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Abstract

The following report contains the human resources procedures and policies that have been
developed by HR consultant Ali Abu Rayyan for the Jordan Agency for Enterprise and
Investment Development (JAED).
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Executive Summary

The primary objective of this consultancy is to furnish the human resources advice and support
to JAED that it requires to attract and retain the highly-qualified staff that are a critical factor to
its success
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Chapter 1: Proposed JAED Human Resources Bylaw 2005

1.1. Proposed Organization Chart
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1.2. Employment
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1.3. Work Schedule, Vacations and Official Holidays
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1.4. Overtime Pay
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1.5. Salary Ranges /Scale
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1.6. Jobs Placement and Evaluation
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1.7. Performance Evaluation
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1.8. Annual Raises
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1.9. Promotions
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1.10. Other Incentives
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1.11. Group Health and Life insurance
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1.12. Business Assignments (In-Kingdom)
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1.13. Business Assignments (Out-of-Kingdom)
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1.14. Training and Development
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1.15. Career Path Planning
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1.16. General Appearance
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1.17. Saving Scheme
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1.18. Reprimanding Procedures
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1.19. Termination of Service
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Chapter 2. Job Descriptions ( Managerial Positions)

(i) il 6l1) Al 1) i g1z ALY & 50

2.1 Enterprise and Investment

Job Title : Division Manager : Al e
Dept./Section . Enterprise and Investment Policy padl) /5 pilal)
Reporting To (Title) : JAED CEO : (Aida o) pansa) paibaall J ggesall
No. of Subordinates : 3-7 Staff and Consultants : () o iy
PARTI N
Job Scope (Brief): Lot il g gl g algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board and the Minister of Industry and Trade on enterprise development and
investment related issues. The manager should be able to work with stakeholders to ensure the
achievement of set goals. He/she must be able to manage and motivate a highly qualified team.

PART Il S ¢ 3l
Major Duties & Responsibilities: SOl Ak gl s gad

« Support JAED’s Board, through the resources of the Division, in providing policy advice
to the Minister of Industry and Trade on general enterprise development and investment
related issues;

. Provide objective information on the effectiveness of the impact of JAED’s work;

« Manage and develop a work program to help create the best environment for enterprise
development;

« Provide professional advice and support in the areas of economics, strategic planning,
finance, taxation, enterprise development and the investment climate;

. Develop Jordan’s enterprise and investment policy to foster innovation, entrepreneurship
and competitiveness, and benchmark such policies against international best practice;

« Develop recommendations for the amelioration of business support services, and
institutional reform in corporate governance, research and development, productivity, and
human resources;

. Advise to the government on reforming the business environment and institutions related
to issues such as starting a business, labor regulations, property rights, and financing;
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Provide specialist advice and support in the areas of investment incentives, facilitation
and promotion;

Provide policy advice on how to increase the national benefits accrued from foreign
investments;

Evaluate the current industrial policy, and examine the efficacy of the fiscal incentives
and investment promotion law;

Co-ordinate and encourage operational consistency between the investment agencies;
Interact effectively with officials in relevant ministries and other investment agencies as
well as the private sector;

Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.

PART 111 Gullil) ¢ sl
Contacts: raylaiy
a) Internal dwcgall [ ddagd) Jaa (0

Division Managers, JAED CEO

b) External dwusall [ Ll A (@
Private sector and investment agencies, JAED’s Board and Minister of Industry and Trade
and officials in other relevant ministries

Work Location (%0): ) gall 45 gial) Al
a) Office 75% isal) (i
b) Outside 25% il 7 A (@
PART IV &I A £ 5l
Minimum Job Requirements: FAida o) clthaial S8 aal)
a) Academic: Aalad) il al) (i

First university degree in industrial engineering, business administration, economics or a
related field. Preferably with a higher degree as well.

b) Related Word Experience: ALl cld Apbaal) 3 Al (o
At least 10 years work experience in business development and strategy; with at least 5
years at a senior level in the private sector.

c) Other Skills: A sthall o AY) @l gl (2

Excellent communications skills in both Arabic and English;

Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

Strong project management skills together with excellent analytical and judgement
skills;
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« Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;
. Experienced facilitator.

