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Description:

Main Responsibilities:

(imstiutions and professionals)

e

the external technical partners

1. Bachelor Degree

2. Relevant work experience

Operator; 24354400 -

3. Organizational and affice mansgement skills

The Arab Open University - H/Q
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HAG -~ sl 0 ol

Job Vacancy

Administrative Assistant to the Office of the Vice Rector for Academic Affairs

1. Proade office clerical and administrative services related to external technical partners

2. Handle all related paper-based and electronic work flow
3. Handle all kacal and foreign legistical arrangements for technical partners
4. Follow up on the settlement of financial transactions for external technical partners

5. Assast in the preparation of regular and Ad Hoc reports about the relationship wath

6. Maintain effective two-way channel of communication with external technical partners

Qualifications and Skills Required:

4. Strong verbal and written communication skills

5. In-depth knowledge of relevant computer applications

Ext.; 4471/ 4205/ 4248 - Fax: 24354200
5 W e @acu_kwi
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