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Job Vacancy

PA to the CEO

Assistant to the CEO.

actions as reguired

accordingly

the complicated

provide solutions

A multinational agency based in Kuwait has an apening for a Persanal

Role Responsibility

+ Works autonomously to provide secretarial/ administrative support
+ Prepares complex correspondence, reports, presentations, agendas,
minutes, etc. using business software applications
(e.g. Microsoft Word, Excel)
* Co-ordinate senior management meetings/ events/ conferences
+# Receive and direct incaming calls, visitors, mail and email; prioritising

« Maintain fles, records, calendars and diaries
+ Edit PowerPoint documents (not designing from scratch)

The Ideal Candidate

To be successful in this role you will embody the following gualities,

« Experience of providing senior level support
+* Ability to handle sensitive information & retain confidentiality at all times
« Experience of managing multiple important tasks and prioritising

A clear communlicater with attention to detall
A flexible and proactive team player

An organised individual able to work to deadlines

Strong administrative and IT skills with Microsoft Office Suite
Decisive with ability to manage ambiguity and create simplicity from

* Pro-active and thinks ahead to avoid potential issues and to

= Preferably a university graduate and bilingual (Arabic and English)
+« Minimum 5 years’ experience with transferable residence

If you are confident you can excel in this role, please emall your most

recent CV to JobsinkwtB@gmail.com
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