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ARAB TRADING & TRAVEL OFFICE
BEIRUT

APPLICATION FORM

1 — Name in fun«@rl&/’lt’—f/ GP.M@UG)nMpou/. ?
P candiiat 2y

A1 N eV
+€&  Telephone No.

2 — Nationalit Plice and Date of Birth

s Q}(m L7
d
5 — Education (Schools, Universities & Degrees)

NS = ()ch« \v&[}ﬁ‘f&n@/’mc T 'al /gq/ﬁv))
p.C.SY

imhﬁm oA e D md/g_em&)w

e oha ey

L g
4 — Married / Single 7 No. of Children —_ 2 Passport No.

- Q £, FO%M @/ € Ve .
6 — Previous Employment & Experience
Name of Firm Job Held From — To
7’; AT Bt o)) B o
( /fGL/rI/ A%9¢ / ALo Lo b

QWC%-L';/%

7T — LJizn?ns for leaving last Employer (Date & Pa(y on leaving)
Vo o}n//nvla'v—c aomf b c o AV o L. L.

8 — Type of Employment Desu-ed_g? Ju< &M Cﬁr‘ (’num) €2¥Minimum Pay Expected_QZQL/‘
9 — Languages spoken and wnﬂeny W ,A%LD'M et/ oj/ w ?LWM/

English dibd Arabic_ &4

11 — References (Nanies ddresses)
/gomm{ad (\ m\ k@e fz&wygj
- . !; - Xl

10 — Can you type ?_ — How well ?

I hereby certify, to the best of my knowledge, that the above information is correct, and declare
that 1 am ready to serve the Company in the Arabian Gulf Area, wherever my services may be required.

Date (Pﬂ/ M / 96/ Signature of Applicant—z¢" - M :
3] oF




ARAB TRADING & TRAVEL OFFICE

Abdul Baki Buildiug, Hamra Street
BEIRUT

—_—

EMPLOYMENT DEPARTMENT

-~ AN
~
m

\1._J
\"\‘..‘\\'f;’,//

APPLICATION FOR EMPLOYMENT

et Y

Please attach
a recent

photograph

Please complete in your own handwriting without assistance

1. TYPE OF WORK REQUIRED

PAY EXPECTED

PERSONAL : Full Name .

Full Address ...

Present Nationality . . . .

Place of Birth

Nationality at birth

Passport No.............__ Place of Issue

Number of children and ages

Next of kin ... ~ xR

Tel. No. .

Religion
Marital Status

Date of Issue

2. EDUCATION |From| To

Exams. Passed

Main Subjects

Name and Location
of School

Primary
Intermediate
Secondary
College
University
Other
Education

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: Give names of two persons (not employers or relatives) to whom we may refer.

Full Name

Address

Oceu paﬁon

Years
known

p. Lo
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6. EMPLOYMENT:  Present :

Name & address of Your Deseription of Salary | Reason for

From Employer Position vour duties Leaving

7. EMPLOYMENT : Previous

Reason for

To | Name & address of Your Deseription of
Leaving

Employer Position your duties Salary

From

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

e
b

May we approach your past employers for a reference ?

3. II 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 1 HAVE NOT MADE ANY MISREPRESENTATIONS OR INCORRECT
STATEMENTS IN THIS APPLICATION.

Signature ;

Date :

Kassem & Abdullah Sons of Darwish Fakhroo

DOHA — QATAR

o —

The 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 .

Quarter at Ras Abou Abboud Camp.

Thanking you,

Date

CENERAL MANAGER'S OFFICE.
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To,

. Weather-The climate of ____is moderate and healthy.

2. Water —This is plentiful and is supplied free of charge.

3
4. Housing Accommodation:-This will be provided by the employer
5 A T on

mmaﬂmﬂ%%mmﬁhwmms.

Your faithfully,

/

abo nditi agreea 2 :
The above condi ogs are agre ble to me Mis, Kassem & .

SR[E/J Abddulia

& G lpr-=

e

Manager



FORM OF AGREE
d nine hundred

1) i\
of..ég S5 % 7, 7 SR W SR g S
under the style of. A%# . S AT AT

of the one pa

son gfh.. 1Y
of, . .. .. BN T T o s s
mutually agreed as follows:—

1. The E ver hereby engages the Employee and the Employee hereby agrees to seyve the Employer
850 (1054 50 VEL A Y i rayr e B S, Wt Gres ki in his business at (2).4 AN ... ... v
foraperiod of . .. .| (Eg ')/L‘V\N ....... ikl years from the date of his engagement in Incha %w
such period the Employee agrees to perfn all legitimate duties assigned to him in his capacity as (1).@57. X 2

by his Employer or by any other person duly authorised to do so by the Employer.

and shall serve in that place and in such other places in the same country as may be required by the Emplover.

3. Before the departure of 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 month’s salary. Such sum shall be recovered by
the Employer in four equal monthly instalments commgncing from the first month in which the Employee
receives a full month’s salary after his arrival in (3). . . L. L0 ... ... .. ; but the recovery of such
sum may be postponed at the discretion of the Employer for good and sufficient reasons shown by the Empleyee

4. The Employer shall provide the Employee and members of his family, (which expression includes ‘
only wife and children) with free second class rail and sea passages with diet{in the case of an Employee whose
basic pay is not less than Rs. 150/~ per mensem ; and in the case of others with free third class rail and sea
passages by deck yith digt, from the place of residence of the Employee in India to the place of employment
iN(3).-oconee YA provided that members of the family may accompany the Employee
o: may reach the place of employment within six months of the date on which the Employee reaches that place.
If the Emplover is unable to arrange suitapie iiving accommodation (vide 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.

During the journey from the place of recruitment to the place of em the Employer shall pay to the

Employee daily u’yan at the rate admissible under the (3).... L a4 .. .. Government Rules to a
............ ?........Government servant drawmg tfie same salary as the Employee.

\thE ire ed to do so by the Employer, the Employee shall move from one place to another within

by land, air or water in the discharge of his legitimate duties, and the
provxdc the Employee with free travel facilities provided that

Employer sh

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

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

6. The Employee shall receive from the Employer during the period of this agreement a monthly basic

Rs. 9 @ le.. kPN :.during the first year of service.
() R8.ovvoihivinninnanss during the second year of service.
(WIS S § g throughout his service.

and also such cost of living allowange as iy admissible under the (3) o b bedly
Government rules to 2 (3)...... &//L' ............ Government servant drawing the same salary as
the Employee. Such salary and allowance shall be paid at the latest on the 7th day of the month following
which they were earned. The salary of the Employee shall commence from the date on which he is engaged
in India and except in the event of his discharge, shall cease on the date of his arrival at the place of his residence
in India. The Employee shall also be paid a gratuity of one month’s salary on the completion of every year

of 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)........... sl
and in the absence of any such law, the Employee shall not be required to work more than 8 (eight) hours a
day during 6 (six) days in each week ending with a Saturday with a daily interval of 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 ordinary days at 1 1/2 times and for work done on Sundays and
other closed holidays at twice the salary earned during each hour of working day, E In adz iop to Bank holidays
and any holidays admissible under law from time to time in (2)...... IR i v55 B the
Employee shall bz allowed to have six days holidays in all in a year to enable hinff'to 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 every 11 months of service and to 10 days’ casual leave
in a year exclusive of the six days referred to in clause 7 above. The Employee shall also be entitled to one
month’s sick leave with half pay for every year of service. The Employer shall also provide the Employee with
free medical attendance including medicines,medical comforts and diet charges during the period of his illness,

if such illness has not been brought on by the Employee’s own fault,

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

ro. The Employer shall undertake to remit at his expense through his agent in India such portion of 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 of the Employee’s salary and
allowances for local currency at the prevailing rates without collecting any exchange Commission therefor
from the Employee.

11. Inthe event of the Employee becoming unable to fulfil the terms of 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 of 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 of 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 of the period of three months from the date of the receipt of notice termi-
nating his engagement as aforesaid.

12. In the event of the Employee becoming incapacitated to fulfil the terms of this Agreement owing to
causes within his control or wilfully committing a breach of any of the conditions of this Agreement, or being
guilty of 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 of such
notice, provided that the Employer shall be responsible to repatriate the ployee as well as the members of
his family living with him by the earliest available transport from (3). &4/14‘\ .+ . .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 of 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 of occurrance and, if 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 of that provided in the said Acts for a disability of the nature suffered by the
Employee. ;

14. This agreement shall remain in force for nor 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 of notice, one month’s salary and allowances,
and shall repatriate him as well as the members of his family to the place’ of his residence in India in the
manner provided in Clause 11 :

(@) 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,

-
2

()

DR R I

(¢) In the event of ultimate 1ssal, the Employee shall be paid for such other concessions as may be
permitted under this Agreement.

PROVIDED HOWEVER that the Employer shall not terminate the Agreement as aforesaid on the
ground of the Employee being surplus to his requirements. PROVIDED FURTHER that in the event of the
Employer terminating the agreement on the ground of the Employee being redundant for the purposes, cen-
templated in this Agreement, the Employee shall in addition to one month’s notice as aforesaid be cnti;bd to

receive an amount equivalent to his salary and allowances for the period of three months or for the unexpired

period of the Agreement, whichever is less.

