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The only technology in the world that naturally reactivates
the natural production of Collagen, Elastin, Hyaluronic Acid
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The only technology in the world that is scientifically

") proven to slims the body and restores years of its youth
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Respansibilities:

other meetings.

management systems,

Job Requirements:

Camputer skills.

The Arab Open University - HQ

Job Vacancy

m;wau,dlmlm

Arah ﬂEn Uniiwepsily
HIG: - gyl gaall

Office Manager/Executive Administrator

» Supervise all administrative activities that facilitate the smooth office operations.
Ensure security and confidentiality of information.
Writing reports for senior management and delivering presentations in high standards.
Plan, administer and prepare annual budget.
Prepare responses to correspondence containing routine inquires.

Prepare agendas, take minutes and make arrangements for commitiee, board and

Sorting and distributing incoming post and organizing/sending outgoing post.

* Make travel arrangements.

» Provide employees with guidance in handling difficult or complex problems and in
resalving escatated complaints or disputes.

* Train ang Instruct subordinates in job duties and organization policies or arrange for
training o be provided.

* Perform general office duties such as ordering suppilies and maintaining records

* Establish procedures for record keeping and manage filing system.
*» Responding ta enguiries and complaints.
* Any other Adrmin/Academic duties assigned to her/him by histher manager.

At least 3 bachelor of Business Administration or a relevant specialization.
10 years of experience in a similar position.
Excelient command of English and Arabic.

Communication skills, problem analysis and assessment, judgment and problem
solving, planning and organizing, attention to detail and high level of accuracy,
delegation of authority and responsibility, information gathering, initiative, work under
pressure, adaptability, tearmwork and collaboration,
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