-

Signature: radsl

Approved by: gale 33
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2.2 Trade Policy

Job Title . Division Manager : bl e
Dept./Section . _Trade Policy : sl /3 i1l
Reporting To (Title) : JAED CEO : (A gl pamua) piilall Jgpanall
No. of Subordinates : 2-5 Staff and Consultants : (23) Ao ydn
PART| Jo¥ £ )
Job Scope (Brief): Al il g paall 5 algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board and the Minister of Industry and Trade on trade issues. The manager
should be able to work with stakeholders to ensure the achievement of set goals. He/she must
be able to manage and motivate a highly qualified team.

PART II SN ¢ 5l
Major Duties & Responsibilities: T(Sla)) ALl gl 5 gad

e Conduct research and provide policy advice regarding trade issues which will enhance
enterprise developments, trade liberalization policies, strategy, and implementation;

o Explore the opportunities for Jordanian enterprises to optimally exploit Jordan’s current
trade arrangements, as well as investigate the potential to develop an institutionalized
dialogue for the private sector to participate in guiding government policy on trade
issues;

e Benchmarking Jordan’s trade policy against international best practice;

e Reviewing existing trade and legislative framework and policies;

o Keep abreast and provide advice to the government of developments in Jordan’s Free
Trade Agreements and the implications for enterprises in Jordan;

o Prepare impact assessments of trade agreements on Jordanian enterprises;

o Coordinate as appropriate with ministries, agencies, and the private sector on trade
development issues;

e Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.
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PART I Gl ¢ )
Contacts: ey
a) Internal dwgall [ daggd) Jaa (0

Division Managers, JAED CEO

b) External dwgall [ gl 7 JA (@
Private sector and investment agencies, JAED’s Board and Minister of Industry and Trade
and officials in other relevant ministries

Work Location (%0): ol gall 45 gial) At
a) Office 75% iisall (i
b) Outside 25% iSall 7 A (@
PART IV 2l ) e 3ad)
Minimum Job Requirements: A ol cldlatad JaY) aal)
a) Academic: dgalad) B sal) (i

First university degree in industrial engineering, business administration, economics or a
related field. Preferably with a higher degree as well.

b) Related Word Experience: :Alal) e Alaal) 3 ) (@
At least 10 years experience in the area of trade and liberalization policy and strategy programs
in the region or in a similar country.

c) Other Skills: Ay glhaall gAY Gl (2

. Excellent communications skills in both Arabic and English;

« Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

« Strong project management skills together with excellent analytical and judgement
skills;

« Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;

« Experienced facilitator.

Signature: ‘sl
Approved by: lgale 33
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2.3 Competitiveness Observatory

Job Title . Division Manager : bl e
Dept./Section : Competitiveness Observatory : ) /3 )
Reporting To (Title) : JAED CEO : (Al gl pamua) piilall Jgpunall
No. of Subordinates : 2-4 Staff and Consultants : () Ao iy
PART| Jo¥) £ )
Job Scope (Brief): Al il g paall 5 algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board, the Minister of Industry and Trade, and the private sector
Competitiveness Council in developing the Competitiveness Observatory to monitor Jordan’s

macro-

and micro-economic competitiveness. The manager should be able to work with

stakeholders to ensure the achievement of set goals. He/she must be able to manage and
motivate a highly qualified team.

PART I A £ 5

Major

PART |

Duties & Responsibilities: TSl Aida gl s gad

Develop the Competitiveness Observatory and develop national surveys which will
provide data on enterprise performance;

Monitor the macro-economic and micro-economic situation of the country and propose
policies for improving the competitiveness of these environments;

Act in the capacity of Secretariat for the private sector based Competitiveness Council;
Identify, analyze, and report on issues affecting the competitiveness of Jordan as a
location for investment and competitiveness factors affecting the domestic enterprises;
Monitor and study Jordan’s competitiveness on the sectoral and governorate levels;
Analyze and benchmark Jordan’s competitiveness against other economies and
international best practice;

Prepare national reports reflecting on competitiveness in the country;

Prepare policy advice on institutions, procedures and government strategies;

Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.

