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Job Title

Office Manager

Work Location

Erbil Office

Application Closing date

7 Days from the date of this announcement

Additional Details and requirements

upcoming.

e Manage all office related contracts (Office and Housing Lease, travel, Maintenance, cleaning and

catering contracts... etc.)

Provide general support to visitors who come into the office

e Assist with onboarding process for new hires (expats mainly), including visa & residency and
accommodation arrangements.

e Correspondence management, documentation, filing and translation of incoming and outgoing
correspondences. Ensure filing systems are maintained and current.

e Plan in-house or off-site activities such as conferences and other company related activities.

e Provide general support to all other departments within the Business Unit

e Supervise other administration staff (Receptionists, administrators, visa & residency coordinators,
housing and maintenance coordinators).

e Schedule meetings and appointments; provide reminders to staff when important events are

e Organize the office layout; order office supplies when needed.
e Organize and document office operations and procedures in liaison with Corporate Admin; ensure
these procedures are being followed by staff.

Required Qualifications & Experience:

. BSc in English / Business or related field.

. 5+ years relevant experience with an Oil and Gas company;

. Advanced Computer Skill (Word, Excel and Outlook)

. Excellent Language Skills, Kurdish and English are Must, Arabic is a plus (verbal and written).
. Demonstrable working knowledge & experience in Administration related activities.

Notes for interested Candidates

e Please submit your application by e mailing your CV to (dno-kurdistan@dno.no).
e Please specify the Job Title in the e mail subject.

DNO Iraq AS

Empire Business Complex, Building C2, Floor 3, Erbil, Kurdistan Region of Iraq
Org. no 988 714 526 Office +964 66 252 9950/ +47 22 01 56 64/6 65

dno.no
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