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Company: Worley

Location: dubai

Category: other-general

Portfolio Project Coordinator Jobs In Dubai | Worley

Apply Also:AI Engineer Jobs In Dubai | Xische & Co

We’re not just engineers. We’re a global team of data scientists, consultants, construction

workers and innovators all working to create a better tomorrow. Every day, we help

customers in energy, chemicals and resources get one step closer to solving our

planet’s toughest issues. Climate change. The energy transition. Digital transformation. And

how we can deliver a more sustainable world.?

Apply Also: Recruitment Specialist Jobs In Abu Dhabi | Reyada Home Health

ResponsibilitiesProvide the relevant group or team with administrative and clerical support

when required

Prepare and distribute incoming and outgoing correspondence

Program and file documentation and set up and maintain group

Monitor and, when required, purchase stationary and other office supplies

Arrange meetings, including organising equipment requirement.

Arrange and make travel and accommodation arrangements

Support the administration teams of other groups when required

Perform reception cover when required

Assist with the creation and preparation of correspondence for internal and external clients,

documents, presentations and/or publicationsApply Also:Receptionist (UAE National) Jobs in

Sharjah | Air Arabia

RequirementShall have worked EPCC Contractors of Oil & Gas Sector.
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Native Chinese specking with proficiency in English language bachelor’s or master’s degree

from international university.

Maintaining accurate records of customer interactions and inquiries using the company’s

system and procedures.

Administrative Support Assist the Project Manager and the project team with day-to-day

administrative tasks.

Documentation and Minutes Maintain and update all project-related documents, including

meeting minutes, project schedules and assist in stakeholder communication.Apply Also:

Union Coop Jobs In Dubai 2023 || 100% Free Hiring (Multiple Jobs)For More JobsSenior

Manager Jobs in Dubai UAE 2023 | Oasys InternationalDriver Jobs in Dubai UAE 2023 |

BRFSenior Data Analyst Jobs In Dubai UAE 2023 | Oasys InternationalAccountant Jobs in

Dubai UAE 2023 | Oasys InternationalDriver Jobs in Dubai UAE 2023 | Atlantis

ResortsHousekeeping Jobs in Dubai UAE 2023 | Expo City DubaiAssistant Sales Manager

Jobs in Dubai UAE 2023 | Hitachi EnergyHuman Resources Coordinator Jobs In Dubai UAE

2023 | MarriottMassage Therapist Jobs in Dubai UAE 2023 | Oasys InternationalMarketing

Coordinator Jobs in Dubai UAE 2023 | Oasys InternationalSales Executive Jobs in Dubai UAE

2023 | Oasys InternationalWaiter / Waitress Jobs in Abu Dhabi | Rotana Hotels

CareersGeneral Manager Jobs in Dubai | Landmark Group CareersUK qualified Secondary

School English Teacher Jobs In Dubai | GEMS EducationSenior Strategy Analyst (Bangkok

Based, Relocation Provided) Jobs In Dubai | AgodaSenior Business Analyst (Bangkok Based,

Relocation Provided) Jobs In Dubai | AgodaUK qualified Secondary School English Teacher

Jobs In Dubai | GEMS EducationAssociate Manager or Manager, China Marketing (Bangkok

Based, Relocation Provided) Jobs In Dubai | AgodaDrama Teacher (Secondary) Jobs In

Dubai UAE 2023 | GEMS EducationChef Jobs In Dubai UAE 2023 | ConfidentialHUB TRES

HSE Speaclist Jobs In Dubai | Hitachi EnergyStatistical Analyst (Bangkok Based, Relocation

Provided) Jobs In Dubai | AgodaSenior Customer Insights Analyst (Bangkok Based,

Relocation Provided) Jobs In Dubai | AgodaScience teacher Jobs In Dubai UAE 2023 |

GEMS SchoolSenior Data Analyst (Bangkok Based, Relocation Provided) Jobs In Dubai |

AgodaAgile Delivery Lead Jobs In Dubai | EmiratesStrategic Account Manager Jobs In Dubai

UAE 2023 | BoeingCustomer Insights Analyst (Bangkok Based, Relocation Provided) Jobs In

Dubai | AgodaCategory Manager Jobs In Dubai UAE 2023 | HiltonMarketing Analyst (Bangkok

Based, Relocation Provided) Jobs In Dubai | AgodaBusiness Analyst (Bangkok Based,

Relocation Provided) Jobs In Dubai | AgodaAnalytics Specialist (Bangkok Based, Relocation



Provided) Jobs In Dubai | AgodaHub HR Business Partner Jobs In Dubai | Hitachi

EnergyManager – Business Development (Insurance) Jobs In Dubai | BayzatTalent

Management Lead, MEA Jobs In Dubai | Hitachi EnergyProperty Specialist Jobs In Dubai |
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