I G ¢ )

Contacts: -eylaly
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a) Internal dwcgall [ ddagd) Jaa (0
Division Managers, JAED CEO

b) External A sall [ Al A (@
Investment agencies, Competitiveness Council, JAED’s Board and Minister of Industry and
Trade and officials in other relevant ministries

Work Location (%0): ) gall 45 gial) Al
a) Office 75% isal) (i
b) Outside 25% il 7 JA (@
PART IV BN s 5
Minimum Job Requirements: :Aid ol clathaial S8 aal)
a) Academic: :Aalad) il ) (§

A university degree in business administration, development, management economics,
international business or a related field. Preferably with a higher degree as well.

b) Related Word Experience: rAlal) < dglaal) 3 ) (@
At least 10 years experience in development, preferably with some in the private sector.

c) Other Skills: A glhal) o AV @l gl (7

« Excellent communications skills in English and Arabic;

« Experienced facilitator;

. Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;

« Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

. Strong project management skills together with excellent analytical and judgement

skills.
Signature: gl
Approved by: gale 33
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2.4 Human Resources

Job Title . Division Manager : bl e
Dept./Section : _Human Resources : sl /3 i1l
Reporting To (Title) : JAED CEO : (A gl pamua) piilall Jgpanall
No. of Subordinates : 1-2 Staff and Consultants : () Ao iy
PART| Jo¥ £ )
Job Scope (Brief): Al il g paall 5 algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board, the Minister of Industry and Trade, and the other investment
corporations in developing sophisticated human resource policies. The manager should be able
to work with stakeholders to ensure the achievement of set goals. He/she must be able to
manage and motivate a highly qualified team.

PART Il S ¢ 3l
Major Duties & Responsibilities: SOl Akl 5 gad

» Develop and implement the human resource policies, strategies and systems at JAED,
including performance management, job analysis, and salary scales;

* Manage human resource issues for the staff at JAED,;

» Coordinate with local and international training centres;

» Develop and implement capacity building programs;

» Spearhead human resource development at JAED and other agencies;

» Provide advise and support on human resource development at the other investment
institutions;

* Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.

PART I Gl ¢ )
Contacts: eNLaty
a) Internal Lwngall [ gl JaNa (i

Division Managers, JAED CEO

b) External dwagall [ gl 7 JA (@
Investment agencies, JAED’s Board and Minister of Industry and Trade and officials in
other relevant ministries.
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Work Location (%0): ) gall 45 gial) Al
a) Office 75% isal) (i
b) Outside 25% il 7 JA (@
PART IV BN s
Minimum Job Requirements: SAid ol clthaial S8y aald)
a) Academic: el il al) (§

A university degree in human resource management, business administration, economics or
a related field.

b) Related Word Experience: rAlal) @ Aglaal) 3 ) (@
At least 10 years experience in the area of human resources, organizational development,
with some experience in the private sector.

¢) Other Skills: Aathall ¢ A g (¢

Excellent communications skills in English and Arabic;

Experienced facilitator;

Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;

Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

Strong project management skills together with excellent analytical and judgement
skills.

Signature: gl

Approved by: gale (381
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2.5 Finance

Job Title : Division Manager : A4k gl pansa
Dept./Section . Finance : sl /3 i1l
Reporting To (Title) : JAED CEO : (Aia o) pacsa) iilaal) (5 3aual)
No. of Subordinates : 1-2 Staff and Consultants : () Ao iy
Job Scope (Brief): o) il g el 9 algall

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board and the Minister of Industry and Trade in managing JAED’s budget as
well as reviewing the budgets of the other investment corporations. The manager should be
able to work with stakeholders to ensure the achievement of set goals. He/she must be able to
manage and motivate a highly qualified team.

PART Il S ¢ 3l
Major Duties & Responsibilities: SOl Akl 5 gad

Manage JAED’s budget and accounts;

Assign and develop JAED’s budgetary needs based on development of the work plan;
Administer the payroll and benefits to the JAED staff;

Manage the procurement procedures;

Prepare year-end accounts;

Audit JAED internally;

Analyze and monitor the budgets of the other investment agencies, and benchmark them
against specific workplans;

e Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.

PART 111 SE ¢ s
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Contacts: ralaly

a) Internal L gall [ ddngd) Jala (0
Division Managers, JAED CEO

b) External dwusall [ Al A (@
Investment agencies, JAED’s Board and Minister of Industry and Trade and officials in
other relevant ministries

Work Location (%0): ) gall 45 gial) Al
a) Office 75% iisal) (i
b) Outside 25% il 7 JA (@
PART IV BN s
Minimum Job Requirements: :Aida ol clathaial S8y aald)
a) Academic: Aalad) il al) (i

A university degree in business administration, management economics, accounting, finance
or a related field.

b) Related Word Experience: rAlal) < Aalaal) 3 ) (@
At least 10 years experience in the accounting or financial sectors.

