIGNATION:

4) REFERENCE N O .

5) ETUIPI-iENT & TOOLS U S E D ;-

Supervised by the Aooountent#

6) SUPERVISION:- ( 9 - UP )

( b - DOWN )

7) WORKING CONDITIONS & HAZARDS :

8) DlflyESRpqp gnd maintains Stock Cards for ma*ahazidlse carried In 
Cold Stores#

b) Posts to Stock Cards nil receipts and issues f r o m  S#R#Ts and 
S#I#Vs#

o) Reoomoiles the physical inventories with the Stock Cazds at 
the end of the fiscal period; and reports differenoes to the 
Manager through the Aooountent for adjustment.

d) Carries out other dutims such as local puz*otiasixig eto« as 
neoessary.

December 17^

D o h a ..................  1962. Approved : _________  ___________
HEAD OF DEPARTMENT.

Reproduced with permission of copyright owner. Further reproduction prohibited without permission.


