Job title: Administrative assistant
Department: [Department]
Reports to: [Manager’s title]
Location: [City], [on site / hybrid]
Employment type: [Full time]
Job purpose
To give [Manager or team] organised, reliable office support, so that meetings, correspondence and records run smoothly.
Key responsibilities
- Manage diaries, arrange meetings and book meeting rooms.
- Prepare agendas, take minutes and follow up the actions agreed.
- Draft letters, memos and emails in Arabic and English.
- Keep paper and electronic files organised and easy to find.
- Book business travel, hotels and visas, and prepare travel plans.
- Order office supplies and raise purchase requests under company policy.
- Receive visitors and handle calls for [Manager or team].
- Track incoming and outgoing documents and their deadlines.
- Prepare simple reports and presentations from data provided.
- Coordinate with HR, finance and government relations on employee documents when asked.
Qualifications and experience
- [Diploma / Bachelor’s degree] in business administration or a related field.
- [Number] years of administrative or office experience.
Skills
- Good command of [Microsoft Office / Google Workspace].
- Clear written and spoken Arabic and English.
- Organisation, discretion and attention to detail.
- Ability to handle several requests at once and keep to deadlines.
Working conditions
Working hours: [Days and hours, within the Labour Law limits]
Place of work: [Office address]
Probation period: [Number] days, up to 180 days, as set in the contract
Pay and benefits: [Salary range or “to be discussed”], [Housing and transport allowances], [Medical insurance], [Other benefits]
How to apply
[How to apply and the closing date]