c) Other Skills: & glhal) ¢ AV @l gl (7
« Excellent communications skills in English and Arabic;
«  Experienced facilitator;
«  Experienced negotiator with donor agencies;
. Strong project management skills together with excellent analytical and judgement

skills.
Signature: ol
Approved by: gale (381
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2.6 Knowledge Management

Job Title . Division Manager : bl e
Dept./Section : Knowledge Management : ) /3 00
Reporting To (Title) : JAED CEO : (A gl pamua) piilall Jgpanall
No. of Subordinates : 1-2 Staff and Consultants : (23) Ao ydn
PART| Jo¥ £ )
Job Scope (Brief): Al il g paall 5 algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board, and the Minister of Industry and Trade to create a comprehensive and
sophisticated knowledge management system. The manager should be able to work with
stakeholders to ensure the achievement of set goals. He/she must be able to manage and
motivate a highly qualified team.

PART Il S ¢ 3l
Major Duties & Responsibilities: SOl Akl 5 gad

* Be responsible for knowledge management within JAED and ensure that information on
enterprise development and trade obtained either by research, dialogue with other
governments or while developing and implementing policies is packaged and made
available for use according to a communication plan (Dissemination of this information will
be done through the communication unit)

e Continually research and identify international and regional best practice for enterprise
development, identifying new trends.

» Develop a unified and systematic business information database.

» Provide library and information services

» Manage systems to support policy analysis

» Manage systems to monitor & evaluate entity performance

* Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.
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PART I Gl ¢ )
Contacts: ey
a) Internal dwgall [ daggd) Jaa (0

Division Managers, JAED CEO

b) External dwgall [ gl 7 JA (@
Investment agencies, JAED’s Board and Minister of Industry and Trade and officials in
other relevant ministries.

Work Location (%0): ol gall 45 gial) At
a) Office 75% iisall (i
b) Outside 25% iSall 7 JA (@
PART IV 2l ) e 3ad)
Minimum Job Requirements: A ol cldlatad JaY) aal)
a) Academic: dgalad) B sal) (i

A university degree in business administration, management, economics, international
business, information systems or a related field.

b) Related Word Experience: :Alal) e Alaal) 3 ) (@
At least 10 years experience in the areas of knowledge management, enterprise and
investments, and information systems.

c) Other Skills: & slhal) o AV @l gl (7

« Excellent communications skills in English and Arabic;

« Experienced facilitator;

. Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;

. Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

. Strong project management skills together with excellent analytical and judgement

skills.
Signature: gl
Approved by: gale (381
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2.7 Communications

Job Title . Division Manager : bl e
Dept./Section :  Communications Division : sl /3 ydhal)
Reporting To (Title) : JAED CEO : (A gl pamua) piilall Jgpanall
No. of Subordinates : 1-2 Staff and Consultants : () Ao iy
PART| Jo¥) £ )
Job Scope (Brief): Al il g paall 5 algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board, the Minister of Industry and Trade, and the other investment
corporations in developing sophisticated communications and public relations campaigns
regarding investment related issues. The manager should be able to work with stakeholders to
ensure the achievement of set goals. He/she must be able to manage and motivate a highly
qualified team.

PART II SN ¢ 5l
Major Duties & Responsibilities: T(Sla)) ALl gl 5 gad

» Develop and implement the human resource policies, strategies and systems at JAED,
including performance management, job analysis, and salary scales;

* Manage human resource issues for the staff at JAED;

» Coordinate with local and international training centres;

» Develop and implement capacity building programs;

» Spearhead human resource development at JAED and other agencies;

* Provide advise and support on human resource development at the other investment
institutions;

* Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.

PART 111 SEl ¢ s
Contacts: alaiy
a) Internal Lwasal) [ Aig) JaNa (i

Division Managers, JAED CEO

b) External dwgall [ dgd 7 JA (@
Investment agencies, JAED’s Board and Minister of Industry and Trade and officials in
other relevant ministries.
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Work Location (%0): ) gall 45 gial) Al
a) Office 75% isal) (i
b) Outside 25% il 7 JA (@
PART IV BN s
Minimum Job Requirements: SAid ol clthaial S8y aald)
a) Academic: el il al) (§

A university degree in human resource management, business administration, economics or
a related field.

b) Related Word Experience: rAlal) @ Aglaal) 3 ) (@
At least 10 years experience in the area of human resources, organizational development,
with some experience in the private sector.

