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معتمدون لانجاز تأشيرات العمل وتصديق الشهادات لقنصلية المملكة العربية السعودية 

JOB VACANCY

An international Real Estate Development company is seeking to hire the following position in KSA branch:

CEO Personal Assistant and office Manager

Â Job Description:

- Â Â  devising and maintaining office systems, including data management and filing;

- Â Â  arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations;

- Â Â  screening phone calls, enquiries and requests, and handling them when appropriate;

- Â Â  meeting and greeting visitors at all levels of seniority;

- Â Â  organizing and maintaining diaries and making appointments;

- Â Â  dealing with incoming email, faxes and post, often corresponding on behalf of the manager;
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- Â Â  carrying out background research and presenting findings;

- Â Â  producing documents, briefing papers, reports and presentations;

- Â Â  organizing and attending meetings and ensuring the manager is well prepared for meetings;

- Â Â  Liaising with clients, suppliers and other staff.

Qualification:

Bachelor Degree: Business Management. With 2-3 years Experience as CEO

Real Estate Sales Manager.

To apply please send us your CV at :

contact@targetjo.com

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

ملاحظة هامة - جميع الاعلانات - بقسم الوظائف الحالية في الاردن

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