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Coordinating Secretary
Colombo Office I

We have avacancy for an experienced and dedicated individual who could
perform a variety of day to day tasks efficiently
e Organize and coordinate office operations
® Maintain files and records
® Handle business correspondence including email, Facebook, and
WhatsApp accounts .
® Maintaining business calendar, scheduling meetings, taking meeting
minutes, and following up
® Lliaise and coordinate with government authorities and officers
To conduct research and information analysis
e Assist Managing Director with all administrative work

Qualifications:
Minimum of 10 years experience in an executive position
Pleasant personality with excellent coordination, communication,
and interpersonal skills
High level of computer literacy

Retired persons in good heaith could apply. Salary negotiable
Apply within 10 days by email: newjobvace@gmail.com
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