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VACANCY

EXECUTIVE SECRETARY (OMANI ONLY)

A Fund Management Company in Oman is seeking to
recruit an Executive Secretary.

Aadl el

Job Description

The Secretary oversees all affairs in internal and
external administration. She performs general office
coordination and provides assistance to the Chief
Executive Officer (CEO). She also provides support
and assistance to the staff. She performs various
documentation and other general clerical duties. She
ensures that the work flow in the office runs smoothly
and maintains good relationship between the
company and the client or government.
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Diploma Degree or equivalent

Minimum (2-3) years of relevant Experience
Good  management, communication
organizational skills

and

GBI B Ygosl srua souna Slaalg e Efficient computer knowledge
By Aalaield Yo 25 At Gl u | paly daliae Sl ]| Lariplsls il e * Must be able to work under pressure
£ 9l 18815 43, sl
Mgy dalgadlly  sudadlly ; : F
PO Box 87, PC 217 - Tel: 23132500, Fax: 23211138/23212998 Tage Loy pi LaS Guda Interested candidates please mail their CV to
Website: www.sfzco.com : & s s sfm.oman@hotmail.com within one week from the

date of this advertisement.
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