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Job Analysis Questionnaire

Purpose and instructions
Dear Colleagues,

The purpose of the questionnaire is to obtain current information on your job based on a review of job duties and
responsibilities.

We need your help to get an accurate description of your job. We are asking you to complete this questionnaire that
asks for information about your job duties. The questionnaire does not ask about your job performance; only what
your job requires you to do.
Your supervisor and manager will also be asked about your job, but they will not be allowed to change your answers.
We appreciate your active participation in this important study. If you have questions, please feel free to ask your
supervisor or division administrator.
Please return this questionnaire to your supervisor.
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IDENTIFICATION = i dallay

Department:. ... ||
YourJobTitlen. ... b gllcall
REPOITING O -

How long have you been in your current position:

......................... dow :_,_e_:)
Number of Employeesin Department...............................
Supervisor's Title:. ...
................................................ 15 tall el I

DIVISION:.....oo :glkaall

Employee ID:.....ooo b gall iy 68y
............................................................... P Y O

mMonths...................... YEAMS...i

...................................... téliaso Gl sl (uabgall 3ac Lo
SUPErVISOr's NamMI€:. ...
.................................................... 1 gl 8y inall ol

POSITION SUMMARY a&aiagll pila

What is the primary purpose of this job? Answer in the space provided. It may be easier to answer this question after

completion of the questionnaire.
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RESPONSIBILITIES / DUTIES dLidgiwall / Glalgll

Describe specific job responsibilities/duties, listing the most important first.
Use a separate statement for each responsibility.

Most positions can be described in 6-8 major responsibility areas.

Combine minor or occasional duties in one last statement.

Each statement should be brief and concise, beginning with an action verb.

Jadl J8YI s o3 Yol deal VI 1531 cdabboll U giumally slgall Cauog sl p -

s g doge JS) dadio dlos slasiul cloy

wwauass U Ol giue A1 oo dl 3 8 daby JS oy e of pSeall oo+
ol 14 30 dlaz 3T (8 dagud Wl gll S5
dodlg 0555 O g dloz S+

LIST MOST IMPORTANT DUTIES FIRST aranl JisUl apahgll alinlgll délun clap

Perform other job-related duties as assigned.
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EDUCATION (aule ill

General Education & Experience 833dl9 Al =il

Education-check the box that best indicates the minimum training/education requirements of this job. (Not necessarily

your education, but the requirements for the job).

laglssty Blszo U5 095 0l §39320] 30 ) s Lol Aol shaall_agsilly ot e Ll Slllazall e (V) dodle s =l
(@b gl 0ig) Wslinall o £l

EDUCATION @l ill

LI High school diploma J adss oglys [ L] Master's degree swzle d>)> O
[ Vocational/technical/Business school
) [J Doctorate degree olygiSs d>)s [
S /S /e midss [
O Some college or associate's (2 year) degree .
E (2 yean) deg O Other 63l O

(0w b giall g8 sgze [

[ Bachelor's degree ol 9l g, O

EXPERIENCE a)isll

Type of experience needed: Please indicate the specific job experience needed. Be sure that the experience stated is what
is actually required by the job, not what is preferred. il iy e g dabgll 00 <15V diglhnll 63l 4S5 eloyy

Check the box which best indicates the minimum amount of experience described above. (Not necessarily your years of
experience, but the requirements for the job.)

Gglhall Olgiudl 3ac 53 liys Olgiw 3ae 0955 Of 1908l 0o Ludg codel 8y9S3all b3l 5o Y1 asdl e (V) dodhe @b <l

dadsgll sy
O Less than 6 months el 1 ge Jél O
(0 6 months but less than 1 year G J] 5a80 1o O
L1 1 year but less than 3 years Olgiuw ¥ Jl diww 30 [
[J 3 but less than 5 Olgiw 0 J] Wlgiw ¥ 00 I
01 5 but less than 7 Olgiw V I Olginw 0 e U
O 7 years plus 351 Olginw V e [

]
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Do you supervise, provide leadership or coordinate the work of other employees on a permanent basis? If yes, then list the

position title(S) and number of employees you supervise, direct or lead.

sacg dasde BLAYL s LIl BUbgll 555 cloyy o DYl GO 3] §uolad Sty ouibogoll pasd Gpuitll ol 83431 ol B89 agiss Jo
o agle 525 ool il gell

