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A leading international media company is seeking immediately
to recruit for its Kuwait office the following vacancy:

Personal Assistant

Scope:

* Provide ongoing assistance & ensure the professional execution of all administrative dulies

Duties:

v Pricritize own activities & work on several tasks simultaneously

* Prepere requested presentations, documentation & back office paperwork

+ Handle with a high degree of contpetence a variety of administrative & special project responsibilities
» Manage diary commitments & ensure travel or accommodaiion arrangements are managed effectively
= Orgsnize & store paperwork, documents & eomputer hased information

* Manage confidential information including finaacial data, business plans & projecls

* Plan & schedule meetings or conferences when needed

* Prepare minutes of meetings, reports & professional business leiters or emails

» Screen telephones calls, inquiries or requesis & bandle them when needed appropriate
Qualifications:

* University degree with minimam 5 years of work experience in similar role

* Flexibility in working hours needed

* Fluent in Arabic and English

Interested candidates may forward their resume to:
mediajobg8@gmail.com and it would be highly appreciated it you
could use Personal Assistant as your email snbject
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