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Company: Emirates

Location: Dubai

Category: healthcare-practitioners-and-technical

Job Purpose

JOB PURPOSE:- To control and manage the administration of the Department in addition to

providing confidential secretarial/administrative services. JOB ACCOUNTABILITIES LINKED

TO OBJECTIVE AREAS: - Monitor the daily schedule of the Departmental Head/Manager

and furnish required information/documentation for meetings/appointments, by co-ordinating

with sources within and outside the Department.- Provide secretarial services to the

Departmental Head/Manager by attending to routine administrative paper work- Screen

incoming mails and telephone calls, action responses, re-direct correspondence and collate to

the appropriate person obtaining additional information where necessary.- Supervise the

Department's attendance records, overtime claims and verify such claims where necessary

and ensure that overtime claims are processed and forwarded to Salary Admin. Department

for payment.- Be fully conversant with the activities of the organisation in order to liaise

effectively with senior executives and external contacts on behalf of the Departmental

Head/Manager.- Maintain Petty Cash accounts by verifying authenticity of claims ensuring

figures are accurately recorded. Control and handle cash transactions to bring accounts to

balance.

Qualifications & Experience

Qualfications:12 Years schooling or equivalentExperience :3+ Years Administraion

GeneralKnowledge/Skills- Secretarial qualification preferable- At least 4 years’ experience in an

administrative capacity in a medium or large size company with administrative skills.- Must be

fully competent in MS Office applications.- Fluency in spoken and written English, pleasant
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telephone etiquettes and the ability to prioritise work.

Salary & Benefits

Default text to be providedJoin us in Dubai and enjoy an attractive tax-free salary and travel

benefits that are exclusive to our industry, including discounts on flights and hotels stays

around the world. You can find out more information about our employee benefits in

the Working Here section of our website www.emirates.com/careers. Further information on

what’s it like to live and work in our cosmopolitan home city, can be found in the Dubai

Lifestyle section.
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Cross References and Citations:

1. Executive Secretary Buenosairesjobs Jobs Dubai Buenosairesjobs ↗� 

2. Executive Secretary Searchamericanjobs Jobs Dubai Searchamericanjobs ↗� 

3. Executive Secretary Newyorkcityjobs Jobs Dubai Newyorkcityjobs ↗� 

4. Executive Secretary Romejobs Jobs Dubai Romejobs ↗� 

5. Executive Secretary Healthcarejobsnearme Jobs Dubai Healthcarejobsnearme ↗� 

6. Executive Secretary Carejobs Jobs Dubai Carejobs ↗� 

7. Executive Secretary Onlinecommunitycareerhub Jobs Dubai

Onlinecommunitycareerhub ↗� 

8. Executive Secretary Medicaljobsnearme Jobs Dubai Medicaljobsnearme ↗� 

9. Executive Secretary Wowjobs Jobs Dubai Wowjobs ↗� 

10. Executive Secretary Luxembourgjobs Jobs Dubai Luxembourgjobs ↗� 

11. Executive Secretary Christmasjobs Jobs Dubai Christmasjobs ↗� 

12. Executive Secretary Projectmanagementjobs Jobs Dubai Projectmanagementjobs ↗� 

13. Executive Secretary Pathologistsjobs Jobs Dubai Pathologistsjobs ↗� 

14. Executive Secretary Singaporejobs Jobs Dubai Singaporejobs ↗� 

15. Executive Secretary Managementjobs Jobs Dubai Managementjobs ↗� 

16. Executive Secretary Sanfranciscojobs Jobs Dubai Sanfranciscojobs ↗� 

17. Executive Secretary Trendzfurnitures Jobs Dubai Trendzfurnitures ↗� 

https://ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/?utm_source=pdf_job
https://google.ae/amp/s/buenosairesjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.com.au/amp/s/searchamericanjobs.com/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.in/amp/s/newyorkcityjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.uk/amp/s/romejobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.com.au/amp/s/healthcarejobsnearme.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.uk/amp/s/carejobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.com.au/amp/s/onlinecommunitycareerhub.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.ae/amp/s/medicaljobsnearme.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.com.au/amp/s/wowjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.de/amp/s/luxembourgjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.com.au/amp/s/christmasjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.in/amp/s/projectmanagementjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.uk/amp/s/pathologistsjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.in/amp/s/singaporejobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.com.au/amp/s/managementjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.co.uk/amp/s/sanfranciscojobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://google.de/amp/s/trendzfurnitures.com/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/


18. Executive Secretary Therecruiterjobs Jobs Dubai Therecruiterjobs ↗� 

19. Executive secretary Jobs Dubai ↗� 

20. AMP Version of Executive secretary ↗� 

21. Executive secretary Dubai Jobs ↗� 

22. Executive secretary Jobs Dubai ↗� 

23. Executive secretary Job Search ↗� 

24. Executive secretary Search ↗� 

25. Executive secretary Find Jobs ↗� 

Source: https://ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/

Generated on: 2024-05-02 by Expertini.Com

https://google.com.au/amp/s/therecruiterjobs.info/job/executive-secretary-dubai-emirates-fd2e4b1be9-united-arab-emirates/
https://www.google.com/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/
https://www.google.co.in/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/amp/
https://www.google.de/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/
https://www.google.co.uk/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/
https://www.google.es/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/
https://www.google.fr/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/
https://www.google.at/amp/s/ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/
https://ae.expertini.com/jobs/job/executive-secretary-dubai-emirates-fd2e4b1be9/?utm_source=pdf_job&utm_medium=social
https://expertini.com

