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REQUIRED
FOR A LEADING COMPANY IN DOHA

A Bilingual Secretary
(Male / Female)

Responsibilities include :

. [ calls/taking

= Compose cor such as

ges in Arabic and English
letters,

emails and minutes of meetings
*  Perform general secretarial duties

. intaining diaries and

+  Fluent in English and Arabic

+  Managing databases in English and Arabic

The ideal candidate must be :

+  AGraduate having at least 3 years of relevant experience.
+  Having skills in Typing and using computers

(Microsoft Word, Excel, Outlook Express)
+  Personable, reliable and willing to work in flexible timings
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To apply for this position, please send yo

photograpt

cvsforbilingualsecretary@gmail.com

¢ CVand a copy of your