Similarly, the Employee has the right to terminate the Agreement at any tim ivi b
month’s notice, and the Employer shall then repatriate him to the place of his :ngagfa:;fli‘ir:}ui::iz imt]ﬁiomm
provided in clause 11. Should the Employee terminate the Agreement before the expiry of the first t d”
months of the Agreement, he shall be entitled to receive from the Employer only his salary and allow %l
the period of notice, or the cost of the return passage to India for himself and the members of his t‘a,:nilan:;m o)
class to which he and the members of his family would otherwise be entitled, cost of the railway fa t l:;s v
of residence and daily allowance for the period of journey, whichever is greater. o

16. This Agreement shall not be valig unlegs the Controller of Immigration (s) -

has authorised the residence in (3)..... 5 Y L 1t S o of the Empic.));rc.-r.; -fo:‘- the penod of

agreement or until the termination of the employment,whichever is ier.

any further periods shall be valid unless the Con ller Immiglx-ati:r‘:r(l;?... N (.) .r.e Y 4 éwmr or
authorised the continued residence in @):s- M ............. of the l.im;;lo.vee.f“ r h ....... oy
period of the Agreement. It shall be the duty of the Employer to apply for and obtaix; el b
necessary authority from the Controller of Immigration for the y ;

(3055 5000578 ol wreans

at his €Xxpense, the
4 !, H
Employee’s entry into and residence in

17. The Employee shall be prohibited from

trading of i i ;
- g of any sort or kind during the currency of this

18. On the termination of this agreement, the Employer shall repatriate the Employee

members of his family living with him, to India not earlier than seven days from the date of t e

his residence in India,

19. In case of premature death of the Employee durin l reemen
A g the tenure of the A i
of the Employer to arrange at his expense to send— y o chuty

(a) the members of the family of the deceased Employee living with him in (3)
() the personal effects of the deceased Employee ; and

(¢) to acilities for remitting the deceased E 1 y iti i
(3;1-&1',2 i S | mployee’s legitimate earnings and savings in

to India.

...........

20. If the Employee or any of the members of his family
.the ?assage offered to him by the Employer on the terminati
in this Agreement, the Employee or the member of the famil

2L If any difference or dispute shall arise as to the true intent of this
or in any way connected with or arising out of the same, the matte i i
Indian (or if there is no Indian Representative, the British) Dj i Shﬂlcl :: submmCdeor ublm:-im to g
country of employment or the Protector of Emigrants at (6). ., . ./ O and &md;n-? Ty Aty
final and binding on both the parties and the provisions of the Tndias Arbrcrr A i
modification or re-enactment thereof or rules framed thereunder shall apply to

22. Subject as provided in clause 21 hereof and subj
TP ject further to i
of labour as contained in clause 24 hereunder, this Agreement shall be i g
subject to the jurisdiction of the courts in India.

Agreement or any part thereof

.

. umakcn in sub-clause (a) above shall lie with the-
............. jurisdiction in the matter.

12



23. No part of the fees paid or to be paid to the Government in respect of the emigration of the

his dependants or the security deposit shall be borne by or recovered from the Employee or from
muneration or otherwise howsoever.

Employee or

his dependants, directly or indirectly by deducting from his re

24. Nothing contained in this Agreement shall in any manner be construed as dero ing fr&:‘hr
rights of the Employer and the Employee under any law for the time being in force in ) . &.‘]ﬁ‘ AN

4

with respect to conditions of labour.

IN WITNESS WHEREQT the parties to the Agreement have set their respective hands on the day and

year first mentioned above.

Signed and delivered on behalf of the said Employer.

Signed by the Said Empleyee

Inthepresemee of . .....ocuruvirinronnnnnaaanis

Footnotes :(—

(1) Describe the work e.g. Carpenter, Mason, Fittcfl etc.

(2) Name, town and country.

(3) Name the country

v.)nl}'.

(4) Cut out what is not required.

(5) Name of port.

(6) Name of Indian pert.

NOMINAL ROLL OF EMIGRANT

per S.S.

on

to
|

RIIAMARKS

Salary

Designation

‘L

s =
oo
38 | = §‘
22
i p e
g 3
42 T = &
E . y
) é_
5
}:; _
&
iss
g%
228
(=]
“’“§
(=]
s§ y
Z o

Class of Passage provided

Period of Engagement

Dat} of Appointment
5. S4,

Distinguishing Marks

Nationality & Caste

A

Age

Height

GMGIPND=SI—239 M of E A—1-2~60==20,000

'4
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by Y ]
KASSEM & ABDULLAH SONS OF DARWISH FARHROD

P.O. Box: 1 i Lyl vy ol Gyaie
Cable Address : ALDARWISH DOHA - QATAR Haodl 3 O gl
Codes : A.B.C. 6th Edition Lokl & 0T ¢ a3 jas
Bentley’'s Second QU sy
Telephones : 2343, 2344, 2348, 2557 YooV EYYEA CYWEE cxYwiy 1 Oy
Our Ref. Your Ref.

December 22nd, 1960

.0 2=
ALL DEPARTMENTS.

CIRC ULAR/PERSS -]

No employees are to be engaged
or even taken on for trial without prior written authority
from Management.

When a request for a new hire is
made, the Head of Department should present to the
Management a full justification and substantial reasons

for this request,

s,

dEIffR(L MANAGER
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Chief Accountant D, A Cs
Q. C. S. P. C: C.

D. P, B, Modern Home
Q- N- To G- Eo co

Q. N. T. (Airport) Qatar Tours
File

CIRCULAR No.10

T0: HEADS oF DEFPARTIMNENTS

O — — i —— — o —

Several circulars were issued to Heads of
Departments on the question of processing new recruits. It
is unfortunately noticed that such circulars are not being
strictly adhered teo.

Mucmdn:mqm
hw.uat-amtn-mnmu.umu

the prier writtem approval from Management.

Accounts Department are instructed net teo
pay any employee that has been engaged without written appro-
val from Management, and Management will not henceforth
amn any application prepared after employment has taken
p .

The Head of Department himself will be res-
ponsible to meet such expenses if he fails te abide by these
instructions, and his action in such case shall be looked
upon as failure on his part to perform his duties.

DPOEA , December Sth, 1961

" VICTOR N, HASHEM
General Manager
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P.O.Box: 71 .
J!.._

Cable Address : ALDARWISH

Codes : A.B.C. é6th Edition
Bentley’'s Second

Telephones : 2343, 2344, 2348, 2557

Doha, June 16th, 1962, Our Ref.

CIRCULAR No,P 62/20 .

TO ALL HEADS OF DEPARTMENTS;~

This is in further reference to our
Circulars Nos.Pers/] and Pers/10 dated
22,12,1960 and 5.12.1961 respectively,
having regard to the employ of new
recruits.

Unfortunately, it has been noticed
that not all of the Departments are
abiding by the instructions making the
object of the above tirculars,

Therefore, we enjoin all concerned
to strictly adhere to our instructions,
and under no circumstances should any
employment whatever be effected by any
one department without prior approval
of the General Management,

We hope that no vidlation of these
rules will be experienced in future,

vy ol Ghaie

1, Gl + G ol g
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KASSEM & ABDULLAH S5/0. DARWISH FAKHROOD

DOHA-QATAR /
APPLICATION FORM f
1 — Name in full . .
2 — Date & Place of Birth 3 — Nationality
4 — Passport No. . Issued at.
5 — Permanent Address.. . . . . . . Tel. No.
6 — Present Address ... . . _ ‘ Tel. No.
7 — Single/Married/ Widower No. of Children |
8 — Do you have any relatives in the Company ? If (yes) mention the names : \\
9 — Type of Job Desired.. . . ... 10 — Minimum Pay Expected
11 — Are you employed now ? : if (yes) mention the name of the

Firm and the type of your job. . .
12 — EDUCATION : (Name of School, Number of years and Degrees)

13 — Languages Spoken & Written

14 — Previous Employment : —

From To Name of Firm Job Salary

a.

15 — Reasons For Leaving Last Job ? . . . . . . ...
16 — References (Names addresses and jobs)

a.

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.

i TR el S W BIBRATOTE ..o c.uniivsvivanmarsssonanns
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KASSEM & ABOULLAH SONS OF DARWISH FAKHROO

DOHA ~ QATAR

APPLICATION FORM

NAINE 0 FUIL c0uoreerreeseimennes unsmsns sosnssassassssns vsesssesinass vae s wansssssnnas vressoss sbasssiantisanessessiane:
Date & Place of Birth ...........ocoerioiioiiiiimimiiiirera e Religion ..................
NAHOBAILY ... o osimosieifiosasasos vsamuvammmms connan srnnmnnss dns o OISR LTS 05 T e anes Passport No. ............
PermAnent AGATESS ....c.ocunnrrnaeruennnssrnemisnerssnnsssssrosisstsnetu s gstessssstomsaatatiaiussestusssessannmees

..................................................................................................................................

Do you have any relatives in this COMPANY 7 .oeiviieinnnirnrienie s ierinraans e setraas If (Yes) mention
the MAMES .. ovuvnteereeeeneiecei e e e s e ARSI SRS R R S e e
Type Of JOb dESITEd .......oovvrvieiniiriiiririnin s ittt s
Minimum SAIATY EXPECLEA . .....ooiiimmreerrsiht it s
Education & Training (details of Schools, Vocational Training & Private Studies) ......... %

................................................................................................................................
................................................................................................................................

Languages (spoken & WIItten) ..o s v R AR REITE S
Details of present employment, if Ny ... g
Previous EmplOYMent © ......oooooiiiiiiiimiiine Sl Wil e ben SRR .;i..

Reasons for leaving 1ast JODT .......ooimiiiiiiiiiim i
Name, Address and Profession of Two References:
I venas b i s n R s RS TS SR S MBS niin e aane

IR swanems sinm g s it 5 5 S Bl SR e e W S s S

I 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.

