Administration Executive 

(Job Location: UAE) 

Key Accountabilities / Duties & Responsibilities: 
- Perform a variety of responsible administrative support to the Head of Loyalty & Security; and provide other administrative tasks relative to the assigned area of responsibility by using independent judgment and discretion. 
- Perform a variety of complex, responsible, and confidential administrative duties involving the use of independent judgment and personal initiative. 
- Schedule appointments for the Head of Partnerships and answer or redirect routine enquiries from internal or external sources. 
- Schedule and maintain an extensive calendar of activities, meetings and various events involving the team 
- Attend a variety of meetings; prepare and compile agenda packets 
- Produce succinct and accurate Minutes of Meetings; disseminate information as appropriate. 
- Prepare internal and external correspondences, business reports, and presentation materials as required. 
- Facilitate smooth communication between the executive and other executives, managers, and employees; and between the executive and external parties such as media, customers, and the public. 
- Handle confidential information and maintain the security of the executive's records and files. 
- Maintain the office and accounting records; monitor, review, and approve standard expenditures to ensure that the activities of the office are conducted within established budgets. Working with dotted line Admin Head on various tasks.

Skills

• Must be able to carry out small tasks and "non-interesting" tasks as well as conduct themselves accordingly should they join executive meetings. 
• The ability to drum up leads and follow them through to securing the first meeting. In some cases actually till "closure" 
• G.C.S.E, work experience in organizational role including the ability to generate leads from cold calling and ensuring the integrity of those meetings. 
• Ability to assist in various functions of the office and not afraid of hard work and "getting their hands dirty".

Education

A’ level, Diploma, or equivalent

Job Details

· Job Location: UAE 

· Company Industry: Financial Services; Administration 

· Job Role: Administration 

· Joining Date: Unspecified 

· Employment Status: Full time 

· Employment Type: Employee 

· Monthly Salary Range: Unspecified 

· Manages Others: Unspecified 

· Number of Vacancies: 1 

Preferred Candidate

· Career Level: Mid Career 

· Years of Experience: 2 -3 years 

· Residence Location: United Arab Emirates 

· Gender: Unspecified 

· Nationality: Unspecified 

· Degree: Certification/diploma 
To apply for the position please click here: http://www.bayt.com/en/job/?xid=1456671 
or send your CV on Email: hr@procco.com.bh
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