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Administrative Assistant - Alzayani Investments
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Company: Qureos Inc

Location: Manama

Category: other-general

Job Title:Administrative Assistant 

AboutUs:

Al ZayaniInvestments is a leading investment firm based in Bahrain with adiverse portfolio of

investments across various industries. Ourcompany is committed to delivering exceptional

results andmaintaining the highest standards of professionalism andintegrity.

JobOverview:

We arecurrently seeking a highly organized and detailorientedAdministrative Assistant to join

our team. The ideal candidate willprovide administrative support to our team members assist

withdaily tasks and ensure the smooth operation of ouroffice.

KeyResponsibilities:

Manage the daytoday administrative tasks of the office includinganswering phone calls

responding to emails and maintaining officesupplies.

Schedule appointments and meetings andcoordinate travel arrangements for team members.

Prepareand distribute internal and external correspondence reports andpresentations.

Maintain and update company databases andfiling systems.
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Assist with the coordination and planningof company events and meetings.

Handle sensitive andconfidential information with the utmost discretion.

Perform other related duties as assigned by the managementteam.

Qualifications:

Bachelors degree in Business Administration or a relatedfield.

Proven experience as an Administrative Assistantor in a similar role.

Proficient in Microsoft OfficeSuite and other office management software.

Excellentcommunication and interpersonal skills.

Strongorganizational and timemanagement abilities.

Attention todetail and ability to multitask effectively.

Professionaland positive attitude with a strong workethic.

Benefits:

Opportunities for professional development and growth within thecompany.

Positive and collaborative workenvironment.
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