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CAREER
OPPORTUNITY

P Administrative Coordinator

Required Qualifications:

e Diploma Degree

e Minimum of 1 year of experience

e Proficiency in English & Arabic languages.

Main Duties & Responsibilities:

An established private financial firm is looking for a highly motivated and performance-driven
individual to become part of our growing team in the following roles

¢ Coordinate internal requests such as documentation, approvals and follow-ups
e Maintain organized records and filing systems (physical and digital).

e Handle department-related correspondence and communication professionally.
e Assist with the preparation of reports, memos, and presentations as needed.

e Schedule internal meetings and coordinate appointments or bookings.

e Monitor and track supply requests and ensure availability of required materials.
e Liaise with internal departments and external vendors, if required.

e Provide needed support during meetings, training, or events.

e Perform any ad-hoc tasks assigned by the line manager.

Qualified applicants are kindly requested to register and submit their applications
online, at: www.hirekw.info

e The deadline for submitting applications is 31/07/2025
¢ Priority consideration will be given to Kuwaiti nationals.
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