Page 1 of 2

@ CareercrOSS by JAC Recruitment
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ACIMIISEINENIE We are recruitment specialists around the globe

PR/108853 | Admin Officer
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« Experience with office management software like MS Office (MS Word, MS PPT and MS Excel specifically).
« Solid knowledge of office procedures and filing system.
« Prepare regular reports on Quotations and Work Orders.
« Organize a filing system for important and confidential company documents.
« Prepare reports and presentations wilh statistical data, as assigned.
« Strong written and verbal communication skills.

« Should have typing speed minimum 40 words / minute.


https://www.careercross.com/company/detail-330232
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