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Job Title

Junior Accountant (Accounts Payable)

Work Location

Erbil Office

Application Closing date

7 Days from the date of this announcement

Additional Details and requirements

Job Summary:

and reconcile the vendors’ SOA.

Reconcile invoices with purchase orders and delivery note, including booking entries against appropriate projects
and cost codes in the accounting system in a timely and precise manner

Prepare monthly reports as well as month-end and year-end closing processes.

Follow up invoicing with domestic and international suppliers. Communicate effectively internally and with suppliers

Actively follow up pending issues and perform any other duties and tasks as required.

Required Qualifications & Experience:

BSc. degree in Accounting / Economics / Business
Strong computer skills in Excel and general computer literacy and typing skills.
Excellent command of written and spoken English.
1-4 years relevant experience. Oil and Gas or International experience is a plus.

Notes for interested Candidates

Please submit your application by visiting our website (https://dno.easycruit.com)

DNO Iraq AS

dno.no

Empire Business Complex, Building C2, Floor 3, Erbil, Kurdistan Region of Iraq
Org. no 988 714 526 Office +964 66 252 9950/ +47 22 01 56 64/6 65
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Job Title

HR Administrator (Recruitment)

Work Location

Erbil Office

Additional Details and requirements

Responsibilities for:

Business related Degree
+3 year experience in HR roles (oil and gas experience preferred)
Strong communication skills

Fluency in English language and Arabic is a plus.
Ability to fluently write in Kurdish and Arabic
Good interpersonal skills — able to gain trust and respect of all staff
Advanced computer skills (Word, Excel, PowerPoint).
Ability to gather, analyze and summarize HR data
Ability to work calmly under pressure, and prioritise work requirements.
Knowledge of Iraq Labour Code essential
Regular site visits are required

e Creating job advertisements (EasyCruit, Mayor Office, Newspaper, Mselect, LinkedIn)

e CV screening and shortlisting

e Correspondents and official letters with Mayor offices and other entities that we deal with in
regard to recruitment

e Conducting interviews

HR Policies & Procedures / HR Processes:

e Become knowledgeable about and a ‘go to’ person when Production / Field managers and
staff have a query on HR policies & procedures.

e Learn all HR processes and become responsible for the administration of them within DNO
Kurdistan — from recruitment to termination.

e Assist in the recruitment and selection process — conducting shortlisting and interviews with
managers when appropriate. Contributing to the selection decision.

e Assist HR Officer with all aspects of his/her role, learning that role and developing the skills
and experience to become professional.

e Assist in maintaining accurate job descriptions

Please visit our website to read more on the job details.

Required Qualifications & Experience:

Notes for interested Candidates

Please submit your application by visiting our website (https://dno.easycruit.com)

DNO Iraq AS

dno.no

Empire Business Complex, Building C2, Floor 3, Erbil, Kurdistan Region of Iraq
Org. no 988 714 526 Office +964 66 252 9950/ +47 22 01 56 64/6 65

DNO

EST-1971

Job Title

HR Administrator (Admin)

Work Location

Erbil Office

Additional Details and requirements

management.

MNR as required.

HR System:

Business related Degree
+3 year experience in HR roles (oil and gas experience preferred)
Strong communication skills

Fluency in English language and Arabic is a plus.
Ability to fluently write in Kurdish and Arabic
Good interpersonal skills — able to gain trust and respect of all staff
Advanced computer skills (Word, Excel, PowerPoint).
Ability to gather, analyze and summarize HR data
Ability to work calmly under pressure, and prioritise work requirements.
Knowledge of Iraq Labour Code essential
Regular site visits are required

Job Summary: Responsibility for collection, inputting and occasional analysis of confidential staff
data and personal information. Develop an in-depth understanding and appreciation of the
purpose behind DNO’s HR policies and procedures. Develop a good relationship with managers
and employees. As required, to assist in the administration of recruitment, performance
management (PDP’s), HRMS inputting / updating, as well as dealing with HR related
correspondence and data gathering. Prepare presentation material on HR topics — eg on staff
turnover, training attendance, absence monitoring, recruitment progress, etc. Work closely with
HR colleagues in Kurdistan, the Regional Office and Corporate Office to gain an in-depth
knowledge and understanding of DNO philosophy and intentions for all aspects of people

HR Policies & Procedures / HR Processes:

e Become knowledgeable about and a ‘go to’ person when managers or staff have a query
on HR policies & procedures.
e Learn all HR processes and become responsible for the administration of them within
DNO Kurdistan — from recruitment to termination.
e Prepare data in suitable format for submission to Kurdistan Management, Head Office or

e Responsible for timely and accurate HR inputs to HRMS and MNR portal.
e Provide relevant regular and ad hoc analysis and commentary from the HR data

Required Qualifications & Experience:

Notes for interested Candidates

Please submit your application by visiting our website (https://dno.easycruit.com)

DNO Iraq AS

dno.no

Empire Business Complex, Building C2, Floor 3, Erbil, Kurdistan Region of Iraq
Org. no 988 714 526 Office +964 66 252 9950/ +47 22 01 56 64/6 65
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