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JOB DESCRIPTION

MAIN DUTIES & RESPONSIBILITIES

« To provide administrative services including diary management, booking
meetings, planning events, organising ravel and preparing travel itineraries,
correspondence and prioritising emalls for the Diractor

= To work clossly with the Direclor and Senior Leadership Team through regular
correspondenca. arrange meetings and prepare brigfing materials for the
Director

* To provide administrative support in the delivery of assignments and initiatives
onbehall of the Direclor's of lice as and when reguirsd

+« To ansure all corraspondence and relevant materials are produced in a timely
andaccurate manner,

« Tocoordinate, allend and fake minulas lor he Direclor's meelings and any olher
relevant meetings,

« TJoconductresearch/ analysis as directed by the Director,
+ Toproduce reports for the Director as and when required.
« Tofollowup on action points from meetings on behalf of the Director.

« To provide administrative support to the Director in the follow up and completion
of departmental work plans.

» o provide administrative suppart ta the Director inimplementing arganisational
projecls and programimes,

« To provide administrative support to the Director in the leadership and
management of the organisation.

= Towrovids adminislralive services Lo lisld offices such as respanding Lo gueries,
issUing memos and following up on Director requasts,

KEY SKILLS & QUALIFICATION

1. A bachelor's or master's degres in any field and previous work experisnce is
assential to apply for this pesition,

2. Experience with ShortHand

. Mesads to be excellent in preparation and management of database and other
records,

. Having good Hold over Google Docs be Google sheels, Google lorms,
. Having excellent command over MS Otfice is amust,

. Excellent communication and convincing skills,

. Goodknowledge of computer and internet,

%]

~ O N s

HOURS OF WORK: 6 Days aweek , 0830am-05: 30pm

DURATION OF CONTRACT: 1 Year Contract (On Probation)
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