1 S I R g e .
Signature
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INTERVIEW REPORT:

Namie Of INEEIVIEWET ... oooueeirerieeiei e iraeaaeaiiaesssea s iaas e Designation .............cooooee
Date Of IMLEIVIEW ...iovvvsessnsumsnnssseasesssnnnnananssabssessnssisntssnssmssesssmsssnomannsssnsstiaisessasmessuunmeseses
ASSESSMENT :
a) LANGUAGES: POOR FAIR GOOD V. GOOD
ARABIC  cemmeenx eeswewni sewsesss o oRsARSnedde
ENGLISB = iccewsies ewevessen  dwsEsdser  Seesssesesseses
Other LANGUAGES ccoocoees eeeneeees e e
b) General Knowledge & Experience:
c) Personality & Appearance:
RECOMMENDATIONS:
a) Is applicant suitable for work? Yes ... | [ J RN
b) Consider Age & Physical status in relation to the proposed work .........
c) Particulars of proposed post:
Job DeSCTiption .......ccoccoviiimmmmrmiiirminniinnee
DEPATIMENT ....eoouuneiiinne o ocriaaraessarnniseasesaii s snenes
Details of DULIES ....oooiviieiiieiiirrrerrarteeeienisrsseians
Salary Recommended : ...
5.1 7 S E—
Signature
FOR MANAGEMENT USE ONLY:
Approved
Engagement —_—
Not Approved
Date .o e
Signature

.................................................................................................

......................................................................................................................

...........................
..................

.............................................

...........................................

S~ ol

................................................................................................................................
.............................................................................................
..................................

...............................................................................................................................

.............................. {'_” <\ E'Y ’ i1 h"JL_L Ak = “}-‘ _ 1
calhl)l Jea) ol dsad) LWy el O 15 bed sy — o

..........................................................................................................................

.......................................................................................................

i

iyl Lala) Slaglall — O

——

: o Jai@d oW Jea Y

(.I.J.a:__..-‘s'i Jb.r. —J_->_ =y
..................... W reeerean d—i)u‘
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Distribution after approval
1) Accounts (2) Department (3) File
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200 Ay o KASSEM & ABOULLAH SINS OF DARWISH FAKHRDO
ki gl DOHA - QATAR
e u_lb. LOCAL ENGAGEMENT FORM
Department
.......................................................................................................... J_nlg.!'l v -
.................................. L'La_-d‘ 33{_:“ J’“J @JU _ NHI'HP
........................ H Ty _)\u- ‘._;; "._ ..h _ _J\g[}
......................................................................................................... r—"‘-‘J‘ \J‘J . “ _ Pa.-‘-spﬂrt N().
........................................................................................................................... l_-.‘._qu(-(l at
.......................................................................................................... ‘I‘L..h.]l J\}—;-'-h _ Natinnalil_\‘
........................... ._‘)L.‘i C" JL&L\" 3ds n}‘d" /‘ C-’J‘.“"‘ / chi om RPSidPn"t’ Pt'rmit Nﬂ.
............................................................................................................................ Job Description
......................................................................................................................... Wages/ Salary
................................................................... l)ﬂte to Sfﬂﬂ
P (=) e Ol R FURIOR 1| B S v QRO IS g P Additional / Replacement
""""""""""""""""" R Reasons of Engagement
.................................................................................................... ULH' \ E'J—J -
...................................................................................................... ?;1‘_U Jﬂy\ [1 _
.......................................... ( Lobsht Sty o et cosadt o ot 531 ) sy B~ Qualifications..
.................................................................................................................................. —l.t':-‘v“‘ll h‘
.................................................................................................. ( ‘*",u_, GJ&; ) \.:J" -lh _ 1‘“5‘ t“n .IOI)S: l)
................................................................................................... (-l_’-J t..-“ ) ij‘ ..}“’H - ‘ )
) Name of firm, job and salary
- @l JeY -
=1/ Jon)! L3l ) J i 2)
-------------------------------------------------------------------------------------------------------- Narl]l-. (,i' ‘irll‘. jt,}] a“[l Sal:lr.‘
......................................................................................................................... Reasons for Leaving jobs: 1)
........................................................................................................................ 2)
............................................................................................. Address
.............................................................................................. ¢ } c J_,_'[ -'-]_)’- ‘_",\. I —
:L..HJ\...Y‘.S ._..u_}".’f"'-‘-\
e e e Date
.. R e PRI \
................................. ( gt
........................................................................................ ("
P N R ) G54 1 e o o el Lil) clastall 0L Vg g
' Approved :
Dot dll) Slow ezt 3 e
Date
........................... L;“\;!l

General Manager .
ol ol

1 I Es,.;IHJuJ,W_ G gl e
Gl () R 3 A (v ) Ll (0
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KASSEM & ABDULLAH SONS OF DARWISH FAKHROO
DOHA-QATAR

SALARY INCREASE | ADJUSTMENT RECOMMENDATION FORM

FOR DEPARTMENT USE

Fmployee’s Name Department.

Salary at Engagement Job Description Date

last Increase ‘ Job Description Date
Recommended Increase Job Description Effective

Recommendations : . B B o

Date Head of Department

FOR ACCOUNTS USE

Above information was checked with our records and lound correct/as below:

Remarks . ‘ T e AT S

Date Chief Accountant

FOR MANAGEMENT USE

The above recommendations were studied and it is approved that:

M, be granted a raise of .

effective O e veeeeveteSSesueesesRSeARsesiesaTeseeAseasssGese R SRR e e s e e R e
Remarks — ; ‘ B e R RS

Date General Manager

Distribution after Approval

(1) Accounts (2) Personal File (3) Department

A.P.P.-Doha. 12-60.
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KASSEM & ABDULLAH SONS CF DA™WISH FAKHROO
DOHA - QATAR

Doha: 24/9/1962. YATY /2 /Y €1y

EMPLOYEES PROGRESS REVIEW R e Tl

To: ALL HEADS OF DEPARTMENTS. ,.t_-J'Y‘ ety e S
The following procedure has been - et ‘-'-"-.'-.'-7;?-” Gh

laid down to ensure that all Employees . . o T
will regularly receive half yearly o s | f-L:’ ".-.“5(‘_‘:—"“}""‘ it J db 2
consideration and awarded as and Sl

when deserved:- M e i

1) The Personnel Department will GJ:GJB)C"J";“Y”-J“:‘J‘H J‘J‘-’ -1
send the Forms (Specimen attached)

‘o Departments, on 1st June and 1st o UJ)‘; u'_;-'...'-" J)‘ u’E.U"” J‘(d‘.f‘u
‘ecember of each year. . 1
c i S JyY

. : &
2) The Departmental Heads should ‘-‘-.-’*-.'),:,-’-'*-” JoL Q‘D‘J"J“'""-J oo =Y
complete and return them to Personnel ) . ok San b
epartment not later than the 15th of wea b | ped! lalasl Guey a5t Ui ]

the same month. - TR | (W ‘e

. . = A -
)  The Personmnel Officer will pass ! clbawVlastilhed (ai ¥
he Forms to the Management for R TR I
onsideration after ensuring that all jzei 4w e oS -t L@M‘J“’“
articulars and increments history

re correct. e Lo 50, 1) bplaall

The General Manager will indicate r—-'-” Y b-';‘-"-“x-‘“”‘*-'
is decision, and, should an increment _ o w0 e . boac s )1
CEion is required, the Personnel fﬁ‘-.--"‘;” s_-"-":.v e 5 olay b ais rai
fficer will issue an authority to N ol &l 2
ccounts and notify the employee @-’»«J“-Mb Lo l=adt jLs L s Ut Db
oncerned and his Department. g

GENERAL MANAGER (Ll el
cc:Personnel Department. alil s Jly B

ciaccounts Department. A Lowadl 3 (I Bus
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KASSEM & ABDULLAH SONS OF DARWISH FAKHROO
DOHA — QATAR

EMPLOYEES PROGRESS REVIEW

Employee’s Name ...........cooooiiimniminiiiins Department .........cccevevereiinsmrmmmmanses i
Salary on Engagement ... Job Description .........ccoevennen. | £ SAnp——
Present Salary ..........occooieiiiiiiiiiie Job Description ...........ccceceeaues Date .........sie505
Increments History: Increment Date

s e e Bz 5 il s al) Ay G\_:.;\_-,_s_ajx.d: st alw 1t 3 2

- .UJ‘ 1—;:4' ﬂﬁl\ ——a

ol G = |
et =
o -
— Y -¢
283, - 3
l__"—l d Golgry pas—dl s et S pa t o J—enlt 3 slglls iy (A
vl OF Al feal)
|_—__| ity piadly G OF pKm s 1 ) O iy SleosWr (Y
¢l Yy Slasdazl) sdgiy Glail e A
|_—_' A s ptdial) i g Al a1 Jemenll plooie¥ly ASladlt (¥
e e AW p L dalizs) g
|“"—_" Cliyy 43Uy dwyljer padi—dl ploadi) Gdo a2 pldinndl S pai (8
...................................................................... i) o e e

..........................................................................................................................................

