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Receptionist - Alzayani Investments

Apply Now

Company: Qureos

Location: Manama

Category: office-and-administrative-support

Job Title:Receptionist

Company: AlzayaniInvestments

Location:Manama, Bahrain

PositionType: Full-Time

Salary:Competitive

Introduction:

AlzayaniInvestments is a leading investment firm, based in Manama, Bahrain.We are currently

seeking a competent and professional Receptionistto join our dynamic team. The ideal

candidate will be the firstpoint of contact for our company and will play a crucial role

inproviding exceptional customer service to our clients and visitors.This is an exciting

opportunity for a highly motivated individualwho thrives in a fast-pacedenvironment.

KeyResponsibilities:

Greetand welcome visitors and clients in a professional and courteousmanner
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Answer and direct phone calls to theappropriate person or department

Maintain atidy and presentable reception area

Receive andsort mail and deliveries

Schedule appointmentsand meetings

Assist with administrative taskssuch as data entry, filing, andphotocopying

Manage office supplies and placeorders when necessary

Handle all inquiries andprovide accurate information to clients andvisitors

Maintain confidentiality and handlesensitive information with discretion

Requirements:

HighSchool Diploma or equivalent; additional qualifications in OfficeAdministration or

related field is aplus

Proven work experience as a Receptionist,Front Office Representative, or similarrole

Excellent communication and interpersonalskills

Proficient in Microsoft OfficeSuite

Ability to prioritize tasks and managetime effectively

Strong organizational andmultitasking skills

Professional and friendlydemeanor

WorkingConditions:

This is afull-time position, Sunday to Thursday, from 8:00 AM to 5:00PM

The role may require occasional overtime andflexibility in working hours

The Receptionistwill be based in our office in Manama, Bahrain

Benefits:



Healthinsurance

Annual leave and publicholidays

Professional developmentopportunities

Friendly and supportive workenvironment

Apply Now

Cross References and Citations:

1. Receptionist - Alzayani Investments Jobspakistan Jobs Manama Jobspakistan ↗� 

2. Receptionist - Alzayani Investments Newsmediajobs Jobs Manama Newsmediajobs ↗� 

3. Receptionist - Alzayani Investments Googleforjobsposting Jobs Manama

Googleforjobsposting ↗� 

4. Receptionist - Alzayani Investments Houstonjobs Jobs Manama Houstonjobs ↗� 

5. Receptionist - Alzayani Investments Luxembourgjobs Jobs Manama Luxembourgjobs

↗� 

6. Receptionist - Alzayani Investments Pinkcollarjobs Jobs Manama Pinkcollarjobs ↗� 

7. Receptionist - Alzayani Investments Journalistjobs Jobs Manama Journalistjobs ↗� 

8. Receptionist - Alzayani Investments Cinemajobs Jobs Manama Cinemajobs ↗� 

9. Receptionist - Alzayani Investments Thejobsearch Jobs Manama Thejobsearch ↗� 

10. Receptionist - Alzayani Investments Pilotjobsnearme Jobs Manama Pilotjobsnearme

↗� 

11. Receptionist - Alzayani Investments Seouljobs Jobs Manama Seouljobs ↗� 

12. Receptionist - Alzayani Investments Trademethejobs Jobs Manama Trademethejobs

↗� 

13. Receptionist - Alzayani Investments Hairjobs Jobs Manama Hairjobs ↗� 

14. Receptionist - Alzayani Investments Chefjobsnearme Jobs Manama Chefjobsnearme

↗� 

15. Receptionist - Alzayani Investments Constructionjobs Jobs Manama Constructionjobs

↗� 

https://bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/?utm_source=pdf_job
https://google.com/amp/s/jobspakistan.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.de/amp/s/newsmediajobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.de/amp/s/googleforjobsposting.com/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/houstonjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.uk/amp/s/luxembourgjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.com/amp/s/pinkcollarjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/journalistjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.com.au/amp/s/cinemajobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/thejobsearch.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.com.au/amp/s/pilotjobsnearme.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/seouljobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.com.au/amp/s/trademethejobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.ae/amp/s/hairjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/chefjobsnearme.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/constructionjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/


16. Receptionist - Alzayani Investments Iexpertini Jobs Manama Iexpertini ↗� 

17. Receptionist - Alzayani Investments Socialworkjobs Jobs Manama Socialworkjobs ↗� 

18. Receptionist - Alzayani Investments Minneapolisjobs Jobs Manama Minneapolisjobs

↗� 

19. Receptionist - alzayani investments Jobs Manama ↗� 

20. AMP Version of Receptionist - alzayani investments ↗� 

21. Receptionist - alzayani investments Manama Jobs ↗� 

22. Receptionist - alzayani investments Jobs Manama ↗� 

23. Receptionist - alzayani investments Job Search ↗� 

24. Receptionist - alzayani investments Search ↗� 

25. Receptionist - alzayani investments Find Jobs ↗� 

Source: https://bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-

6ce2acfc5f/

Generated on: 2024-05-03 by Expertini.Com

https://google.de/amp/s/iexpertini.com/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.co.in/amp/s/socialworkjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://google.com.au/amp/s/minneapolisjobs.info/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f-bahrain/
https://www.google.com/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/
https://www.google.co.in/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/amp/
https://www.google.de/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/
https://www.google.co.uk/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/
https://www.google.es/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/
https://www.google.fr/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/
https://www.google.at/amp/s/bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/
https://bh.expertini.com/jobs/job/receptionist-alzayani-investments-manama-qureos-6ce2acfc5f/?utm_source=pdf_job&utm_medium=social
https://expertini.com

