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Company: EPIQ Machinery

Location: Manama

Category: other-general

At EPIQ Machinery, we challenge theboundaries between being a technology company and

a heavy equipmentmanufacturer by continually integrating new technologies into

ourequipment. A North American leader in the heavy industry of thealuminum and pulp and

paper sectors, our talents are all proud todesign and manufacture equipment that is out

of the box, innovativeand recognized worldwide for its quality.

We are currently looking for aReceptionist/Administrative Assistantto join EPIQ Mena in

Bahrain.

The mainresponsibilities of theposition:

Greet andwelcome visitors in a professionalmanner

Answer and direct phonecalls

Manage incoming and outgoingcorrespondence

Schedule appointments andmeetings

Maintain office suppliesinventory

Assist with basic accounting taskssuch as invoicing and expense tracking

HandleLMRA-related paperwork including visa processing, renewals, andcompliance

matters

Process GOSI-relateddocumentation for employee benefits and insuranceclaims
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Qualifications andexperience:

Proven workexperience as a Receptionist or AdministrativeAssistant;

A high school diploma or equivalentis required. Additional certification in office

administration orrelated field is a plus;

Familiarity withBahrain LMRA regulations andprocesses;

Knowledge of GOSI requirements andprocedures;

Proficient in Microsoft OfficeSuite;

Excellent communicationskills;

You must be able to multitask,prioritize workload efficiently, and handle

confidentialinformation with discretion.

Strongorganizational skills with attention todetail;

Ready for your newchallenge?

Come work withpassionate people who challenge boundaries to continually integratenew

technologies into out-of-the-box, innovative equipment that isrecognized worldwide for its

quality.

Apply Now
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