1 Yes s
L] No vy
PROBLEM SOLVING G\M<wall -3

How accessible is the information required to solve foMEL 0dn Jod dglhaall Sloghzall Lo
these problems? 10bglzall e Jgaxdl 2o
Information Accessibility Key: Lade Jouasdl Jawdl 0o ()
() Easy to obtain, byl pasy J gl ¢Sy dole daway d>Uio ()
( ) Generally available but some investigation necessary oSyt Ll (39 lasle Jgrazdl wsiall 0o ()
() Difficult to obtain and usually incomplete Lol e gl daole ()

( ) Vague or unavailable

DECISION MAKING  Gljljéll ALail

Are you allowed to make decisions that would commit the division, department, or unit to spend a substantial amount?
of money or other resources? [1 Yes [ No If yes, give examples of range of authorized spending:
Sl o dime @la Gl ey dolsdl Ba gl sl amdll pasy 1315 455 0L ¢l zgame Jo
1 zgaumadl GEYI Hlude o JUs clac] el>  oms SYl a3l YO ams O

Do you serve as a specialist advisor to management with business decisions, which may significantly -wide or departmental

operations or policies and procedures? Ifyes, explain:

dolsdl Olel 215 2lslly Sllasll e 65350 555 O oSaall 0e9 cJamlly dols wlyl5 e Jgiua 8303 Slas] jlisueS Joll ogii Jo
epidl 353 am Dol il 13 S ally

BUDGET ADMINSTRATION aiiljLall &)lal

Are you responsible for developing, monitoring or administering an income and/or expense budget in your Department?
Check the appropriate responses below to indicate the budget related responsibilities.

ol Il ghmo 1 )LVl 0bs] dwliall DYl 5Ll el Tliyla] (5 lag paally GlslpYl )1sly ddlyes oai oe Jyime il Jo

-4 520l
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Expenses Glagjnall | Income GlalpMi

No responsibility for developing or administering a budget
&l 5all 813] ol okad & giune 9295 Y

Gathers facts and figures used to develop a budget
&l sall (3 pazind U1 a8 V19 $laxdl pasy gez oe Jgiume

Processes transactions
Oldesdl Wlely>]

Tracks and reconciles budget activity
Aol juall dniol 48l e

Analyzes variances and prepares status reports
W Jeeg wladsVI Jd=i

Provides forecasts and projections used to develop a budget
&l psall s 3 pasind Il 0Loly8Ylg Il pasy g

Develops and administers a budget

&l 300l 8)lolg nglas

SUPERVISORY SKILLS aialpiVl aljlaall

List the title(s) of employee(s) whom you directly supervise: 16 y0le _sgale Q1Y oty ool pails gall LT 4S5 el
Title Grade/Level Number of Positions
wnathgll udlll wgiwall/aajall wilhgll aac
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Mark true (v) or false (x):

1 Do you activate and follow up supervisory methods plans? ()
2 Do you participate in designing and implementing supervisory plans? )
3 Do you follow up work needs? )
4 Do you follow up implementation procedures to achieve agreed objectives and write down observations

and recommendations?

Do you engage in electing to attend supervisory methods according to training needs?

you encourage some distinguished workers to do supervisory methods?

Do you encourage workers to join higher studies, courses and different supervisory methods?

Do you coordinate with related agencies to participate in professional and performance development?
Do you maintain to deliver practical experiences that improve learning quality and raise workers' level?

- O 00 N O U
A~~~ o~ o~~~
—_— — — — — — —

0 Do you encourage and motivate workers to labor precision and productivity?

2 AU Al slol (x) Uz sl (V)uo dodle pio>

—
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Job Description wnaihgll wangll

QS o 5 )lbegoy "ol ol @l Laud 3985 b lgmdss valalall g lames s Ll bl g sk < adbgll Jaloll el 2] ass
255 0 WSy dgzall ladally dglhell daslly dualsll WMo 5l EiSy tdadsgll Jelis Ly ooy Hl ol=lglly Ologall o5 aog
Ol g ¢0 y)\E
Job Description Josll deuly yols awd )
Josll danbs dglinall Lk gll ©lalglls slgall 11 an
Job Specification dadsgll Jels das gl Olawvlges yols swd .V

dadboll Jelis B o y8lgs Lglhall duasidl Glaally l)lgelly dualall Mo gellg Wl sl @l awdll liag

wnaihgll @ngll daali
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duasildl 8)ygall