..........................................................................................................................................

t ol I Caiziant 130 Loud o o

¢ ptiindl Vs g o5 ) SN VLT R P T e Al e L Ll dm

.............................. E-L—aA-ut—lJ;;J—EJ\u‘&—sr_abJ!w-.J\gb\_:juha_Y\ -
o g2 e isssesssassesanssssausarerssrans nan Insestans ST hL et et
s fL e s 3L e O =

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 coiinsineieisissua ke s e OUTSTANDING
1> S N——— X Y GOOD

C ooseresrannpassdssaiaiizan savsses SATISFACTORY
| B g e FAIR

B iicvreeronessmnorsneonnansossss POOR

i) JOB SKILL & KNOWLEDGE:

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

Consider how the employee measures upto

ii) RELIABILITY: Consider the extent to which the employee can be depend-

ed upon to absorb instructions and put them into effect.

iiiy 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
BRLEL .....covinirnnenmaniiinsiin Months.
b)  That an increment Of .........ccooviriiin i per month/Day be
awarded.
HEAD OF DEPARTMENT
PER 2 P.T.O.
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KASSEM & ABDULLAH SONS OF DARWISH FAKHROO

DOHA : QATAR

4 FOR PERSONNEL DEPARTMENT USE

................................................................................................................... TR N T J

..................................................................................................................

CONFIDENTIAL

EXPIRY OF AGREEMENT

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

NAME DESIGNATION DATE OF EXPIRY

5 FOR MANAGEMENT USE
Approval is hereby given to increase the Rate of Pay of % § R—
................................................... TG envenncommmnnmams sy FESTEHS ISTFACH G R OREEH B E U NS s Pi Personnel Officer
Month/Day  W.d. oo
(B) FLODM osuovuneisnsnesnosmmrnons vmonnssnsss s Dept
To: Personnel Department.
DATE oo oo GENERAL MANAGER We recommend that the Agreement of the abovenamed

(Head of Department)

(C) FOR MANAGEMENT USE:

Renewal approved/Not approved.

GENERAL MANAGER

ER/4
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i — gl Ref. NO. o eeverroeererenerenees
/_.;,_J-._,: “““ o (1) DAL .. cormerssrnmenarvorissnsiavinss
C—LJL"J‘ J\

A gt

Dear Sir:

We have pleasure in offering you

—t) | é{JU

a renewal of your Agreement for a further

—1

Lalb ) O e
period ©f ..oovernnnan years from ........c.cocoe

B8 v wmmnsmen S ERHRES SR on a salary/wage of

per month/day. This offer

is subject to your being passed fit by our

s Sls

Medical Officer.

If you accept this offer, kindly

v n)l—l‘-\ ),_T.lll 1._3\.!;‘

(5".__;1'.1_11 u...._.-.ll))

sign and return duplicate copy of this letter.

At the same time, if there has been any
change of your nominated next/of/kin,
S S |- EO Y | ge‘ y.r i ext/of/ki

: please give particulars.

% < el Yours faithfully,

GEERAL MANAGER.

rL—Ji _,..g'.l.ll

Tagla¥t Jleai Y (=)

| I agree to a renewal of my Agremment
L -

sk on the above terms.
ol ¥

. J.,__,_;_.x_’.;ji \.}‘
2. My next-of-kin and home address:
a) remain unchanged.

b) are now as follows: -

.............................................
.............................................

.............................................

.........................

(signed)

£/i51 ce: Accounts Dept.

cc: Head of Department.

PER/ 5

A

KASSEM & ABOULLAH SONS OF DARWISH FAKHROO

DOHA - QATAR
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35 o ) el (Sl e s el Ve O

e

o) 33Lsly ad g g o) Ve oS B
el g dedd cdglly - St Vs (e 45N

Kty sy pel i Jam 131 s

L— R

ad) byl s 23 s Je G — )
o ¢l

Pas Aoy Ol OV = ¥

v e
_:..’J_J__\.-.__,.—»J.L?'J'Jj_?

...............................................
...............................................

.............................................

S GUPOW P L -S| NY I
. 3,...._._:'\—\.“ U"‘i‘-';.)j N 1

e/l_.ﬂ.‘:



33

R o
i _ sl

KASSEM & ABDULLAH SONS OF DARWISH FAKHROO
DOHA — QATAR

CONFIDENTIAL

Dear Sir:

We have pleasure in advising you that
with effect IrOM «.cionmvavsnoinssn wsmapymsenvers .

you will receive an increment, bringing your

salary t0 RS, .ooiiiiiiiii per
month/day
Your post title will be ..................
We hope that your progress will
Continue.

Yours faithfully,

GENERAL MANAGER

cc:  Accounts Dept. (for payroll action).

PER 3

Jimdt Am

Lyes 3oL WO U3 8 WL Sidai OV U

....................................................

......................................................
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KASSEM & ABDULLAH SONS OF BPARWISH BARHROC
P. 0. Box: 71 Sl -3yl vy ol Gaae
Cable Address : ALDARWISH DOHA - QATAR Smaodl s Al O gl

ol ddell L& 0T 13l
Sl A

Codes : A. B.C. éth Edition
Bentley's Second '
Telephones : 2343, 2344, 2348, 2557 YooV EYWEA CYWESE txveiy 1Ol

Qur Ref. Your Ref.

[ // 74/

June 15, 196l

CLRCULAR;

Under no circumstances will any ewployee proceed
on leave or for good without the General wmanager's Office
being iniorued.

All heads or departments are requested to report
to this oftrice ahead or time nameabr employees proceeding
on leave or services of whom are dispensed with, the date
of departure and expected date of return. For,all the
formalities or pooking of seats, obtaining return visas
and exit perumits will be processed by authority of this
office only.

Travel Offices are not to issue any tickets for
enployees without authority from the General manager's office.

GENERAL MANAGER.



Kassem & Abdullah Sons of Darwish Fakhroo

DOHA — QATAR

e ——

Date

The CHIEF ACCOUNTANT.

Name :

Department :

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

Kindly settle his account as follows :

1. Inerement . .. ~ effective. .. ...
2. Bonus
3. Leave:

PERSONNEL DEPT. GENERAL MANAGER.



Kassem & Abdullah Sons of Darwish Fakhroo

DOHA — QATAR

— ——

Date .

PASSPORT SECTION :

Name . . . [ e
Nationality

Passport No. .

Kindly obtain :

1. No Objection Certificate
2. Return Visa

3. Exit Permit

4. Residence Permit

5. Renewal of Passport

pertaining to the above employee/visitor.
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Kassem & Abdullah Sons of Darwish Fakhroo

DOHA - QATAR

— —

Date

The Resident Engineer,
Darwish Engineering Dept.,
DOHA

Name :

Department :

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

leave on

GLNERAL MANAGER'S OFFICE.
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KASSEM & ABDULLAH SONS OF DARWISH FAKHROO

Doha, Qatar,
Ref. No. .................. . Date .........ccoevvevennnn

Dear Sir:

LEAVE NOTIFICATION

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

on the following terms: -

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 month’s notice in accordance with Clause

NO;. iz thereof.

3. The Company will provide you witha .................. 570 ¢ A {2 P
by ......... e 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

(0] | SRS 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.
L . S Y N Dept. Please arrange for the above named to report
to this Office on .................. for completion of settlement, together with

his clearance certificate.

PER /6



7/

KASSEM & ABDULLAH SONS OF DARWISH FAKHROO

oSy s St Komiei O U From: Personnel To:
- I oM i) s No: Date:

Subject: Return from leave advise.

Ay Ltas o Claa s e A0 Db 33l Ly peted o
a2 Ref. LEAVE NOTIFICATION No.
L oAeem s @ N s Y

The following employee is reporting to you herewith for duty after
3 ik e ‘ - 1 Foa—n . Al ) « 4 I3 0 Lae s .
Bl Acliys Sun gl F3m dmy Bak N b ptlRE MBS 0 G N T G g enjoying ........................ days leave with pay and ....................... days leave

Cole 5 54l ods pzar oy o LSWU Sosem s slale Liae Bl el () @l)s onfe without pay.

i S USRS 17 -7 | EENPUORC S P W | [ 4 | PR I S | [RPUC R WY

Name Designation Pay w.e.f.

o SUNPEINPY TUNE BT PO
QJ‘:._._» P\ i SEEPPEY | R R g_u'l o A=
SO 3 RN SO AP 1 A P I PRV I I [ TERS

© ol e S

3 Al Ol Liad G b ) 9928 o3 B i e - 0

RS CR | ERP N I ' - PR N — J a2l A
Cba s ede Sl Ul el S S A e AL L) WS
1 ol Lo gas Joadd Ll 5005 = ) B

5_)_“.!.51 aa J‘ cy.ii 4.._..‘\ JL...'LU J:-.é:- \....a.::_); =

gty = B FE

- - l‘ " ;“ < 4 daa ul’l-’ 4\ ML‘J - ) ‘j ..........................................
A e Bl B3l dan i ) e Gl o i PERSONNEL OFFICER.
cc: Accounts Dept: The abovenamed should be shown on Payroll wef. .........
A PERS/7



4L

Iy Y A
T T
P ot oll (93— g 1 s

) o is gl el i o B
( )é,z;l,_-'YI;,f.l.:;,u\Jl

sl g e el S Pl il b e i

e S N Ji S VL G C U

o ‘)L:.;‘J:\ =Y L‘:L}]\ O s f"““'y'

sl Jols

s g Jeal] bl 1) 2 G

V/jisn

73

i —
/’f';-/,w ;L—' r-/ L

ASSEM & ABDULLAT] SONS OF DARW:

vy ol Gyaie
i — l" J‘ - & R ., .
Cable Address: ALDARWISH o 2 NTERE LR ¥ L ol
DOHA - QATAR sl ’ T o3 &s
Codes : A.B. C. 6th Edition W‘ RPN B _,l:..ﬂ
Bentley's Second Jan s
f.hphml:343,344,348,557 "V‘\"!A"\"(t‘?t?!aﬂ

P.O.Box: 71
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wowwss DARWISH TRAVEL BUREAU .. .o

ahle Address :

lephone No. 2585 & 3555 IATA Approved Agents vooo tYose J, Oy
"‘OJ'

DTB/M/1050 IATA Doha ( Qamr),25.1.31'1...&9.1’.‘.1,1.‘,....].9.6.2.( b ) de 4l

P.O.Box 71 LA ST

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

Dear Sir,

With reference to your Circular No. FER/62/11 of 23rd
April 1962, the following information is hereby submitted
as requested.

