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Administrative Assistant

Apply Now

Company: SSC Egypt

Location: Cairo

Category: other-general

Receiving e-mails and handling customers’ requirements with related account managers.

Preparing needed documentation related to the sales department.

Coordination between the sales department and other departments in the

company.

Follow up on orders’ delivery status with the responsible department.

Coordinating delivery of orders with customers & issuing sales invoices.

Follow up on payments’ status with customers until received.

Administrating and updating a web-based customer ordering system.

Maintaining an electronic filing system.

Issuing various sales reports.

Requirements

Required qualifications and skills:

Suitable University Graduate.

2+ years experience in administrative position (Preferred in IT business).

Experience in dealing with corporate accounts.
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Excellent Computer skills (Office, Internet & E-mail).

Excellent business writing skills.

Fluency in English language.

Proven communication and customer relationship skills.

Highly proactive, initiative & self-motivated.

Presentable and Punctual.

Residence in Heliopolis, Nasr city, or surrounding areas preferred.

Apply Now

Cross References and Citations:

1. Administrative Assistant Marketingjobs Jobs Cairo Marketingjobs ↗� 

2. Administrative Assistant Hospitalityjobs Jobs Cairo Hospitalityjobs ↗� 

3. Administrative Assistant Communityjobs Jobs Cairo Communityjobs ↗� 

4. Administrative Assistant Mediajobs Jobs Cairo Mediajobs ↗� 

5. Administrative Assistant Securityguardjobs Jobs Cairo Securityguardjobs ↗� 

6. Administrative Assistant Findlocaljobs Jobs Cairo Findlocaljobs ↗� 

7. Administrative Assistant Economicjobs Jobs Cairo Economicjobs ↗� 

8. Administrative Assistant Physicianjobsnearme Jobs Cairo Physicianjobsnearme ↗� 

9. Administrative Assistant Jobsinindia Jobs Cairo Jobsinindia ↗� 

10. Administrative Assistant Caregiverjobs Jobs Cairo Caregiverjobs ↗� 

11. Administrative Assistant Ophthalmologistjobs Jobs Cairo Ophthalmologistjobs ↗� 

12. Administrative Assistant Lisbonjobs Jobs Cairo Lisbonjobs ↗� 

13. Administrative Assistant Vietnamjobs Jobs Cairo Vietnamjobs ↗� 

14. Administrative Assistant Searchnzjobs Jobs Cairo Searchnzjobs ↗� 

15. Administrative Assistant Johannesburgjobs Jobs Cairo Johannesburgjobs ↗� 

16. Administrative Assistant Managerjobsnearme Jobs Cairo Managerjobsnearme ↗� 

https://eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/?utm_source=pdf_job
https://google.co.uk/amp/s/marketingjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.de/amp/s/hospitalityjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.co.uk/amp/s/communityjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com.au/amp/s/mediajobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.co.in/amp/s/securityguardjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.ae/amp/s/findlocaljobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.co.uk/amp/s/economicjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com.au/amp/s/physicianjobsnearme.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.de/amp/s/jobsinindia.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com/amp/s/caregiverjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.ae/amp/s/ophthalmologistjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com.au/amp/s/lisbonjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.co.uk/amp/s/vietnamjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com.au/amp/s/searchnzjobs.com/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com.au/amp/s/johannesburgjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.com/amp/s/managerjobsnearme.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/


17. Administrative Assistant Enforcementjobs Jobs Cairo Enforcementjobs ↗� 

18. Administrative Assistant Dhakajobs Jobs Cairo Dhakajobs ↗� 

19. Administrative assistant Jobs Cairo ↗� 

20. AMP Version of Administrative assistant ↗� 

21. Administrative assistant Cairo Jobs ↗� 

22. Administrative assistant Jobs Cairo ↗�  

23. Administrative assistant Job Search ↗� 

24. Administrative assistant Search ↗� 

25. Administrative assistant Find Jobs ↗� 

Source: https://eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/

Generated on: 2024-05-05 by Expertini.Com

https://google.ae/amp/s/enforcementjobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://google.ae/amp/s/dhakajobs.info/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d-egypt/
https://www.google.com/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/
https://www.google.co.in/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/amp/
https://www.google.de/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/
https://www.google.co.uk/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/
https://www.google.es/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/
https://www.google.fr/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/
https://www.google.at/amp/s/eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/
https://eg.expertini.com/jobs/job/administrative-assistant-cairo-ssc-egypt-cd1ff2855d/?utm_source=pdf_job&utm_medium=social
https://expertini.com