Personal photo

Job Description wihgi ulh

N Hy .\l
Position Applied for ... .. ... lad] padsall dadsgll
DAt L. Wl

Personal information &unidll Glagleall

AAATOSS .. :0lgi=ll
Date Of Birth. 23l Z)t
Place Of Birth. 3Nl O
NatON@IIEY .. izl
PRONE INO . 1al)l L8
BNl HELTR OS]
ID/PaSSPOIT NO... ... ol jlg> a3y
Married z 930 Single w3c]  :Marital Status ducloi>Vl dl

female _ui[] male 33 :Gender g gl

Educational Background dlalell GM&gall

24l Ayyli dwjaall /Goalall

Date of Graduation University / School Specialization
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Languages dllll

Speaking diilha Writing &ilis Reading dcljé aladl

Languages

Other Languages (Please Specify)

Computer skills wuwlall Gljlaa

Proficiency 4jlaall

Computer Programs cuwlall 2al g

Training Courses &l jaill alygall

Period diiajll Gjioll Training Place ww1)aill Gan | Training Title  tnujaill palipl
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Work Experience dila<ll Glpall

wnathgll cnawall duwgall Alily
Job Title Company Information

wnathgll cawall duwgall Glily
Job Title Company Information

wnathgll cnawall duwgall Glily
Job Title Company Information




il 5lgall 8)la] lbai
(GlS pinl] réuihig guai Jula)

el iy 5T 3 gy i S Gl algall 25 208
Please explain thoroughly the duties and responsibilities involved in your previous job?

LSy lolawail Kigo dd] prabas sl Lo
What would be your aspirations and hopes if you work at our company?

Health Information duh Glaglea

b y0 Y ol Bllol &l oo il Jo
Do you suffer from any physical disability, hearing or vision impairment? No/y [ Yes/ o= [

Please Specify auogidl 25

4oy Olles Coyzl Jo
Have you undergone a recent surgical operation? No/y [ Yes/ p=3 U

Please Specify auogidl 25
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Check Reference galjall

wilall @g) | wathgll tuawall duwgall @ul

Phone no. Job title Company name

Saadsg o c o dlaYl Col 13 §4S,80L Oglasy sbydl e Jo
Do you have any relatives currently employed at company? If yes, what is the job title/position?
No/y [ Yes / ass [

S lsds Jasll iles Jo
Do you mind working night shifts?
No/y O Yes / o= [

OleVly Jlasll o4l 39 (3lo] g Jasdl @iles Jo
Do you mind working overtime (on weekends and holidays?)
No/y O Yes / o= [

5ol audeg odlel 831l loglmall vy 0ol @ gall Ul 251
I signed below, hereby certify that the foregoing information is correct and may be taken as part of my contract.

B, gl
SIOMATUIC. L &gl
Date of SUDMISSION. ... )l o Fa)6

ols &y b g3l Ll 8 8319l Dloglsall Jalsd
bl 20 830l Olslgins dymoladl 83lgadl (o diunig L3I 6 yudl B8] el )l
Information submitted in the application form is confidential.
Please attach Curriculum vitae, copy of certification degree, and letters of experience
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Basic Staff Names truulwlIl Jasll Giya1 gulalell clawi

Goals Wlaa\l
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Production Description aliilll wng

Number of Estimated days plgall =gy dsd giall LY

Number of Total Hours olebl GJloz!

Realization (§oaill

Represent the % of your time to achieve objectives Glaol 4é cadss Ul C8gll o 7 dygiall dudll Jiay

Technical Performance (niall <\l

Specific service / areas of focus 38531 Gblie / dauaske doas

L dlgdl aclgall Guind cuosdl @ Juolgill cdislall cdids o)l adnsi ¢ gall cdudelal] cdd Mzl ) 35, dole Gblio
General skills of focus (independence, efficiency, delegation, job planning, materiality, appropriate communication
with partner, meets deadlines, etc.)

Firm Support Auwgall @ca

(] o3Vl cdg dmoly Legll cleg il doldl gVl @oy e 8508l cdiols Oleg s ) 5553l Gblio
Areas of focus (special projects, ability to prioritize Projects, aware of others' time, etc.)

