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Admin Coordinator Jobs In Dubai | Jobmaze FZ LLC

Apply Now

Company: Jobmaze FZ LLC

Location: Dubai

Category: other-general

Admin Coordinator Jobs In Dubai | Jobmaze FZ LLC

Apply Also: Bestway Cement Limited Jobs Senior Buying Assistant

We are looking for an Admin Coordinator based in Dubai to perform daily tasks that will

support our operational team.

Apply Also: Customer Business Analyst Job in Dubai | Chalhoub Careers

Responsibilities:

Provide general administrative support, including managing phone calls, emails, and

correspondence.

Maintain and organize office files, documents, and records.

Schedule and coordinate meetings, appointments, and travel arrangements for team

members.

Maintain accurate and up-to-date databases, spreadsheets, and reports.

Apply Also: Registered Midwife Jobs in Abu Dhabi | NMC Specialty Hospitality

Requirement

Minimum Graduate required.
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1-2 years of UAE experience in managing admin and customer service roles

Proficient in office software (e.g., Microsoft Office suite).

Strong organizational and multitasking skills.

Excellent communication

Ability to work independently and collaboratively in a fast-paced environment.

Should be available in UAE.

Immediate joining.

Apply Also: ADIB Careers | Abu Dhabi Islamic Bank Jobs UAE
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Senior Executive Officer Jobs In Abu Dhabi | Liminal

Property Management Administrator Jobs In Abu Dhabi | Savills Middle East

CIVIL – INFRASTRUCTURAL – DRAGHTSMAN Jobs In Abu Dhabi | Sundus

Climate and Sustainability Jobs In Abu Dhabi | APCO Worldwide

Service Supervisor Jobs In Abu Dhabi | Halliburton

IT SUPPORT SPECIALIST Jobs In Abu Dhabi | Nabors Industries

Junior Accountant Jobs In Abu Dhabi | Reap HR



Sales Development Representative Jobs In Abu Dhabi | Alaan

Customer Service Jobs In Abu Dhabi | Reap HR

Art Director Jobs In Sharjah | ITP Media Group

Emergency Medicine Jobs In Sharjah | WizeJob

Banking & Finance Lawyer Jobs In Sharjah | IDEX Consulting Ltd

Cluster Accounts Receivable Officer Jobs In Sharjah | IHG Hotels & Resorts

Graduate / Strategic Analyst Jobs In Sharjah | Savills Middle East

Senior Financial Analyst Jobs In Sharjah | Project Growth

Restaurant Supervisor Jobs In Sharjah | FIVE Hotels and Resorts

Coordinator, Client Service Jobs In Sharjah | Guidepoint

Accountant Jobs In Sharjah | arcab



Senior Manager Jobs In Sharjah | ACWA Power

Administrative Manager Jobs In Sharjah | Nathan & Nathan

Finance Intern Jobs In Sharjah | Oliv

HOUSEKEEPING ATTENDANT Jobs In Sharjah | EFS Facilities Services Group

Listing Coordinator Jobs In Sharjah | Knight Frank

Media Relations Executive Jobs In Sharjah | NNC

Accountant Jobs In Sharjah | The Petshop LLC

Finance Administrator Jobs In Sharjah | Buro Happold

Accountant Jobs In Sharjah | eathos

Waiter/Waitress Jobs In Sharjah | AWJ
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