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Company: Best Bit Pay

Location: dubai

Category: other-general

Office Manager Jobs In Dubai | Best Bit Pay

Apply Also Electrician Jobs In Abu Dhabi | Expo Universe

Our company is looking to hire an office manager to be responsible for the general operation of

our office. Duties will involve greeting visitors, answering incoming phone calls, purchasing

office supplies and taking proper inventory, and supervising our office staff to ensure

maximum productivity. You will also be required to create presentations and produce

management-level reports.

Apply Also Administrative Assistant Jobs In Abu Dhabi | BLEU GRANIT

Responsibilities:

Overseeing general office operation.

Greeting visitors, answering a high-volume of incoming phone calls and delivering world-class

service to our customers.

Coordinating appointments and meetings and managing staff calendars and schedules.

Supervising, mentoring, training, and coaching our office staff and delegating assignments

to ensure maximum productivity.

Coordinating domestic and international travel, including flight, hotel, and car rental

reservations.

Purchasing office supplies and equipment and maintaining proper stock levels.

Producing reports, composing correspondence, and drafting new contracts.
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Apply Also Demi Chef de Partie Jobs in Dubai | DoubleTree by Hilton

Requirements:

A bachelor degree or equivalent.

Five years of experience in office administration

Office management experience.

Excellent computer skills, including a high degree of proficiency in Microsoft Word, Excel,

Outlook, and PowerPoint.

Apply Also Alshaya Group Careers 2023 | Latest Walk in Interview UAE

For More Jobs

Regional Training Manager Jobs in Dubai | Officine Panerai Jobs

App product manager (Mobile) Jobs in Abu Dhabi

SEM Officer Jobs in Abu Dhabi | Etihad Careers

First Officer A320 Jobs in Abu Dhabi | Etihad Careers

Captain A320 Jobs in Abu Dhabi | Etihad Careers

HR Administrator Jobs in Dubai | DoubleTree By Hilton Jobs

Finance Intern in Dubai | DoubleTree By Hilton Careers



Reservation Agent Jobs in Dubai | MOVENPICK Careers

Assistant Executive Housekeeper Jobs In Dubai | Hilton

Contract Manager Jobs In Dubai | Confidential

Cluster Human Resources Manager Jobs In Dubai | Hilton

Hostess Jobs In Dubai | Hilton

Marketing Manager, IgniteTech Jobs In Dubai | Crossover

Finance Intern Jobs In Dubai UAE 2023 | Hilton

Waiter/Waitress Jobs in Dubai | MOVENPICK Careers

Revenue Manager Jobs in Dubai | MOVENPICK Careers

Accountant Jobs in Dubai United Arab Emirates | Confidential

Marketing Campaign Manager, IgniteTech Jobs In Dubai | Crossover



Bartender, Nobu By The Beach Jobs In Dubai | Atlantis Resorts

General Cashier Jobs In Dubai | Hilton

Financial Reporting Analyst, Trilogy Jobs In Dubai | Crossover
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