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JOB OPENINGS...
OPPORTUNITY TO GROW

Secretary

Required qualifications:
= Minimum SacretarialiCommunication Diplama with a minimum of 3 years

« Computer iterate proficient in MS Office.

Job responsibilities:
= Composes and type routine letters, memorandum, reports and minutes of

= Last day for applying will be on 1600272014,

« Prigrity will be given to Kuwait Matianals.

* Preferance will ba given o applicants in accordance with Civil Services
Commission article (4 of 2001,

e —

Kuwail investment Company is seeking dynamic and onienfed
professionals for career opening listed below:

= Excellent Englizh verbal and written communication skills, preferably

« Receives and screens visitors and telephone calls.

= Schedule and arrange meelings and conlersnces.

« Ezfablishes and maintaing Department files, logs ar ather infarmation
concerning the work undar the Department.

* Maintains confidentiality of documents and information received

= Dparates standard office egquipment.

Applicanis with above gualifications, kindly register and apply online, at:
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