NAME ALPHONSUS M. D'SOUZA
JOB DESCRIPTION : STENOGRAFHER
DATE OF LOYMENT 28TH H, 1

EMP, MARCH, 1962

STARTING (PRESENT) SALARY : RS. 500/- PER MONTH
. -

Yours faithfully

ki

MANAGER



ELECTRICAL

DARWISH ELECTRIC COMPANY |

P. 0. BOX 92, DOHA-QATAR, A. GULF

Our Ref: Do 7/02 = 480 . Your Ref :
Aoril, 196

l’x /
\;
'he General Manacer,
",-J.:_-“.:-nlmr-‘. Y L4 A Sons o Ne vt il 10,
Nnho - Natny
Nenr 97 3
ith reference to your CTROUTLR/PER/62/11 dated 23rd il
1962, nlease he advised thet +he undeimentioned 1 1 3 +his
artmant in the ratesovrr of TVOTSM/RTT TR CTFRY
= e e o 1 e o 5 e i e e
Present Searerdce
Period

Starting
Salary
Salary

T
1" ron

et e R e T T p——
Moama

Re:400/=
 ———

Es:! .Q’g./’:
o4 ;

THEODORE JOSEPH

~

1e B

Accounts Department
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P.O.Box: 71

Codes : A.B.C. 6th Edition

QATAR COLD STORES

vy ol Ghae

Cable Address : ALDARWISH kS = Ll omaodl 2 G O gt
DOHA - QATAR Lol Lkl & o T 25 jal
SUl

Bentley’'s Second

Telephones : 2343, 2344, 2348, 2557

Yoovu cXwEA XCEE cxeiw 1 O,yEl

Our Ref.  QCS/365/62 Your Ref.
April 29, 1962,

General Manager,

Messrs. Kassem & Abdullah
Sons of Darwish Fakhroo,
Bohs.,

Dear Sir,

With reference to your Circuler/PER/62/11, dated
April 23, 1962, we give below the required informationi=

Name: Mr.Abdul Qayyum Minhas
Job' Stanogra.pher/’l‘ypist & Filing Clerk
Date of Engagements 21st March, 1
Sterting Salary: Rse per month
18t Increment: Tt g%y, 1960 =Rs,50/=
2nd Increment: 1st December,1961 =Rs,50/=

Present Salary: Rs._@/: per month

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

Yours faithfully,

< , AL
f;?ﬂfﬁ COLD STORES.

Copy to: Chief Accountant.

GM/Qe



SEFREL 48

(AHRABA STREET :g-.iL:’“.):L; ,_':‘,I 7;‘. r oy Sl L

ABLE ADDRESS: TRAVEL TAR NA NAL TRAVEL N PR S P
e |2 o ernee QA o prrasirrpiid (ECES
P. O. Box 383
“OJ"
IATA
DOHA (Qatar) _April 2k, 1962. L Zl3.3Zeyi
ARABIAN GULF A 6 LA
QNT/ 1046/ 568,

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

Dear Sir,

With reference to your circular PER/62/11 dated the
23rd April, 1962, please be advised that we have only one
typist employed in this department.

Name . Aravalapil Kunhi-Mohamed Mohamed

Service Period: From 11th August, 1980,

Starting salary: Rs.350 monthly.

Present salary : Rs.375 + Rs.75 Food allowance = Total L5Q/-

Trusting that you will find the above information satisfactory,

Yours faithfully,

( -'/j)/ [

f/. i @W‘ELL’Q
§.10. LABERT |

MANAGER-QATAR NATIONAL TRAVEL.

co: Accounts Department,
K & A, D., Doha,
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THE PEOPLE'S CAR Co.

VOLKSWAGEN AGENTS
FOR QATAR AND THE TRUCIAL STATES

DOHA - QATAR

TELEPHONE : 3105

o N ilE 2N b=
P P ) s, ==Y
.,"}].‘|/; ___—I_I.
PN R P |
Ploo: b — o

CABLE ADDRESS : PEPCAR N L Y| N P |

YOUR REFERENCE OUR REFERENCE DATE 25-4-1962,

The General Manager,
Kassem and Abdulla

Sons of Darwish Fakhroo,
Doha - Oatar,

Dear Sir,
RE: YCUR CIRCULAR/PER/62/11.

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

Department.
Name : Mr, Ayyoub Bin Haji,
Job Dese: Service Station Clerk/Typist.
Starting Salary: Hs., 450/~ per month,
e ———
Starting date: 28th March, 1962,

Assuring you of our best attention, we remain,

Yours Faithfully,
People's Car Company,

o7

M.D, MATTAR
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@Al ol L3 - w e Ry 1L T
qi;;lijlr.n _ 4’)4” L/:"' l’ v 1 cfl‘ 2. “ A,

TELEPHONES :
DARWISH AUTOMOBILES  vooxa - aatar vy
. "-""}'I/ ALDARWISH
sels L/ LEE] i*_'t;(‘_f":_a

5th Mey,1962,

The Gereral Manarger,
K & A+ Darwish Fekhroo,
D O H A

Dear Sir,

Sub:= Your Circuler/FER/€2/11 of
7 23rd April,1962.
- 4 &2rd Aprily170cs

V4

A

As requested by your ehove circulsr, we
are pleased to qucte below the names of typists

? employed by this deprrtment.

1) WALYAT SHAH - Stores Typist/Clerk= started
104601961 = at Rse¢350/= per month, present
salary Rs..',;OQ/ =»

B e

2) AJKe USMAN - General Office Typist = started
297th February 1962 at Rsoi?i‘/z = his salary
to be raised after completing 3 months

service to %s;.__{,,?% (refer our Local
Engegement Form of 23. 3. 1962).

We trust that the above information will be to
-2 your convenieh¥{2.,

Yours feithfully,
For and on behalf of
DARWISH AUTOMORILES

WHITE

¥y

MI/USMA3
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KASSEM & ABDULLAH S0ONS OF DARWISH FAKHRQO.

e el T ———

CIRCULAR No, 29/62
To: ALL HEADS OF DEPARTMENTS:

It has been decided to prepare jou Descriptions for
employees in your organization .

Enclosed please find blank forins for completion and
return at your earliest conveaience.

Each jou description should, as far as possible, oe
a factual account of the ineatal and ph;sical action required to
perform the work, i.e. « the descriptions should illustrate how the
emplo, ee performs his work.

Doha, the 16th September 1962 o

v 2

N A er
KHEIREDDINE MA'ANI,
General Manager,



1)
3)

L)
5)

6)

7)

8)

mHA,

: KASSEM & ABDULLAH SONS OF DARWISH FAKHROO

NAME :

SECTION: Central Shop and Branches

DESIGNATION: Shop Co-ordinator and
Assistant to the Manager,

REFERENCE:

EQUIPMENT & TOOLS USED:

SUPERVIS ION: (a - UP)
Supervised by the Manager,

(b - DoWN)

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

HORKING CONDITIONS & HAZARDS :
_-—-_-—.________

DUTTES :

a) Controls and supervises the activities of the shops supervisors,

b) Uses his judgement in meintaining proper stock levels after consulting
the shops supervisors,

¢) Deals with other merchents 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
end preparing the orders,

) 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 &he progress of the business,

h) Carries out eny other duties that may be assigned to him by the Manager,
i)  Assumes the responsibilities of the Manager dwring his long absence on leave,

December 17, o0

®ssoevaann

Appboved:

HEAD OF BEPARTMENT



1) HaE:
2)  SECTION: Central Shop and Branches

3)  DESIGNATION: Shop Co=ordinator and
Assistant to the Manoger,
L) REFEREVCE:

5) EQUIPMENT & T00LS USED:

€) SUPIHVISION: (e - UP)

Supervised by the Mansger,

(b = pown)

Supervises the shops supervisors in the different
areas and indirectly the personmel working under
their jurisdiction,

7) UORKING CONDITIONS & HAZARDS:

8) DUIIES;
a) Controls and supervises the activiities of the shops supervisars,

b) Uses his judgement in maintaining proper stock levels after consulting
the shops supervisors,

e) Deals with other merchants in town.

d) Directs the shops' supervisars for proper presentation and attractive
display of merchandise,

e) Comordinates with the Manazer in estimating the shops' requirements
and preparing the orders,

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

8) Checks prices of similar goods in town end reparts differences and or
fluctuations that may effect ¢he progress of the busineas,

h) Carries out any other duties that may be assicned to him by the Manager,
i)  Assumes the responsibilities of the Manager dwing his long absence on leave,

poHa, PSS%IVEr 17, 4oga, Approved:

HEAD OF DEPARTMENT
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KASSEM & ABDULLAH SONS OF DARVISH FAKHROO,
M
NAME
SECTION: Shop, Doha

DESIGNATION: Shop Cashier
REFERENCE NO.

ECUIPMENT & TOOLS USED:-

SUPERVISION:~ ( 8 - yp ) Supervised by the Shop Supervisor
and controlled by the Accountant,

(b~ pown )

YORKING CONDITIONS & IAZARDS:

DUTIES :

a) Receives cash of all cash sales from the customers,
b) Prepares a daily return of cash received,

c) Pays the cash sales for the day to the Accounts Section
against official receipt, (In this instance the cash
should tally with the daily cash sales slips).