Client Relations & Development  j1ghill & <\Mas<ll GléMc

(@bl gl Gloas cedosll 485 & ol >Vl Gluisl ) 38,31 3ol
Areas of focus (gain respect & confidence of clients, cross-selling services, etc.)

\L\
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Firm Development & Marketing (Giquill & awwgall pghi

(30 edlunmn ol Jtot) duclosizM g digall cluasliall s yguas edunesfll o iy ymidl dilSol el il iy oy dusw gl _oakii) 35,3 3lolio
Areas of focus (represent firm in professional manner, knowledgeable of firm services, attend some professional / social
events to represent firm etc.)

Subjective Criteria dicgingall juleall

(-3 e3,8)l puac cglasyl cduigall el gkl 5:5,91 Gblie

Areas of focus (positive attitude, professionalism, innovation, team player, etc.)

General Notes daalc Glhn\a

Signatures Ulsudqill

:Employee / cab ol
:Head of Department /_owdll jusd) :Date /)Wl
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Performance Appraisal Form inaihgll <Ialll @uai 3gai

Name: oYl
Position: :dads o))
Department: o]
Section: g Uadll
Appraised by: 5108 038 sl Jstucall gl
Date: o)
Evaluation Period from - / / to / / / | / / O il 8,28

Reason For Appraisal

Annual: :$sw | Promotion: 43,5 | Quarter app. (G @) el
Probation period: HlasYl 8,8 | Merit: 1 giw B3L)
Unsatisfactory Performance: 1050 5t sl | Other: 1655 Ll

abgalo | yaall pydi abrgall oy

Remarks Manager Rating Employee Rating General Factor

50 100-90 points 5 0 100-90 points slhall gatunlls Josll o)
4 0 90-80 4 0 90-80 Accomplishment of the work according
30 80-70 30 80-70 to the required level

20 70-60 20 70-60

1 0O below 60 1 0O below

5[0 100-90 points 5[0 100-90 points Mo 3l Buslusy mo (gl
4 [ 90-380 4 0 90-380 Cooperation and helping colleagues
30 80-70 30 80-70

20 70-60 20 70-60

1 O below60 1 0O below

5[0 100-90 points 5[0 100-90 points lgodlas e dadlxadls &Sl joMsY
4 [0 90-80 4 [0 90-80 loyalty to the company and preserving
30 80-70 30 80-70 its interests

20 70-60 20 70-60

1 O below 60 1 O below

\i_.\
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dypiull 3)lgall &)lal alki

(@ls pill eadnhig wu)ai Jula)
5[0 100-90 points 50 100-90 points ol Colluls aslgd Llsaul Lle 8,080
4 O 90-380 4 0 90-80 Ability to understand work rules and
30 80-70 30 80-70 procedures
20 70-60 2 0 70-60
1 0O below 60 1 0O below
5[0 100-90 points 5[ 100-90 points doasl 8 plladly ()
4 90-80 4 0 90-80 Regularity and discipline at work
30 80-70 30 80-70
20 70-60 20 70-60
1 0O below 60 1 0O below
50 100-90 points 50 100-90 points Luwdall Olulws dabsly pl52Y)
4 [ 90-80 4 0 90-380 Observing company policies and
30 80-70 30 80-70 systems
20 70-60 20 70-60
1 O below 60 1 0O below
50 100-90 points 50 100-90 points Josll Ggtun rasiy ysht plozall
4 [ 90-80 4 0 90-80 Caring of work improvement and
30 80-70 3 [0 80-70 development
20 70-60 20 70-60
1 0O below 60 1 0O below
5[0 100-90 points 5[0 100-90 points Josdl 3 H8&YIs 8y5Ll)
4 [0 90-80 4 [0 90-80 Initiative and creativity at work
30 80-70 3 [0 80-70
20 70-60 20 70-60
1 0O below 60 1 0O below
50 100-90 points 50 100-90 points Olyl 8l sl Lle 8 ya8)
4 [0 90-80 4 [0 90-80 Ability for taking sound decisions
3 [0 80-70 3 [0 80-70
20 70-60 2 0 70-60
1 0O below 60 1 0O below
5[0 100-90 points 5 [0 100-90 points dosl s ze Lgloally slgizY)
4 [ 90-80 4 [0 90-80 Working hard and responding to work
3 [0 80-70 3 [0 80-70 pressure
20 70-60 20 70-60
1 0O below 60 1 0O below
50 100-90 points 5 0 100-90 points S Lle 8yu8lls g el
4 0 90-80 4 0 90-80 Flexibility and ability for adaptation at
3 [0 80-70 30 80-70 work
20 70-60 20 70-60
1 0O below 60 1 0O below




il 5lgall 8)la] lbai
(GlS pinl] réuihig guai Jula)

