

Job Description
Job Title: 

Executive Secretary & PA
Department: 

Marketing 

Reporting To: 
Marketing Manager 

Location: 

Dubai

Summary

He/ she is responsible for facilitating the efficient functioning of the office through a range of administrative, clerical, financial and managerial tasks.
Responsibilities

· Provide a high quality secretarial and organisational support service.

· Effective management of the electronic diary, assessing priority of appointments and reallocation as necessary.

· Word processing correspondence, memos and reports from written copy or audio tape and preparing presentations.

· Receiving and dealing with telephone calls professionally, re-directing or taking messages and using initiative to deal with queries.

· Sorting, distributing and responding or drafting responses to incoming mail in a timely and efficient manner.

· Organising and maintaining effective filing systems.

· Acting as a key liaison point between the senior managers and other key parties, setting up meetings as appropriate and maintaining good communications.

· Making travel arrangements, booking accommodation and processing claims for expenses.

· Providing high quality and professional office hospitality to visitors. 

· Coordinates client meetings/presentations by arranging for facilities and catering and issuing appropriate information to attendees.
· Assists in research and preparation of PowerPoint presentations, advertising and marketing campaigns.
· Handles office expenses and supplies and manage the petty-cash properly.

· Any other duties as may reasonably be required by Admin Manager, consistent with the grade of the post.
Tasks

•
Collects and submits weekly timesheets

•
Prepares expense reports as required

•
Distributes expense and pay checks

•
Documents and distributes weekly status meeting minutes to team

•
Participates in weekly departmental staff meetings

•
Keeps supervisor apprised of the status of work

•
Prioritizes tasks and assignments to meet scheduled deadlines

•
Covers reception desk as scheduled

•
Researches and prepares special projects as required
•
Perform tele-marketing and attract new leads 

Qualifications & Skills
•
Bachelor degree or higher in a relative field

•
Excellent communication skills in English both, written and oral
•
Strong ability to organize and work on multiple tasks simultaneously 

•
Computer literate (MS Office package)
•
Strong problem solving skills and detail oriented

•
Multi-task skills & able to function in a fast paced environment
Preferences:

·      Of Arabic nationality

·      Strong background in Sales & Marketing

·      Strong command in English


