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A Bilingual Secretary
(Male / Female)

Responsibilities include:

¢ Answering telephone calls/taking messages in Arabic and English

. Compose correspondences such as memorandums, letters,
emails and minutes of meetings

. Perform general secretarial duties

. Maintaining diaries and arranging appointments

. Managing databases in English and Arabic

The ideal candidate must be:

. A Graduate having at least 3 years of relevant experience.
. Fluent in English and Arabic .
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. Having skills in Typing and using computers
(Microsoft Word, Excel, Outlook Express)

. Personable, reliable and willing to work in flexible timings

. Having transferable visa

Good salary and benefits awaits the right candidate.

To apply for this position, please send your CVand a copy of your
photograph to: EEATACAN - EEAAAYYE 1 O Ao 9uld) Ly 5l gom - DBl AN (B g

cvsforbilingualsecretary@gmail.com S £ 9,58 Luit L - 00AYYESY / BOATWAYA : O
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PRESTIGIO
ITALIANO ajestic Decor & Interior Design
HOME DESIGN P.0.BOX 19954, AL BOROOQ BUILDING 4™ Floor, Bin Mahmoud,
Jl A apliadm DOHA, QATAR.
——— @ Fax: +974-44500887
'__-]i:]'*'“ 5 Mob: +974-33400886
S Tel:  +974-44500886

Email: info@majestic-did.com  www majestic-did.com
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Dermatology
Vitiligo & Psoriasis
Dental

ENT

Gynecology
Internal Medicine
Pediatric Clinic
General Surgery
Cardiology
Endocrinology
Urology
X-Ray&Lab

Pharmacy
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