5[0 100-90 points 50 100-90 points ol degall (8 dasll o]
4 [ 90-80 4 0 90-380 Accomplishment the work according to
30 80-70 30 80-70 the required time

20 70-60 2 0 70-60

1 0O below 60 1 0O below

50 100-90 points 50 100-90 points dwgadl OSzon e dladloce]
4 [ 90-380 4 0 90-80 Preserving the company properties

30 80-70 30 80-70

20 70-60 20 70-60

1 O below 60 1 0O below

5[0 100-90 points 5[0 100-90 points 4l e 980 Jesdl Lle 8,03
4 [ 90-80 4 0 90-380 Ability to work without supervision

30 80-70 3 [0 80-70

20 70-60 20 70-60

1 O below 60 1 0O below

50 100-90 points 50 100-90 points ST ddg5un Juss Lle 8503l
4 [ 90-380 4 0 90-80 Ability to bear a larger responsibility

30 80-70 3 [0 80-70

20 70-60 20 70-60

1 0O below 60 1 0O below

5[0 100-90 points 5[0 100-90 points &l pl el
4 [ 90-80 4 0 90-80 Respecting others

30 80-70 3 [0 80-70

20 70-60 20 70-60

1 0O below 60 1 0O below

50 100-90 points 50 100-90 points el Ololansly Olgus g5 Juds
4 [ 90-80 4 0 90-80 Accepting directions and criticism of
30 80-70 3 [0 80-70 one's manager

20 70-60 2 0 70-60

1 0O below 60 1 0O below

5[0 100-90 points 50 100-90 points asidl G yatl
4 0 90-80 4 0 90-80 Personal behavior

3 [0 80-70 3 [0 80-70

20 70-60 20 70-60

1 0O below 60 1 0O below

50 100-90 points 50 100-90 points JUEN|
4 0 90-80 4 0 90-380 Appearance

3 [0 80-70 30 80-70

20 70-60 20 70-60

1 0O below 60 1 0O below
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General Evaluation  polell ouaill

Total Scores from 100 v+ + s Gla sl sas oz Performance % «ls3 &gtell dowd)

Recommendation: dangill

Promotion: [ :43,4i Bonus: [J :6:Ls Annual Increase: [ :dgiw 3L

Transfer: [ +,27 ol dlas NolIncrease: [ :3sb3)l oe pyo0 Dismissal: [ :aie sbizzadl

Supervisor's Comments - (Additional comments may be attached)
(adlo] Oladss 335 01 0Say) Sbladl ypuall Gulss

Actions Plans/Training and Development Goals
(If, applicable, summarize any specific projects, performance objectives, or training and development for the next
review period)
rohily oy Blual / Jos Jalas
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I have read and discussed this evaluation with my supervisor and | understand its contents. My signature means that

I have been advised of my performance status and does not necessarily imply that | agree with either the appraisal or
the contents.
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Job Satisfaction Survey wnailhgll lnyl clndiwl gluiwl

The main point of this survey is to find out the extent of your | .duwsell Gadgll cbilo )y gae 45,20 5 83wl 00 (o Buyll
career satisfaction in company/ factory ) dads ol
All your answer will be confidential, expected time is 20 min. o]
Current job L 3ls o35 L c8y)l pas el dsuds
Department oWl
Nature of Job: part time [ Full Time: [
Date:
100% Worlplace &ussgall Josll olio
Company/ factory is a good place to work Jomll dz O o dunw§all
0 0 0 0 0 understand the company/ factory vision denw§oll 435 _ogdl

dunw§oll /S yil) deoledl o)l Lo _agsl
O O U ] ] I'understand the Core values to the company/ factory

dunmoall Blaal dnsye ) Lokl Blusdl
u O u u o My own goals is linked to the company/ factory goals

lglac erlsll Ol lglly ol slall yall asiy
The direct manager notifies me my tasks and duties

0 9ally dikstall Bl | Jg> 393 (A1 I o2 Bbla] e Jgasdl Jgudl 0o
O ] O O O It's easy to get the answers for the questions that are related to employees
policies

