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معتمدون لانجاز تأشيرات العمل وتصديق الشهادات لقنصلية المملكة العربية السعودية 

JOB VACANCY

A leading company in Qatar is looking for:

Job title:  Administration Manager

Duties & Responsibilities:- 

    -  1-       Maintains administrative staff, maintaining a safe and secure work environment, developing personal growth opportunities.

    -  2-       Provides communication systems by identifying needs, evaluating options, maintaining equipment, approving invoices.
    -  3- Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.
    -  4- Completes special projects by organizing and coordinating information and requirements, planning, arranging, and meeting schedules, monitoring results.
    -  5-    Provides historical reference by developing and utilizing filing and retrieval systems.
    -  6-       Improved service quality by devising new applications, updating procedures, evaluating system results with users.
    -  7-   Planning and supervise the traffic tests, file section and the reception.
    -  8- Maintains accommodation plan and ensure the exploitation of the vacant places.
    -  9-       Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.
    -  10-    Contributes to team effort by accomplishing related results as needed.

 

Required Skills:

1-    Team leadership & interpersonal communication.
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2-    Analytical skills.

3-    Managing Processes. 

4-    - Reporting Skills.

5-    Problem solving.

 

Qualification:-

Education:   University (Bachelor's Degree) - Specializing certificate in Administration

Experience : From 9  to 11  years

 

In order to apply please, send your resume’ with recent photo to: edu@t
argetjo.com

  ------------------------------------------------------------------------------------------------------

كما يرجى كتابة  مسمي الوظيفة Subject فى خانة 
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ملاحظة هامة - جميع الاعلانات - بقسم الوظائف الحالية في الاردن

 ننشرها كما تردنا من الشركات المعلنة او من المواقع الاخبارية دون تحمل اى مسؤالية

(لمتابعة اخر الاعلانات اولا باول يرجى مراجعة موقعنا كل نصف ساعة حيث يتم تحديث الاعلانات وبشكل مستمر كل نصف ساعة)

TARGETJO

ادعوا اصدقائك للاشتراك معنا لتصل جميع اعلانات التوظيف الى بريدكم الالكترونى مباشرة
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