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Job Description

Position Title: Commercial Officer

Reports to: Manager Commercial

Principal Accountabilities:

* To be involved in the preparation of tender notice for advertisement.

« To prepare technical specifications and clauses of contracts for stakeholders.

* Toprepare and compile tenders and offers for the Tender and Quotation committees.
*  To monitor the work of external contractors in Terminal Building.

« To liaise with Stakeholders for allocations of space and additional facilities.

« Tofile and safe keep tenders and documents in a systematic manner.

* To attend Terminal Users Committee.

e To deal with enquiries/ complaints from stakeholders.

* To make arrangements for passengers using the VIP Lounge

+ To be responsible for the collection/ monitoring of monthly sales of commercial
activities at the airport and reporting to the Manager.

« To be accountable for the monitor the leasing of all office space in the Terminal
Building and Office Lease Agreements.

» To assist the Manager in developing new business opportunities
* To prepare budget and business updates for the section.

* To perform any other cognate duties as may be assigned

Required Minimum Qualification and Experience

» Degree in marketing/commercial management or any acceptable qualification.
« At least 3 years’ experience in the commercial/marketing field.
* Knowledge in drafting of contracts and tenders
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