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POSITION ANNOUNCEMENT

Title:

Secretary University Extension Program

DATES AND RESPONSIBILITIES:

b Answering telephones

o Typing

b Scheduling meetings with faculty, students and guesis

H Giving sopport in the administrative and logistical
planning of University Extension courses

b Helping out with the administration of admissions
processes and procedures for attendees of the Extension
programs, scheduling of courses at the University and the
logistical coordination with other University activities

o Arranging living accommodations for the Extension
faculty -

1 Helping out the promotion and publicity of the Extension
courses

1 Translating all Extension promotion and publicity
malerial from English into Armenian

Training and Experience:
Any combination of education, traning and experience that
provides the required knowledge and abilities.
For appointmenis please call: 27-33-70 or 27-16-58.
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