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corporate Policy оп Еmрlоуее Roles and Responsibilitieý

l. Introduction

Transoil-croup ofCompanies ("TOGC") recognizes the impol1ance ofclearly defining employce roles
апd responsibilities 1о ensure ап efficient and weI1-organized wоrk environment, which is essential forthe
effective lunctioninв ofthe subsidiary team and the coinpany's success, This pojicy establishes а с]еаr

framework fоr task distribution, employee accountability, and productivity епhапсеmеп1, While alSo
епSuгiпg alignment With organizational objecliveS,

2. commitment to employee rоlеs and lesponýibililieý

We acknowledge оur responsibility to clear]y define roles 1Ы each position within the соmрапу and the

subsidiary, promote individual and col]ective responsibilities, improve collaboration and еГfiсiспсу within
teamS, and prevent очеrlарs or omissionS in responsibilities,

З. Кеу рriпсiрlеs:

а) clear rоlе definition: each employee must have а well-defined set оГ duties, specified in а job
description оr similaг dосumепt, along with the expectations associated Wirh thеiг position,

Ь) Individшal and collective reýponsibiliт: each employee is responsible fог t'ulfilling assigned tasks,

meeting dead]ines and established Standards, and contributing to the Success olthe team,

с) Alignment with organizational goals: roles and responsibi]ities must directly contribute to the

organization's пission and vision.

d) Flexibility and adaptabiIity: responsibilities may Ье adjusted according to йе company's needs and

the professional deve]opment of employees.

е) Collaboration and communication: we рrоmоtе the importance оf teamwork and effeclive
communication to achieve соmmоп goa]S,

0 compliance with interлal legulationý: employees must adbere to internal policies and procedures,

including ethical standardS, confidentiality, and professional Ьеhачiог,

g) Evaluation and developm€nt opportunities: clariГying rоlеs sчррогts objective реrfоrmапсе
evaluations and епсоuгаgеs continuous proiessional 8rowth,

4. Dеfiпiпg roles and reýponsibilities

Defining roIes and responsibilities refers to the process ofclearly establiShing what each employee must

do within the company and the subSidiary, as outlined in the Job Description (оr а similar documen1). This
includes the job title, required competencies, overall purpose of the rоIе, main tasks. speciflc
re,pontibilitios. anJ lilnil, of aulhoril),
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5. organizational stfucture Ьу roles and fesponýibilities within tbe subsidiary ТОGС
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Responsibilities ofpositions within the subsidiary depend оп the level ofthe position:

1. Administration,Management: The company's management consists oftopJevel exeoutives who dеfiпе

the очеrаll stгategy, approve majordecisions, set objectives, mапаgе budgets, and епsчrе adherence to

roles and responSibilities,
2. Мапаgеrs: This is the corc team of the соmрапу that coordinates all соmрапу operations, being

responsible fоr organizing and ensuring the smooth operation ofproduction processes and соmрliапсе

with quality, efficiency, and safety standards, Мапаgегs oversee theiг subordinate teams, set priorities,

allocate геsочrсеs, and mопitог рюduсtiоп рrосеssеs as well as employee реrfоrmапсе.
З. Specialists: Specialists in а соmрапу are professionals Who contlibute their knowledge апd experience

to the operational, strategic, and financial success ofthe соmрапу. Their responsibility is to provide

administrative and organizational support to management, реrfоrm asýigned duties, and fulfill
responsibilities in ап effioicnt and professional mаппеr.

4. Tochnicianroperators: Technicians and operators аrе the essential workforce for the соmрапу'ý

success, €пsчriпg the smooth operation of production processes, the receipt, manufacturing, and

delivery ofhigh-quality production, and compliance with quality requirements.

5. workers: wоrkеrs (skilled/unskilled) fulfill roles as ореrаtоrs iп the production sector and in

manufacturing, handling equipment and monitoring processesto епsuгергоdчсt quality, They реrfоrm
simple tasks suoh as handling prodllction and materials оr supporting other employees.

Responsibilities of the Human Resouroes Departrnent: The HR department is responsible for creating,

updating, and communicating job descriptions, supporting the рюсеss of clarirying roles and

responsibilities.
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Gепеrа! responsibilitics of employeeS:

] , Соmрlуiпg with the company's internal policies and рrосеdurеs and occupational health and safety

standards,
2. Perfotming speoific service duties as indicated in thejob description,

З. Collaborating and communicating with collcagues, srtperiors. and clients without апу lоim of
discгimination.

4. Рursuiпg continuoLls ргоfЪSSiопаl develop)nent.

5. Reporting achiovemenls, dit'licultieS, оr risks епсоuпtегеd in сuiтепt activity,

6. Implementation апd monitoring:

The policy is implemented thгough the lollowing mеаSurеs:

- Periodic review of.job descriptions: Дdjusting responsibilities according to organizalional changes and

соmрапу needs.

- Feedback and cIarification: Rcgular discussion sessions between mапаgеrs and employees to опsчrе

clear undeгstanding ofroles and the necessity for adjuStments,

- Aligning responsibilities with perfoimance: objective employee evalцation based оп defined tasks and

competencies,

- Monitoringi overseeing the implementation ot'this policy and.iob descriptions to idcntif} issues,

7, continuous Review апd Improvement: This policy will Ье reviewed regularly to reflect

organizationalchanges'improvetheefficiencyofinternalprocesses'ensuгecompliancewithevolvinglegal
requiretnents, and adopt best practices.

8, conclusionsi Тhгочgh this policy, TOGC reaffirms its comm;tment to ensuring clarity in employee

roles and responsibilities, рrоmоtiпg а welI-structured, efflcient, and colIaborative work епчirопmепt,

дs Chairman оfthе Board ofDirectors and as being authorized fогthiS р1,1гроsе Ьу the Board ofDirectors

corporate resolution dated 2025, l аррrоче this policy оп employee roles апd responsibitities and

continuously improving оur social pcrformance.

DireclorS

Vaja Jhashi
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