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Responsibilities ozdO® cﬂéﬂ HQEM
Friendly and professional demeanor with exceptlional customer
service skills.

Provide general administrative support to the principal.
Assist in student enroliment and leaving.
Assist with Administrative tasks - (Filling, data entry and maintenance) ———

Attention to detail and accuracy in handling paperwork and data entry. 6_“ 8@&8 M& @Jaa - CG)&O}G / g@@

ﬁ::f:::::rn: Computer literacy. Cﬁé @ag 58 ag&a - Cam IQQ@

Excellent communication skills in English.

Frmf.n experience in an administrative or office support role is preferred. BO&@ - am %d&@m CB}&

Flexibility to adapt to changing situation and willingness to
take on additional responsibilities when needed.
Two year of experience will be consider as an advantage.
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