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Job Title

Receptionist

Work Location

Erbil Office

Application Closing date

7 Days from the date of this announcement

Additional Details and requirements

Job Responsibilities:

*Answer phone inquiries, direct calls, and provide basic company information

*Perform clerical duties, take memos, maintain files, and organize documents, etc.

*Monitor front desk and comply with all security procedures for visitors

*Assist in planning company events, meetings, luncheons, and employee team building activities
*Answer emails, and correspond, as needed

*Oversee mail deliveries, packages, and couriers

*Purchase, track, and invoice office supplies for each department
*Set up, break down, organize, and maintain conference rooms, training rooms, and meeting rooms.

Required Qualifications & Experience:
*High school diploma or equivalent; associate’s or bachelor’s degree preferred

*Excellent communication and language skills. English and Kurdish (must) Arabic is a plus.

«Prior experience handling receptionist responsibilities; experience in customer service or related field
Proficient computer skills, including Microsoft Office Suite (Word, PowerPoint, and Excel)

*Highly organized multitasker who works well in a fast-paced environment

*Excellent time management, written and verbal communication skills

Notes for interested Candidates

e Please submit your application by visiting our website (https://dno.easycruit.com)

o Please specify the Job Title in the e mail subject.

DNO Iragq 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
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