Ow)dll Gess L doldl Ol il 33T e
U ] u | U All my suggestions are taken into consideration

EYl e ) dagmall Jasdl B )b ek
U O U ] | Work environment helps me to be productive

b vl G oL =l
| feel that my salary is weak

Shes e 555 Il olylyall 331 asd
O O O ] ] | participate in taking the decisions that affect my work

0 ] 0 0 0 I don't have work pressures Josll (8 bg2o 5 Gud

0 ] 0 0 0 I'have a clear path for career development bl il molg sl 5




dypinll 3)lgall 6)lal gk
(als pirll (néyinig )i Juls)

5% |25% | 50% | 75% | 100% Work place company/factory duwangoll Joell ;l4o

dabgll Glzlos Lalge 2o uileio Labbgll Lawg
u | u u | My job description is related to my duties

dunoall dogs 3405 3 Ko 1595wl Lol ymal
0 0 0 0 0 | feel that I play an important role in achieving the mission of the company /
factor

5% |25% | 50% | 75% | 100% Relationship with Colleagues c1lojll go sl

Josll G358 L Dol 81391 @i
My management encourages the team work

Joslly olil) Gl 4d Loy Golo3e dunwoll slinel
O O O O O The company/factory members are qualified to do the work

Moyl o diags gl Olzlgll dadlios ogdl
u 0 O O O I discuss the job duties with my colleagues

Ayl J 5D duwdall (3 pass JS
U | U ] ] Every individual in the factory/company respects me

5% | 25% | 50% | 75% | 100% Management/department ouwéll /a)ladl

Jasdl 8,13] (8 ielud Ollalu a
u o u u u I have the Authorities which helps me in managing the work

Joslb dolsdl dasdl dudin 6)lsY1 5,3l g ogiy
O | O ] ] All the management members are implementing the business plan

Grwod d>d1 093 (a3l g S dolJl 8oyl G > 38lg3 b
0 0 0 0 0 There is a good Compatibility between my management and the others with
no need for coordination

dunsodall J315 dlall 013 6,331 GllaYb o6 ale Sl ol
0 0 0 0 0 My management is fully aware of other relevant departments within the
company / factory

5% | 25% | 50% | 75% | 100% oondill gud) /psiilsall yiaall

Direct Manager / Department Manager

iy ladss 1z ngdl Of bt
u o u u o I can understand my manager expectations




gl >lgall 6)l3] altai
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Y 89 oo emdy pigy sl )
u | u u u The department manager is concerned with my evaluation from time to time

L Jo Cod 13§ 5085 98 il Gusd )
O ] O ] ] The department manager motivates me when | do good job

gl 58 dltay siluall Oyl
The direct supervisor is considered as a positive role model

P pioge & Jasdl e Blgine
O ] o ] ] The morale of coworkers is greatly appreciated

5% ‘ 25% ‘ 50% ‘ 75% ‘ 100% ‘ Customers cllo<ll
0 0 0 0 0 It's easy to deal with customers Mozl go Jol=dl Jgudl 0
0 ] 0 0 O The customers are chosen carefully dlisy oMzl Hlas! on

Bz £3oxllg ik gall o d8MsI
u | u o u The relation between the employees and customers are good

5% | 25% | 50% | 75% | 100% General Evaluation olell ouaill

0 0 0 0 0 Benefits and compensation are satisfactory dub e wlayg=idlg bl 3l

0 n 0 0O 0 Technical equipment of the place is satisfactory dud e Ol dasdll Wlasadll

0 0 0 0 0 I'm proud of working with the company / factory duwdall (3 Joslly 938 ]

€ dunwdall B 425 s ST 50 Lo o)
1- What do u like the most in the company / factory?




il 5lgall 8)la] lbai
(GlS pinl] réuihig guai Jula)

3ol dogog 3 guog ¥

3-Explain the company / factory vision and mission?

dgoM 893 ubg Sdaoidl 0o Wi Jl glisd il elzVl Lo -2
4-What are the areas that need more development? Explain according to the importance?