NB: (When a National Cash Register is employed to record
all cash sales, the responsibilities and duties of the
Shop Cashier will be changed,)

Doha 'Decembel" 17’ 1962 " 'Approved :

L L )

D OF DEPARTHN .



KASSEM & ABDULLAH SONS OF DARVISH FAKHROO.
NAME
SECTION: Shop, Doha
DESIGNATION: Shop Cashier
REFERENCE NO.
ECUIPMENT & TOOLS USED:-

I

- - Supervised by the Shop Supervisor
SUPERVISION: (8-up) ani controlled by the Accountant,

( b - poun )

YORKING CONDITIONS & IAZARDS:

DUTIES :

a) Receives cash of all cash sales from the customcrs,
b) Prepares a daily return of cash received,

¢) Pays the cash sales for the day to the Accounts Section
agalnst official receip:., (In this instance the cash
should tally with the daily cash sules slips),

NB: (When a National Cash Register is employed to record

all cash sales, the responsibilities and duties of the
Shop Cashier will be changed, )

December 17, Approved:

Doha, L R 1962l
HEAD OF DEPARTIENT,



8)

KASSEM & ABDULLAH SONS OF DARVISH FAKOROO,

NAME
SECTION: Shop
DESIGNATION: Salesman (freshes)

REFERENCE NO,

-~

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - yp ) Supervised by the Shop Supervisor.

( b - pown )

YORKING CCNDITIONS & HAZALDS :
M

DUTIES :

a) Receive cases of fresh fruits and vegetables for sale in
the Shop,

b) Stocks the shelves each morning, arranges an attractive
display, and returns the stock to the shop cold holding
room every evening,

¢) Writes out individual purchases slips showing commodity
and actual weights for presentation to the slip maker and
payment to the Cashier,

d) Ensures a high standard of cleanliness and hygiene is
meintained,

e) Converses and serves all customers and clients,

f) Assembles all out of condition fruits and vegetables for
weighing and writing off,

Doha, ,December 17,1960, Approved:

HEAD OF DEPARTIENT



6)

7)

e ———— e e e <1

KASSEM & ABDULLAN SONS OF DARY ISH FAXHROO,
M

NAME
SECTION: Shop

DESIGNATION: Salesman (freshes)
REFERENCE NO.

ECUIPMENT & TOOLS USED:-

SUPERVISION:~ ( & - yp ) Supervised by the Shop Supervisor,

(b - pown )

YORKING CCNDITIONS & HAZALDS :

DUTIES :

a) Receive cases of fresh fruits and vegetables for sale in
the Shop,

b) Btocks the shelves each morning, arranges an attractive
display, and returns the stock to the shop cold holding

room every evening,

¢) Writes out individual purchases slips showiniicommodity
and actual weights for presentation to the s P maker and
payment to the Cashier,

d) Ensures a high standard of clesnliness and hygiene is
maintained,

e) Converses and serves all custouers and clients,

£) Assembles all out of condition fruits and vegetables for
welghing and writing off,

Doha, JRegember 17,1962, Approved:

HEAD OF DEPARTHMENT.



KASSEM & ABDULLAHN SONS OF DARVISH FAKHROO,
M

NAME Shsp, Bmks

SECTION: Shop, Doha
DESIGNATICN: Shelves feeder

REFERENCE NO.

ECUIPHMENT & TOOLS USED:-
_'-'_——-—-—-____

SUPERVISION:- ( 8 - vp ) Supervised by the Shop Supervisor,

( b ~ Don )

YORKING CONDITIONS & JAZARDS :

DUTIES :

a) Stamps the price on all dry goods and stacks them in the
proper positionm on the shelves in the Shop.,

b) Arranges attractive display as directed by the Shop
Supervisor,

c) Keeps the shelves clean and tidy,
d) Serves customers and clients when necessary,

’ December 17, Approved:

S et s avaneas 1902.
D OF DEPARTMENT,

Doha



1)
2)

3)

KASSEM & ABDULLAHN SONS OF DARY ISH FAXHROO,
M

NAME  Swmp, Bmka

SECTION: 8} . Doha
DESIGNATION: Shelves feeder

4)  REFERENCE No. A

5)

8)

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - yp ) Supervised by the Shop Supervisor,

( b~ pown )

YORKING CONDITIONS & HAZALDS :

DUTIES :

a) Stamps the price on all goods and stacks them in the
proper positionm om thc shelves in the Shop,

b) Arranges attractive display as directed by the Shop
Supervisor,

¢) Keeps the shelves clean and tidy,
d) Serves customers and clients when necessary,

December 17,

Doha, “,L0L00V.50Y 1962, Approved:
HGAD OF DEEAHTHENT T



8)

&0

NAME

KASSEM & ABDULLAH SONS OF DARVISH FAKHROO,

SECTION: Shop, Doha

DESIGNATION: ga1osman (Dry)

REFERENCE NO,

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - up ) Supervised by the Shop Superwisor,

(b~ pown )

YORKING CONDITIONS & AZARDS:

DUTIES :

a) Receives cases of all goods (other than fresh and frozen) for
sale in the shop,

b) Ensures a high standared of cleanliness and hygiene is maintained,
¢) Converses and serves all customers and clients,

d) Assembles and dented and flown tins for disposition or sale
at reduced prices,

December 17,

Doha, ‘4iu.v.......! 19062, Approved:
“HEAD OF DEPARTIENT



1)

7)

&f

KASSEM & ABDULLAH SONS OF DARVISH FAKHROO,
M
NAME

—

- —DESIGNATION:- ———

Salesman (Dry)
REFERENCE NO,

ECUIPMENT & TOOLS USED:-

SUPERVISION: - "
- ( ve ) Supervised by the Shop Super¥ksor,

( b - pown )

YORKING CONDITIONS & JAZARDS :

DUTIES :

a) Receives cases of all goods (other than fresh and frozen) for
sale in the shop,

b) Ensures a high standared of cleanliness and hygiene is maintained,
¢) Converses and serves all customers and clients,

d) Assembles and dented and flown tins for disposition or sale
at reduced prices,

Doha, D...o...n.n???. 1.7!; 1962, A.pprovod:
D OF D TMENT ,



7)

§L

KASSEM & ABDULLAH SONS OF DARVISH FAKHRQO.,
—*.“_——_-—_“_-—

NAME

————

SECTION: (419 Stores
DESIGNATION: Storekeeper

REFERENCE NoO.

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( @ - yp ) Supervised by the Manager,

( b - poun ) Supervises one handler,

YORKING CONDITIONS & JAZARDS :

DUTIES:

—————

a) Responsible for commodities in his custody,

b) Checks quality and quantity of goods received in the Cold
Stores; allocates to chambers at appropriate temperature;and

prepare SZR,V,

¢) Repo:ts discrepancies noted in shipments to the Manager for
lodging an insurance claim,

d) Arranges issues to Shop and the 0il Companies asg required, and
Prepares S,I,Vs,

e) Records chamber temperatures and reports irregularities,
f) Ensures that first- in first-out method of issue is applied,

December 17, Approved:

Doha’ ...ll.“.l... 1902-
HEAD OF DEFARTﬁEﬁT.



KASSEM & ABDULLAHN SONS OF DARVISH FAKHROO,
M
NAME

e e -

e —

SECTION: Qold Stores
DESIGNATION: Storekeeper

REFERENCE NoO,

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - yp ) Supervised by the Manager,

( b - povn ) Supervises one handler,

YORKING CONDITIONS & JAZARDS :

DUTIES :

a) Responsible for commodities in his custody,

b) Checks quality and quantity of goods received in the Cold
Storesy allocates to chambers at appropriate temperaturejand
Pbrepare SzR,V,

e) Repo: ts discrepancics noted in shipments to the Manager for
lodging an insurance claim,

€35

d) Arranges issues to Shop and the 0il Compamies as required, and

Prepares 8,I,Vs,
e) Records chamber temperatures and reports irregularities,
f) Ensures that firste in firsteout method of issue is applied,

December 17, Approved:

Doha’ ‘..l'..ll‘.l. 1962.
HEAD OF Dﬁ?ABTﬂﬁiT.



¥4
KASSEM & ABQQLLAH SONS OF DARVISH FAKHROO,

SECTION: Accounts
DESIGNATION:  Bookkeeper,

NAME

REFERENCE NoO,

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - yp ) Supervised by the Accountant.

(b~ pown )

YORKING CCNDITIONS & JAZARDS :

DUTIES :

a) Receives the daily cash s:les from the Shop Cashierireconciles
with the daily cash slips;jand reports differences to the Manager
through the Accountant,

b) Receives settlements of customers's accounts,

¢) Prepares a daily statement of cash received and pays cash to
Central Cashier,

d) Keeps the employe s time and prepares monthly payrolls,

e) Journalizes and posts J,Vs,, C,R,Vs,, and C,P.Vs. to
accounting ledgers,

f) Prepares trial Balances to ascertain the accuracy of the
posting,

g) Carries out any other duties as may be instructed by the
Accountant,

Doha, December 17, 1962, Approved:

“HEAD OF DEPARTIENT, —



1)

6)

7)

8)

~——SECTION: Accounts i

s

KASSEM & ABDULLAHN SONS OF DARVISH FAKHROO.,
M

NAME

e

DESIGNATION:  Bookkecper,

REFERENCE NO,

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - yp ) Supervised by the Accountant,

(b~ poun )

YORKING CONDITIONS & JAZALDS :

DUTIES :

a) Receives the daily cash s les from the Shop Cashiergreconciles
with the daily cash slipsgand reports differences to the Manager

through the Accountant,
b) Receives settlements of customers's accounts,

¢) Prepares a daily statement of cash received and pays cash to
Central Cashier,

d) Keeps the employe & time and prepares monthly payrolls,

e) Journalizes and posts J. Vs, C,R,Vs,, and C,P,.Vs. to
accounting ledgers,

f) Prepares trial Balances to ascertain the accuracy of the
posting,

8) Carries out any other duties as may be instructed by the
Accountant,

Doha, December 17, ... Approved:

HEAD OF DE?AETMENT.



