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DANA
Job Details
Position Title Movcon Administrator
Direct Supervisor Asset Protection Manager
Department Asset Protection

Job Location Khormor — Qader Karam

Ref: MA/A/AUG/20

Job Summary and Scope of Responsibilities

MAJOR FUNCTIONS

To work as part of the MOVCON Team and oversee and control all MOVCON tasks: including the processing of
leave & residency applications, production of ID cards, visitor notifications, gates passes.

Be able to produce a detailed weekly & monthly intelligence report on PowerPoint utilising the intelyse
intelligence platform and other media platforms.

Responsible for producing the KM security daily movement schedule.

Able to use Radio and Track 24 when monitoring tasks including maintaining communications during
emergency situations.

Reports to the Asset Protection Manager

Primary Duties and Responsibilities

ESSENCIAL FUNCTIONS

Work Processing Activities

1. Updates the emergency contact list of personnel on a daily basis to ensure the correct response personnel
details are correct.

2. Be able to produce an in-depth security incident data report on a weekly and monthly PowerPoint
presentation by using all available resources — including the intelyse intelligence platform and media and
social media channels.

3. Coordinates with all departments on during musters and emergencies relaying messages to all the relevant
personalities including checking the badging system for missing personnel.

4. Acts as a Watch keeper (when required) and records all movements from the (MET) Mobile Escort Teams.
This includes management of communications system and management of all radio traffic, routine and
during emergency situations.

5. Monitors the Track 24 integrated navigation, tracking and alarm system.

6. Records all MET Teams movements on the tracking Data Base.

7. Maintains communications with the camp main gate and monitors all access control issues related to this
location.

8. Confirms movement requests and allocates the Security MET & PET Teams tasking on a daily basis.

9. Responsible for ensuring all ex-pats travel request forms are processed in a correct and timely manner to
ensure the travel movements of all travelers are correct.

10. Liaises with Erbil and Sulaymaniyah offices to arrange hotel accommodation as and when required by

Crescent employees.

11. Coordinates with the Travel department (Sharjah) for generating all personnel flight tickets in order to
record information on the daily task sheet. (This includes consolidating all Leave Request Forms for
Application).

12. Scrutinizes all leave applications (Travel Request Forms) and forwards to Sharjah for initial flight bookings.
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DANA

Fa—

13. Receives initial flight bookings from Sharjah and communicates with personnel traveling.

14. Finalizes flights after consultation between Sharjah and personnel.

15. Initiates and monitors all Clients and CPDG staff residency applications.

16. Maintains close communication with the Sulaymaniyah and Erbil Offices.

17. Generates ID/Cards for all the CPDG staff and Clients and ensure that all ID/Card paperwork has been
produced and delivered correctly.

18. Generates Vehicle Passes for all CPDG Vehicles.

19. Controls the entry and exit system into the Main Office complex.

20. Coordinates new employees (Local and Expatriate) visits to the Asaish for clearance at the Local QK Police
Station.

Reporting and Communication
e Reports to the Asset Protection Manager on all issues relating to Security and movement concerns.
e Exhibits and maintains excellent working relationships with all Crescent staff.

Continuous Improvement of Position
e Continues to develop own professional expertise through optimizing on-the-job training and

Fa—

DANA:

Special Requirements and Conditions

Competencies/Knowledge, Skills and Abilities

Core Competencies

Behavioral Competencies

Functional Competencies

e Good organizational and
planning skills

learning
o Knowledge sharing

o Excellent communication skills.
e Commitment to continuous

e Very good team player

o Well-rounded interpersonal skills

o Ability to demonstrate honesty,
and confidentiality

o Flexibility

o Alertness and attention to details

o Excellent computer skills (MS
Office Suite)

e Must be confident in excel
being able to manage and
generate Spreadsheets

® Knowledge of mobile security

o Ability to meet deadlines

o Ability to work under stress

e Previous security operations.

o High level of word processing
skills.

e Computer literate.

operations.
e Report writing.
e English Language proficiency

completing an internationally recognised security management qualification. o Analytical thinking

Decision—-making Authority

Working and Other Reporting Relationships . .
Please submit your CV to our office addresses as below, no later than

3 September 2020:

Asset Protection Manager — Crescent Frequent/daily

1- Erbil, Gulan Park Tower, Floor 5.
2- Sulaymaniyah, Qaiwan Tower, Floor 16™.

Supervisory Responsibility

Supervises and assists the KM Watchkeeper when required OR

e-Mail it to us at: jobs_cpdg@crescent.ae (Kindly mention in the
Subject of your E-mail the Job title and Job reference which is Movcon
Administrator, Ref: MA/A/AUG/20)

Minimum Educational, Technical Qualifications/Certifications Required

Bachelor’s degree in any field

Minimum Professional Experience Required

Minimum of 2 years of Security operations experience.

Proficient in the use of all word processing applications — Excel, Word & PowerPoint.

Previous experience of mobile escort team operations.

Have previous knowledge of vehicle tracking systems (Track 24) and their functions and capabilities.
Thorough knowledge of English - reading, writing and speaking.
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