Tl Lokl il dgzg oo lade sl LiSiay oS § dunoall 8 lgos ¥ Il elutdl Lo -0
5- What are the things that you don't like in the company/factory?
And how can we overcome them from your own point of view?
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Training Needs Analysis &aiujaill GlalisVl aani pigai

Personal data aunasid] Calibudl

Name: B\
Job: sdauds gl
Department: By ||
Direct Manager: s yolwll ol
Starting Date of Job: :dads o)l GVl 2036

Actual Tasks and Duties Lilea Lgu)loi (il dpwbwdl dxayhagll olgall

What knowledge, skills and attitudes are required to do your job?

Sellas) & glhaall Glylasdly Gleglmalls @l ylgell bo

What would help you to perform your job better?

§ sl diy oy loc (6355 ) dyghall el Lo
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Training Needs (juyadll aluadll

Training courses proposed by priority training requirement o 3331 gLyl &gl 9l uns d> yiiall & yadl wlygll

1. Important and not urgent
2. Important
3. Important and urgent

Manager jia.0ll

Employee alhgall

GIIPE 1E9 pge )
pgo .V
$I9309 pge -V

Course Name &)9all ouuil

Direct Manager: 1y5ledl gl | Employee Name: :abgall ol
Signature: 128941 | Signature: 1293l
Date: 2ol | Date: Ell
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aiujaill ailasll Glaliisl alac] ga Géaill dailé

Before the Training wuyaill &laa Jud

- Send invitations and training schedule 5Sylinal) o yaidl slewsy wilgeal Jlu) o
- Preparation of course materials Clozll 035ladl 343 o
« Prepare Training equipment oyl Wlgal slac) «
- Prepare slides Gl slaef o
- Visit training location to insure convenience 2ol )l sz diez Mo (s oSt oyl O 3L

During the Training wujaill cLii

- Take attendance Gl ypaiVlg Hguasdl (935
« Insure the availability of Over head zlayly uo =l Olgsl slac] go aSWI «
- Evaluate Trainer's capabilitis o)l 82laS aundi o
- Evaluate Trainees response to Trainer Gydall S linall dilocinl Gde o
« Insure that Snacks are of good quality Ol gll 8392 oo aSWI
- Insure that the Training location is qualified oyl O 839> (3o WSWI »

At the end of the Training wu)aill &ilgi pa

- Pass around a list to collect contacts of the 2elgadiy agislics ou)livedl elowl dedls @5 o

trainees Glilg 9g2l dygud o
- Balance out loans sl _a) Il OlgsYl gaz o
- Collect the materials that were not used Oblgdl gjes *
- Distribute certificates L)l B9l _ppli 22395 o
- Distribute the evaluation for the Course Sledl el Jul=ig 8e1,8 ¢
- Read and analyse the final evaluation rodl ool o Wl 81530 )85 @S«
- Write a report to senior management about

the course
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wyaill albalyisl @uéil Jigai
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Training Evaluation &1ujai d)ga @udi J3gai

First: General Information é&olc Jilogleo .IJgI

Name: : p—w)I

Title: 1 gll aumall | Department: 18,1591 / il
. Training Provider: :dolaioll dg=dl

Program Name: 1m0l ol el

Instructor Name: 1ol owl

Training Venue: k=)l o | Training Period: :by9l 8uw | Date: Dl )6

Second: Instructor Evaluation jalaoll ouudi :Lili

120 2 Ju S5 Ju Description gLull
Weak Good Excellent ~ V.Good  Excellent
)9l Sgizme g e 4358
Efficiency of instructor / trainer in explaining course's
topics and delivering information

doasiumall Sluglly o)lailly daio¥l o
Exercises & activities during course

Omzall 2o diglss s
Instructor was cooperative with trainees

eolsdl 2edlgas wyaall slal]
Instructor awareness about the program topics

Jeladl Jle oSyl s Jle oyl 698
Instructor was encouraging participants to interact




dypinll 3)lgall 6)lal gk
(s pinl) eady g vawy)ai Jula)

Third: Training Program Evaluation Zp.u_pill olipdl oussi L

@h  ap jlice  Aan jliea Description gLyl
Weak Good Excellent ~ V.Good  Excellent P J=
doasimall JSluglly ol jupadl
Equipment and facilities used
2ol Glaal §uisd
The objectives of this training session were clear
dudo O dealzll 53kl (G gizmo
The subject/material covered was usefull
2ol ! 8w
Program Duration
Gl oyl oglais (S g
Training Organization level
20l Olse
Training Venue
Telpdl Cudgs
Training Time
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