TORs for the post of Assistant Manager (Industries)
· The officer will assist Manager (Industries) in all matters related to industries section covering but not limited to the following functions;

· Preparation of concept paper, project documents like PC-1/2/3/4, approval documentation, TORs, bid documents, advertisement, pre-bid conferences, Technical and Financial bids opening and Evaluation.

· Preparation of all presentations & recording & circulation of Minutes of the various meetings.

· Examination & Checking of reports / assignments submitted by the Consultants.

· Visit to the project sites when required and report to ascertain physical progress & issues.
· Processing of all bills for payment to Finance Department.
· Preparation & supervision of up-to-date record of project accounts and related reports.

· Any other assignment(s) given by Manager Industries/FDA.