¢) Other Skills: Aathall ¢ A g (¢

Excellent communications skills in English and Arabic;

Experienced facilitator;

Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;

Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

Strong project management skills together with excellent analytical and judgement
skills.

Signature: gl

Approved by: gale 38
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2.8 Coordination and Evaluation

Job Title : Division Manager : bl e
Dept./Section : Coordination and Evaluation : sl /3 ydhal)
Reporting To (Title) : JAED CEO : (A gl pamua) piilall Jgpanall
No. of Subordinates . 1-4 Staff and Consultants : () Ao iy
PART| Jo¥ £ )
Job Scope (Brief): Al il g paall 5 algeal)

The Division Manager should be able to manage and utilize the Division and its resources to
support JAED’s Board and the Minister of Industry and Trade to coordinate and facilitate
communication channels between the various investment agencies. The manager should be
able to work with stakeholders to ensure the achievement of set goals. He/she must be able to
manage and motivate a highly qualified team.

PART Il S ¢ 3l
Major Duties & Responsibilities: SOl Akl 5 gad

e Coordinate and facilitate communication channels between the various investment
agencies;

e Monitor and carry out periodic evaluations of the work programs of these agencies and
provide recommendations to the Minister to align objectives;

e Carry out periodic evaluations on, and monitoring of, the performance of the investment
corporations and programs being undertaken by them in accordance with the
requirements of the law establishing JAED;

e Develop recommendations, when appropriate, on amendments to existing legislation or
actions to be taken under existing legislation which would improve the delivery of an
efficient and effective enterprise development framework;

e Coordinate with other Ministries, agencies and stakeholders on enterprise policy issues.

e Manage and develop the staff and resources of the Division to ensure the effective
implementation of the work program.

PART 111 SIE ¢ 5o
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Contacts: ralaly

a) Internal dwcgall [ ddngd) Jala (0
Division Managers, JAED CEO

b) External dwusall [ Ll A (@
Private sector and investment agencies, JAED’s Board and Minister of Industry and Trade
and officials in other relevant ministries

Work Location (%0): ) gall 45 gial) Al
a) Office 75% iisal) (i
b) Outside 25% il 7 A (@
PART IV BN s
Minimum Job Requirements: :Aida ol clathaial S8y aald)
a) Academic: Aalad) il al) (i

First university degree in business administration, marketing, management economies,
international business or a related field. Preferably with a higher degree as well.

b) Related Word Experience: rAlal) < Aalaal) 3 ) (@
At least 10 years experience, with 5 at the senior management level.

c) Other Skills: & glhal) o AV @l gl (7

. Excellent communications skills in both Arabic and English;

« Strong leadership skills and experience in managing and motivating a team of highly
qualified staff and external consultants;

. Strong project management skills together with excellent analytical and judgement
skills;

« Ability to work with a wide range of stakeholders to ensure the achievement of
objectives;

« Experienced facilitator.

Signature: gl

Approved by: gale (380
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APPENDIX 1 Scope of Work

I. Specific Challenges Addressed by this Consultancy
In 2001, upon the recommendation of the Economic Consultative Council, H.M. King Abdullah
Il appointed an Investment Task Force to consider options for refocusing Jordan’s investment
and trade promotion activities and for restructuring the entities charged with carrying out those
activities. The Task Force commissioned a study to examine international best practices in this
field and considered successful organizational models already functioning in Costa Rica,
Malaysia, Ireland, and Singapore. These organizations all shared several common features,
including a prominent role for the private sector in establishing policies and strategies,
considerable autonomy from Government, and the ability to adopt private-sector management
techniques. They also tend to coordinate functions, operations, and messages across a diverse
group of entities responsible for different aspects of trade and investment promotion. The Task
Force recommended the Irish Forfas model as that best suited to Jordan’s needs. In turn, an
Investment Committee was appointed to develop a plan for rapid and effective implementation
of the Forfas model in Jordan.
In mid-2002, with extensive support from the AMIR Program, the Investment Committee
submitted that plan, together with supporting draft legislation, to Government. The plan, which
calls for substantial reform of the Jordan Export Development and Commercial Centers
Corporation (JEDCO) and the Jordan Investment Board (JIB), as well as the creation of a new
entity, the Jordan Authority for Enterprise Development (JAED), promises great improvement
in Jordan’s investment promotion and enterprise development effort. This plan was approved
by the Minister of Industry & Trade; endorsed by the Cabinet of Ministers, the Prime Minister,
and H.M. King Abdullah I1; and passed into law.
On December 4, 2004, the Council of Ministers appointed a Board of Directors and Chief
Executive Officer (CEO) for JAED. Thus, it is important to have specialized human resources
support as JAED will be approving its personnel bylaw and commencing its recruiting process
to hire its management and staff.
I1. Objective of this Consultancy
The primary objective of this consultancy is to furnish the human resources advice and support
to JAED that it requires to attract and retain the highly-qualified staff that are a critical factor to
its success.
I11. Specific Tasks of the Consultant
Under this Scope of Work, the Consultant(s) shall perform, but not be limited to, the tasks
specified under the following categories.
A. Background Reading Related to Understanding the Work and its Context
The Consultant(s) shall read, but is not limited to, relevant sections of the following materials to
understand fully the work specified under this consultancy.

