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Company: The Energy Training Centre

Location: dubai

Category: other-general

Training Coordinator Jobs In Dubai | The Energy Training Centre

Apply Also: Telesales Consultant Jobs In Dubai | Meer GroupArrange required facilities and

support for the online and classroom courses.

Maintains files and manages information of both participants and faculty and ensures strict

confidentiality of the center records.

Organizes and schedules meetings, notifying attendees of location and time.Apply Also:

Plumbing Technician Jobs in Dubai | Serco CareersResponsibilitiesPoint of contact for

instructors/faculty and course participants

Receives incoming customer inquiries and phone calls and responds to requests.

Provide administrative support for the daily business of the training center.

Explains programs and services, advises, and assists faculty and participants in relation to the

center’s policies and procedures.

Prepares marketing writeups, correspondence, presentations, reports, agendas, background

materials.Apply Also: Talent Acquisition Coordinator Jobs in Dubai | GMGRequirementStrong

Arabic written and verbal communication skills

Excellent business writing skills

Ability to work under pressure and meet deadlines

Strong customer service skills: ability to tactfully and politely deal with difficult customer

situations

Appreciation of cultural diversityApply Also: Abu Dhabi University Jobs – 90 Vacancies – Staff

Required Urgently – Free Apply NowFor More JobsClaims Analyst Jobs in Ottawa, ON |
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Synergie Hunt InternationalProject Manager Jobs in Montreal, QC | Recrutement Amarillo

inc.Material Handler Jobs in Brampton, ON | Synergie Hunt InternationalServer – Peacock

Alley Lounge Jobs in Dubai | Waldorf AstoriaService Quality Inspector Jobs in Dubai |

Baker HughesWork Package Planners Jobs in UAE | Nawah Energy CompanyReception

Agent Jobs in Dubai | ibis StylesProject Engineer Jobs in Dubai 2022 | AmazonExpansion

Interior Design Manager Jobs in Dubai | IKEAAssistant Manager (Base Operations) Jobs in

Dubai | SercoBanquet Intern in Dubai | JW Marriott Marquis HotelSous Chef Jobs in

Dubai | DAMAC PropertiesSpa Manager Jobs in Dubai | Mövenpick HotelReservation

Manager Jobs in Dubai | Mövenpick HotelService Leader – Horizon Club Jobs in Abu Dhabi

| Shangri-LaCountry Operations Manager Jobs in Dubai UAE | ShellSecurity Consultant -

SIOC Jobs in Dubai | IBMFinance Business Partner Jobs in Dubai | Vifor PharmaPMC Senior

Process Engineer Jobs in Dubai | Wood plcEngineer – Water (Design) Jobs in Dubai |

AECOMReservations Agent Jobs in Dubai | Conrad Hotels & ResortsSales Executive Jobs

in Dubai | Waldorf AstoriaService Leader – Front Office Jobs in Abu Dhabi | Shangri-La

HotelRenewables Business Model Innovation Manager Jobs in Dubai | ShellSenior Sales

Leader Jobs in UAE | BT#J-18808-Ljbffr
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