€6

KASSEM & ABDULLAN SONS OF DARVISH FAKHROO,

NAME
SECTION: Shop and Stores
DESIGNATICN: Handler

REFERENCE NoO.

ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( & - yp ) Shop:  Supervised by the Shop Supervisor
and the Salesmen,

Stores: Supervised by the Storekeeper,

( b~ poun )

YORKING CCNDITIONS & JAZALDS :

DUTIES :
a) Sweeping, cleaning, and keeping the place tidy,
b) Uncrating goods in the Shop,

¢) Carrying shopping baskets from the Shop to the
customers vehicles,

d) Loading and offloading goods in the shop and stores,

Doha vDO?.eI.an.I: l?’ . 1962, Approved:

HEAD OF DEPARTIENT,



1)
2)
3)

5)

8)

KASSEM & ABDULLAH SONS OF DARVISH FAKHR0O.
\

NAME
SECTION:

S8hop and Stores
DESIGNATION:

B Handler
EEFERENCE No,

EZUIPMENT & TOOLS USED:-

SUPERVISION:- ( & - yp ) Buserviser
Shops Supervised by the Shop Sup
ang the S:zlesmen,

Storess Bupervised by the Storekeeper,
( b - poun )

YORKING CCNDITIONS & JAZALDS :
—_'__——'————__.______-

DUTIES :

a) Bweeping, cleaning, and keeping the place tidy,
b) Uncrating goods in the Shop,

¢) Carrying shopping baskets from the Shop to the
customers wvehicles,

d) Loading and offloading goods in the shop and stores,

App;oved:

Doha, December. 17, . 1962,
HEAD OF DEPARTIENT



(o2 ]
o —

KASSEM & ABDULLAH SONS OF DARVISH FAKHROO,

NAME

SECTION: Office

DESIGNATION: One Clerk/One Typist,

REFERENCE NO,

E_UIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - yp ) Supervised by the Manager,

(b~ pown )

YORKING CCNDITIONS & HAZALDS :

DUTIES:
a) Typing all correspondence, invoices, accounting statements ete,
b) Keeping and meintaining QCS files up-to-date,

¢) Helping the Accounts Section in verifying the extensions of
customers' invoices and statements,

d) Operating internal telephone circuit,
e) Various office work as may be required by the Manager,

Doha_Deggpber 17 Approved:

..... ' 1962.
HEAD OF DEPARTIENT .



8)

,HE¢HHWHHQN:,°ne Clerk/One Typist, —  —

NAME

EASSEM & ABDULLAN SCNS OF DARYISH FAKHROO,
SECTION:

T 0ffice

REFERENCE No,
E"UIPMENT & TOOLS USED: -

SUPER - -
UPERVISION:- ( 8 - yp ) Bupervised by the Manager,

(b~ pown )

YORKING CCNDITIONS & HAZALDS :
M

DUTIES :

a) Typing all correspondence, invoices, accounting statements ete,

b) Keeping and maintaining QCS files up=to-date,

¢) Helping the Accounts Section in verifying the extensions of
customers' invoices and statements,

d) Operating internal telephone circu:l.f:.
e) Various office work as mey be required by the Manager,

Joha, Degember 17,. 1962, Approved:
HEAD OF DEPARTNENT,



70

KASSEM & ABDULLAH SONS OF DARWISH FAKHROO

1) NAME

2) SECTION: Shop,

3) DESIGNATION: Salesman (Frozen)
4) REFERENCE No,

5) EQUIPM:NT & TOOLS USED;:-

6) SUPLRVISION:— (a- UP) Supervised by the Shop Supervisor,

(b-DOWN )

7) WORKING CONDITIONS & HAZARDS 3

8) DUTIES:

a) A full knowledge of =11 the duties of a butcher,

b) Weighs quantities received from the cold stores and
checks against the S.I.V,, queries any discrepancies,

¢) Writes out individual purchase slips showing commodity
and actual weights for presentation to the slip maker
and payment to the Cahsier,

d) Reports any defects in his deep freezers and refrigerators,

e) Ensures a high standard of cleanliness and hygiene is
maintained,

f) Converses and serves all customers and clients,

Doha, December 17, 1962, Approved:

HEAD OF DEPARTMENT, —



7!

KASSEY & ABDULLAH SONS OF DARWISH FALHROO

1) NauE

2) SECTION Shop,

3) DESIGN/TION: Balesman (Frozen)

- &) REFERENCE No, i S
5) EQUIPY NT & TOOLS USEDge

6) SUP/RVISIONg= (a- UP) Supervised by the shop Supervisor,
(b-DOWN)

7) WORKING CONDITIONS & HAZARDS

8) DUTIES:

a) A full knowledge of -11 the duties of a butcher,

b) Weighs quantities received from the cold stores and
checks against the 8.I.V., queries any discrepancies,

¢) Writes out individual purchase slips showing commodity
and actual weights for freaentation to the slip maker
and payment to the Cahs er,

d) PReports any defects in his deep freeszers and refrigerators,

e) Ensures a high standard of cleanliness and hygiene is
maintained,

f) Converses and serves all customers and clients,

Doha, December 17, 1962, Approveds



1)
2)
3)
4)
5)

6)

7)

8()

KASSEM & ABDULLAH SONS OF DARWISH FAKHROOQ

NAME

SECTION: Shop, Doha
DESIGNATIONS Slips Maker

REFERENCE NO,

EQUIPMENT & TOOLS USED:=

SUPERVISION ;- (a=- Up) Supervised by the Shop Supervisor

( b -DOWN)

WORKING CONDITIONS & HAZARDS 3

DUTIES:

a)

b)

c)

a)

Knows prices of all merchandize offered and exposed
in the Shop for sale,

Prepares Cash Sales 8lips for cash transactions for
presentafion to the cashier for pPayment,

Prepares Credit Sales Slips for credit transactions
and obtains the signature of the receiver,

Submits copies of cash and vedit sales slips to
Accounts Section daily,

NB: (When a National Cash Register is employed to record
all cash sales, the dutges of the Slip Maker will be
confined to preparation of Credit Sales Slips only).

Doha, Decemb:r 17, 1962 Approved:

72

“HEXD OF DEPZRTWENT .



73

KASSEM & ABDULLAH S0.S OF DARWISH FAKHROO

1) DNAME

~-2) SECTIQi: Shop, Doka B - P
3) DESIGNATION: Slips Maker

4) REFERENCE NO,

5) EQUIPMiIT & TOOLS USEDz=

6) SUPIRVISION g (a~ Ur) Bupcrvised by the Shop Supervisor
( » =pow)

7) VWORKING CONDITIONS & HAZARDS$

8() DUTIES:
a) Knows prices of all merchandize oliered and exposed
in the Shop for sale,
b) Prepares Cash Sales Blips for cash transactions for
bresentation to the cashier for payment,
¢) Prepares Credit Sales Slips for credit transactions
and obtains the signature of the receiver,

d) Submits copies of cash and vedit sales slips to
Accounts Section daily,

NBs (When a National Cash Register is emfloyed to record
all cash sales, the dukées of the Slip Maker will be
confined to preparation of Credit Sales Slips only),

Doha, Decemb r 17, 1962 Approveds “



1)

3)
)
5)

6)

7)

8)

74

KASSEM & ABDULLAH SONS OF DARWISH FAKHROO

NAME

SECTION:
DESIGNATION: Branch Supervisor.

REFERENCE NO:

EQUIPMENT & TOOLS BSED:-

SUPERVISION:- (& - UP)

Supervised by the manager.

(b - DOWN)

Superfises salesmen and handler working under his jurisdiction.

WORKING CONDITIONS & HAZARDS :

DUTIES :

a)

b)
c)

Doha,

JDecember 17, ,062, © Approved:

Receives merchandize, stamps the price on all items, and stacks in
the proper position on the shelves,

Responsible for the stock in his custody (at selling price)

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.

Insures a high standard of cleanliness and hygiene is maintained.
Converses and serves all customers and clients.

Assembles all out of condition fruits and vegetables for weighing and
writing off,

Assembles all dented and blown tins for dispodition or sale at reduced
price as may be sanctioned by the manager.

Carries out other duties within his capacity as may bedirected by the
manager,

HEAD OF DEPARTMENT



1)
2)
3) Branch Supervisor,
i)
5) BQUIPNEY? & TO0LS BSED:~
¢) SUPRVISION:- (e = UP)
Supervised by the manager,
(b = DoWN)
Super¥ises salesmen and handler working under his jurisdioticn.
7)  MORKING CONDITIONS & HAZARDS:
8) DUSLES:
a) Receives merchandisze, stamps the price on all items, and stacks in
the proper pos’tion on the shelves,
b) Responsible for the stock in his custody (at selling price)
e¢) VWrites out Cash Sales Slips for ell sales, receives ocash, propares
a daily Retwrn for cash received, and pays the cash to the Accounts
Section against official receipt.
d) Insures a high standerd of cleanliness and hygiene is maintained,
@) Converses and serves all customers and clients,
£f) Assembles ell out of condition fruits and vegetables for weighing and
writing off,
g) Assembles a1l dented and blown tins for disposition or sale at reduced
price es mey be sanctioned by the menager,
h) Carries out other duties within his capecity as may bedirected by the
manager,
Doha, .DeSber 17s 4962, © Approveds



6)

7)

NAME

KASSEM & ABDULLAH SCNS OF DARVISH FAKHRO0O.