=  AMIR Program. “A Sustainable Institutional Framework for Investment Promotion and Enterprise Development

in Jordan” (June 2002)
= “Interim Law No.(71) for the Year 2003: Law for Investment Climate and Enterprise Development,” Official
Gazette No. 4606 (16 June 2003)

= Draft JAED personnel bylaw.
=  AMIR 2.0 Technical Proposal

B. Background Interviews Related to Understanding the Work and its Context
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The Consultants shall contact personally, by e-mail, or by telephone the following individuals
in order to fully understand the work specified under this consultancy.

= Yusuf Mansur, CEO, JAED

=  Brad Fusco, ECI Component Manager, AMIR Program

= Mohamad Al-Ississ, Investment Promotion Subcomponent Manager, AMIR Program

= Jamal Al-Jabiri, Project Management Specialist, U.S. Agency for International Development
C. Tasks Related to Achieving the Consultancy's Objectives
The Consultants shall use his or her education, considerable experience, and additional
understanding gleaned from the tasks specified in A. and B. to accomplishing the following.
The consultant(s) shall support the JAED CEO in furnishing human resources advice and

support which should include (but not be limited) the following.

Updating the salary scale and performance incentives for the JAED personnel bylaw based on competitive rates
present in the market, according to recognized benchmark(s).

= Developing the instructions under JAED personnel bylaw and recommending the best practices (especially
performance incentives) that may be incorporated to enhance JAED’s competitiveness in attracting and retaining
high-caliber staff.

= Developing job descriptions, advertisements, and procedures for recruiting JAED management and staff in close
cooperation with JAED’s management.

= Supporting JAED’s Human Resources division in establishing human resources policies, procedures, and
systems at JAED that reflect best practices.

= |dentifying the needs and building the capacity of JAED’s human resource function.
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APPENDIX 2. Human Resources Bylaw for the JAED Institutions
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APPENDIX 3. Employment Contract
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APPENDIX 4. JAED Selection Process
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A
Initial CV’s screening

Kept on file
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) &

Does the applicant
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No

Deletion
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Second screening

“B” Group
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A 4

Deletion

“B” Group

First interview by the Committee

“A” Group
3 Finalists to CEO

A
Second interview by CEO

A 4

Kept on file

“B” Group

“A” candidate for

Board’s approval
v

Board’s approval

A 4
HR procedures on employee

— Department
AMIH

A

P

Kept on file

Employment

Employment information to

Y

Finance




Human Resources Support to JAED

Final

JAED: Initial Policy Division Managers CV’s Screening

Name Age
Guide (30-45)
1. Eligibility
Criteria “Yes” (Eligible) “No” (Not Eligible)
Jordanian national o o
Arabic, English and Computer fluency a a
Minimum education a a
Number of years experience > 5 o o
Number of years relevant experience > 3 i o
2. Selection
Criteria Score* Notes
Leadership and management 1 2 3
Policy related experience 1 2
Exposure to public and private sectors 1 2 3
Analytical skills 1 2 3
Diversity of Experience 1 2 3
Total (out of 15)
*1:Poor 2:Good 3:Very Good
3. Direction
Experience “yas” “No”
International business exposure o O
Small and Medium Enterprise development O O
Trade agreements o O
Sector (industry) exposure O O

4. Other Comments

Guide*: A:12-15 B:9-11

C: 8 and under

AMIR Program
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APPENDIX 5. Employee Performance Appraisal

5.1 Form “A” Group | & Il Employees

NAME: DEPARTMENT:
TITLE: SECTION:

