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Bilingual Secretary/

Personal Assistant

A long established regional contracting and services company
based in Ahmadi operating in the Oil, Power, and Water, and
Petrochemical industries is seeking the appointment of an
Executive Assistant to the Management Office

Position

» Dealing with correspondence, phone calls and visitors

» Managing diaries, organizing meetings and appointments

» Typing, compiling and preparing reports, presentations
and correspondence
Managing databases and filing systems
Implementing and maintaining procedures/
ves@ @ a 8

Qualifications\and Skills

» Accredited University Degree

» Undertaken Skills Development Trainin

b Excellent command of English and Arabic (
spoken) |
Minimum 7 years’ experience in a similar positiun.
Strong organizational, Time Management and
Communication skills

» Highly Skilled in Microsoft Office, and Document
Management Software

nd

Resume with credentials to be sent to:

Q8executive@gmail.com

nfidentialicy)

(all applications will be treated with full col
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