[bookmark: _GoBack]Application For The Position Of Administrative Officer at the Commercial Office in Dubai

Turkish Consulate General, Commercial Office in Dubai invites suitable candidates to apply for the position of Administrative Officer

Job requirements:
Be in a possession of at least a Bachelor’s degree 
Have at least 3 years of experience as a secretary or a similar position
Must be between 21 to 40 years of age
A valid UAE Residence
A valid UAE driving licence

Competencies:
Excellent written and oral communication skills in English.Arabic and Turkish will be advantage
Excellent communication skills
Fully computer literate in MS Office (Outlook, Word, Excel, PowerPoint)
Planning and organizational skills
Interpersonal skills
Team player
Adaptability
Ability to attend to detail
Ability to work out of office


Duties:
Responsible for organizing the administrative activities
Preparing agendas for meetings
To attend the exhibitions
Preparing and organizing written materials
Keeping office schedule
Handling reception duties when required
Other office duties/paper work assigned



NOTE: Please forward your CV’s by January 20th, 2017 at 16:00 with a recent passport size photo to dubai@ekonomi.gov.tr with the subject of “The Position at Turkish Commercial Office in Dubai”. The date of Written and Oral Examination will be announced. 