SECTION:

DESIGNATICN:

REFERENCE NO.

E UIPMENT & TOOLS USED:-

SUPERVISION:-

(8 -up)

Shop Supervisor (Central)

Supervised by the Manager.

(b~ DoUN )

Supervises 4 Salesmen, 1 Slip-maker, 1 Cashier and

Shelves Feeder,

VOREING CCNDITIONS & IAZALDS:

DUTIES:

x
a)

Receives merchendize in the shop and hands over th the salesman of

the section concerned,

76

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

¢) Guards sgainst pilferage from self service shelves.

d) Responsible for préper and attractive display of ell merfhandise in

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

£f) Receives general guidance but should be cepable to plen day to day
shop routines.

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

h) Carries out any other duties as may be required by the manager,

Joha. Depember 17, 1962. Approved: .
HEAD OF DEPARTHMENT,




2)

3)

5)

8)

77

KASSEM & ABDULLAH SCNS OF DARVISH FAKHRO0O.

NAME

SECTION: Shop Supervisor (Central)

DESIGNATICN:

REFERENCE NO.
ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( & - UP )
Supervised by the Manager, '

(b suP@shs 4 salesmen, 1 Slip-maker, 1 Cashier and
Shelves Feeder,

VORKING CCNDITIONS & :IAZALDS:

DUTIES:
=6

a) Receives merchandize in the shop and hanls over tb the salesman of
the section concerned,

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

e) Guards against pilferage rom self service shelves,

d) Responsible for proper and attractive display of all meréhandise in
the shop,

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

f) Receives general guidance but should be capsble to plan day to day
shop routines,

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

h) Carries out sny other duties as mey be required by the manager,

Decenber 17,

Doha. L N 1962. Appr?ved=

HEAD OF DEPARTMENT,




-

6)

KASSEM & ABDULLAH SCNS OF DARVISH FAXHROO.

NAME
SECTION: Machinery Room
DESIGNATICN: Machirery Aftendent.

REFERENCE NO.

E-UIPMENT & TOOLS USED:-

SUPERVISICN:~ ( &8 - Up )

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

(b - DOUN )

JOREING COMDITIONS & IAZARDS:

DUTIES:

Must understand the priliminary operation and function of the Cold
Store plant and carries out the following duties:

a) Defrosts cold rooms as necessary.

b) Watches instrument gauges and reports any irregulerities.

¢) Takes hourly cieck on room temperatures.

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 Engineee.

Dol Do Y, qeee, Approved:

“TEAD OF DEPARTHENT,

76



KASSEM & ABDULLAH SONS OF DARYVISH FAKHROO.

NAME
SECTION: Machinery Room
DESIGNATION: Machirery Atemdent.

REFERENCE NO.

ECUIPMENT & TOOLS USED:-

SUPERVISICN:- ( 8 - UP )

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

( b - DOUN )

YORKING CCNDITIONS & :IAZARDS :

DUTIES:
Must understand the priliminary operation and function of the Cold
Store plant and carries out the following duties:
a) Defrosts cold rooms as necessarye
b) Watches instrument gauges enl reports any irregularities,
o) Takes hourly deck on room temperaturess
d) Attends and operates the Ice Plants.
¢) Overhauls sea water pump and well,

£) GCarries out eny other duties as may be directed by the Plant Operator
or the Refrigeration Engineer,

Doha, .n.'.u.l._. 4 .‘.7.'. . 1962, Approved:
HEAD OF DEPARTMENT,

79



80

KASSEM & ABDULLAH SONS OF DARVISH FAKHROO.

NAME

SECTION: Accounts

DESIGNATION: Accountant
REFERENCE NO.

ECUIPMENT & TOOLS USED:-

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

( b - DOVN ) Supervises one book-keeper and controls the
activities of the Shop Cashier and the Stores
Posting Clerk.

ORKING COMDITIONS & HAZAERDS:

DUTIES :

e e

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

a) Makes Jowrnal Entries, checks CPVs and CRVs and ellocates
to appropriate accounts.

b) Keeps proper records for stock inventories.
c) Prepares costing sheets for frozen shipments.
d) Makes internal check to cash periodically.

d) Prepares customers monthly statements and arranges prompt
collections.

f) Keeps end 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.

Doha, ,December 17, 1962, Approved:
D OF D ENT .




E

SECTION:

Kkl

KASSEM & ABDULLAH SCNS OF DARVISH FAKHROO.

Accounts

DESIGNATION: Accountant

REFERENCE NO.
ECUIPMENT & TOOLS USED:-

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

(b - powN ) Supervises one book-keeper and controls the
activities of the Shop Cashier and the Stores
Posting Clerk,

VORKING CCNDITIONS & HAZARDS:

DUTIES:

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

s)

Doha,

Makes Jowrnal Entries, checks CPVs and CRVs and ellocates
to appropriate accounts.

Keeps proper recards for stock inventories.
Prepares costing sheets for frozen shipments.
Makes internal check to cash periedicallys

Prepares customers monthly statements snd arrenges prompt
collections,

Keeps and maintains up-to=date accounting books,

Closes the books at the end of every fiscal period and
prepares finencial statements,

Compiles data from accounting books and reports periodically
financial positiom.

Decesber 17y, 1962. Apgroveds

L N R L

D OF D T.



KASSEM & ABDULLAH SONS OF DARVISH FAXKHROO.

NAME

SECTION: Machinery Room

DESIGNATION: Plant Operator

REFERENCE NO.

ECUIPMENT & TOOLS USED:-

SUPERVISICN:~ ( 8 - UP ) Supergised by the Manager and Receives guidance
end instructions from Mr. A. Howard (DEC Refri-
geration Engineer).

( b -~ DOVN ) Supervises two Machinery Attendents.

WORKING CONDITIONS & HAZARDS:

DUTIES:

Must understand the operation and function of all components in
large Amonia and 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 Daeily Log Sheets
for Cold Stores, freezers, end Central #/C.

d) Charges units with refrigerant to correct guantity.

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

Doha, .Deceher 17, 1962, Approved:
D OF D T,



|

KASSEM & ABDULLAH SONS OF DARVISH FAKHROQO.

NAME

SECTION: Nachi Bagh

DESIGNATION: Plant Operator
REFERENCE NO.
ECUIPMENT & TOOLS USED:-

SUPERVISION:- ( 8 - UP ) Superyised by the Manager and Receives guidance
and instructions from Mr. A, Howard (DEC Refri-

geration Engineer),

(b - DOVN ) gypervises two Machinery Attendents.

WVORKING CONDITIONS & HAZARDS:

DUTIES :

Must understand the operation and function of all components in
large Amonia and Freon Flants and crrries out the following duties:

e) Operstes Plants using: i) Ammonis Refrigerant
ii) Freon Refrigerant

b) Carries out miner repeirs end adjustments as required e.gs
tightening glands, adjusting water flows and expansion volves
defrosts coils in Cold Chambers.

¢) Engers hourly instrument reading and reports on Daily Log Sheets
for Cold Stores, freesers, eand Centxal #/C,

d) Charges units with refrigerant to correct quantity.

e) Carries out any other repeir or meintenance jobs to machinery
compressars, etc, as may be directed by Nr. A. Howerd,

Approved:

Doha, ...pscecbesr. 17,1962,
"HEAD OF DEPARTMENT,

3%



8)

NAME

54

KASSEM & ABDULLAH SONS OF DARVISH FAXHROO.

SECTION: Stores/Accounts

DESIGNATION: Stores Clerk

REFERENCE NO.

ECUIPMENT & TOOLS USED:-

SUPERVISICN:- ( 8 - UP ) Supervised by the Aceountant,

(b~ pown )

WORKING CONDITIONS & IAZALRDS :

DUTIES:

d)

Doha,

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

Posts to Stock Cards all receipts and isswes from S.R.Vs and
S.I.Vs.

Reconeiles the physical inventories with the Stock Cards at
the end of the fiscal period; and reports differences to the
Manager through the Accountent for adjustment.

Carries out other duties such as loecal purchasing etc, as
necessary.,

JDecember.17,. 1962, Approved)

HEAD OF DEPARTMENT.



1)

KASSEM & ABDULLAH SONS OF DARVISH FAKHROO.

NAME Stores/Accounts
SECTION: Shen Sk
DESIGNATION:

REFERENCE NO.

ECUIPMENT & TOOLS USED:-

Supervised by the Accounteant,

SUPERVISION:- ( 8 - UP )

( b - DOVUN )

WORKING COMDITIONS & HAZALDS :

mm :nd maintains Stock Cards for merchandige carried in

b) :o;t: to 8tock Cards all receipts and issues from S.R.Vs and
eleVB,

e) Reconciles the physical inventaries with the Stock Cards at
the end of the fiscal period; and reports differences to the
Manager through the Accountent for adjustment,

d) Carries out other duties such as local purchasing ete, as
necessary,

December 17,
Approved:

HEAD OF DEPARTMENT,

Doha, LI NI N B I BN A 1962.

g3