SERVICE DATE: / / APPRAISER’S NAME:
EVALUATION DATE: / / APPRAISER’S TITLE:

PART |I. PERFORMANCE FACTORS

Rating: 1 = Poor; 5 = Outstanding; N/A = Not applicable
(Please refer to performance rating definitions at the end of this document for further details)

1. Job Knowledge [

Rating N/A
a) Understands job duties and responsibilities ] ]
b) Has necessary skills and knowledge (] ]
c) Uses technology effectively as a tool (] ]
d) Knows department vision and task (] ]
e) Continuously gains experience (] ]

2. Dependability [

Rating N/A
a) Meets commitments ] ]
b) Works independently ] ]
c) Accepts accountability (] ]
d) Meets deadlines (] ]
e) Remains focused under pressure ] ]
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3. Productivity ||

Rating N/A
a) Manages workload effectively ] ]
b) Accepts additional responsibilities (] ]
c) Manages priorities effectively (] ]
d) Develops and follows work procedures ] ]
e) Maximizes output ] ]
4. Team Player Skills []
Rating N/A
a) Promotes commitment ] ]
b) Prevents and resolves problems (] ]
c) Cooperates with others (] ]
d) Is flexible and open-minded (] ]
e) Promotes mutual respect among team ] ]
members
5. Problem Solving Skills ]
Rating N/A
a) Anticipates and prevents problems (] ]
b) Defines cause/root of problems ] ]
c) Overcomes obstacles ] ]
d) Generates alternative solutions (] ]
e) Solves problems (] ]
6. Quality of Work [
Rating N/A
a) Submits accurate work ] ]
b) Supports policies that promote quality (] ]
c¢) Monitors quality levels (] ]
d) Is attentive to details ] ]
e) Makes quality improvements ] ]

AMIR Program



Human Resources Support to JAED

Final

7. Communication | |

a) Listens effectively

b) Responds clearly and directly

¢) Communicates clearly verbally
d) Communicates clearly in writing

e) Handles information flow effectively

8. Creativity [ |

a) Comes up with new concepts

b) Utilizes up-to-date job related technology and

information (Gate-keeper)
c) Is able to change/improve work procedures

d) Suggests new ideas and new approaches for

implementation
e) Takes initiative

9. Attitude/Loyalty |

a) Accepts criticism

b) Is well-accepted among others

¢) Is open and honest

d) Promotes organization mission and vision

e) Always works for the best interests of the
organization

Rating

[]

I

Rating

[]

N N Y I B B

Rating

[]

I R N R

N/A

N I B O O

N/A

N N O O

N/A

N I O O
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10. Organization and Planning (for managerial positions) [ |

Rating
a) Establishes priorities ]
b) Plans and manages resources (]
c) Empowers staff with what is required to (]
perform tasks properly
d) Coordinates and cooperates with others (]
e) Forecasts annual budget and monitors its (]

application

PART Il. PERFORMANCE SUMMARY
1. Overall Performance Rating based on above:

2. Last Performance Rating if available:
3. Comparison with last performance (if any)

a) Significant improvement
b) Slight improvement
c¢) No change

d) Decline in improvement

PART I1l. OTHER RELATED TOPICS

1. Major goals for next year:

a)

I R N

N/A

OO0 OOk

b)

c)

AMIR Program
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2. Suggested development activities

a) Seminars and courses in organization’s development certification programs, workshops,
and conferences

b) On-the-job assignments: job rotation, task force, special/acting assignments and
secondment:

c) Training/development (use above to specify what is required):

3. Employee’s comments:

AMIR Program 3
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4. Appraisal’s Comments (as a result of an open discussion):

EMPLOYEE’S SIGNATURE:

APPRAISER’S SIGNATURE:

CEOQO’S SIGNATURE

DATE: / /
DATE: / /
DATE: / /

Definition of Performance Rating/Levels:

Level/Rating

1. Exceptional/Outstanding

2. Exceeds expectations /Very good

3. Always meets expectations/Good

4. Sometimes meets expectations/Satisfactory

5. Seldom meets expectations /unsatisfactory

Definition

Unique, outstanding accomplishments
Cleary above requirements

Meets job requirements consistently
Sometimes acceptable, needs improvement

Does not meet minimum job requirements
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APPENDIX 6. Job Description Form
g ."!.ﬁ\ b ﬂ‘

JoB DESCRIPTION
Job Title Wbl e
Dept./Section pdl) /3 ALY
Reporting To (Title) (Aida o) pansa) pailaall J ggesall
No. of Subordinates () o iy
PARTI N
Job Scope (Brief): L) i g el g algeal)
PART 11 SE £ 5al)

Major Duties & Responsibilities:

(laet) Al gl (5 gad
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PART 111

Contacts:

a) Internal

Work Location (%0):

a) Office
b) Outside

PART IV
Minimum Job Requirements:

a) Academic:

Gallil) ¢ jad
saylaty

dwcgall [ ddagd) Jaa (0

) gall 4y glal) dpadl)

igall (i
i) z A (@

) e )
A ol cldlaial JaY) aald)

Aalad) il al) (i

Signature: @il
Approved by: lgale 33
78
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APPENDIX 7. Proposed JAED Salary Ranges/Scale

I. Objective

Propose a salary scale whereby JAED will be able to attract and retain qualified personnel to
accomplish business objectives in an efficient manner.

Il. Criteria

1. 2001 local market averages are being used as a guide, including admin, clerical,
professional and management positions. Monthly pay includes one or two months pay
(if any) over and above basic salary. Average pay has been used as a basis for
determining the proposed JAED mid-points in order to establish grade ranges (minima
and maxima).

2. Proposed JAED midpoints are compared with 2003 proposed ASEZA
midpoints/averages, and 2004 local market averages for the same positions.

3. The following factors are applied to mid-points, as a guide, to determine both minima
and maxima of grade ranges; +20%

4. Comparisons with 2003 ASEZA averages/midpoints and 2004 local market averages are
shown in sections IV and V below:

I11. Proposed JAED Salary Ranges/Scale (JD’s/month)

Group Grade Level | Min Mid-Point Max
1 D-I 1 2050 2550 3050
D-I1 2 1675 2100 2525
D-I11 3 1350 1700 2050
2 M-I 4 1100 1375 1650
M-Il 5 825 1025 1225
M-I11 6 625 775 925
3 Pr-I 7 525 650 775
Pr-11 8 400 500 625
Pr-111 9 300 375 475
4 St-I 10 250 325 425
St-11 11 225 275 325
St-111 12 175 225 275

AMIR Program 9



Human Resources Support to JAED Final

Note:
Group I: Represents different levels of Directors who manage the JAED Divisions.

Group I1: Represents senior professionals/managers who supervise the professional staff in the
JAED Divisions, and are the layer directly beneath the Division Directors.

Group I11: Represents JAED’s professional staff, i.e. analysts, economists, engineers, public
relations officers, accountants, etc.

Group IV: Represents the support staff i.e. administrative and clerical services, drivers, etc.

Normally a “Deputy” is a Group I, D-I position. The Deputy oversees the work of several
Divisions (and may well directly manage a Division as well). His/her pay level is 10% higher
than that of the ordinary Division Directors. The CEO’s pay is 15% higher than the Deputy’s

pay.

IVV. Comparison of proposed JAED scale with 2003 ASEZA and 2004 local averages

Proposed JAED Scale Market -04 | ASEZA Scale-03

Group | Grade Level | Min Mid-Point | Max Mid-Point Min Mid-Point Max
1 D-1 1 2,050 2,550 3,050 3,050 1,750 | 2,275 2,800
D-II 2 1,675 2,100 2,525 2,625 1,350 | 1,775 2,200
D-Ill 3 1,350 1,700 2,050 2,075 1,050 | 1,400 1,750
2 M-I 4 1,100 1,375 1,650 1,525 800 1,075 1,350
M-II 5 825 1,025 1,225 1,325 650 850 1,050

M-II1 6 625 775 925 1,100 550 700 850

3 Pr-1 7 525 650 775 725 450 600 750

Pr-11 8 400 500 625 575 400 500 600

Pr-111 9 300 375 475 425 350 450 550

4* St-1 10 250 325 425 375 300 400 500

St-11 11 225 275 325 350 250 325 400

St-111 12 175 225 275 300 150 225 300

* Pay for “Group 4” JAED employees who are new recruits is lower than the old timers’ pay
inherited by ASEZA from the Agaba municipality
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V. Midpoints comparison of JAED vs. ASEZA-03 and local market-04

3500

Market-04

3000

2500

Proposed
JAED,

2000

1500 A

Monthly Salary JD

1000 A

500 -

.
. ¢ ASEZA-03
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