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HSBC <

JOB OPPORTUNITY

HSBC Bank Armenia cjsc is looking for an enthu_siastic:lafld |
confident candidate aged 20-35 with experience in admmlst_rf"ltwe
work for an Administration and Public Relations Clerk position.

Main duties: %

® Arrangement of visas and customs clearance for staff and visitors
of the Bank and HSBC Insurance company

® Arrangement of Bank transportation and control of vehicles
maintenance

e Purchasing and maintenance of stationery and inventory

of the Bank and Insurance company

@ Preparation of documents and letters for Administration & Public
Relations department

® Other sundry duties

Requirements:

University/ Institute Diploma

Experience in administrative work

Excellent communication and organization skills

Fluent Armenian, English and Russian

Knowledge of Word and Excel

Experience in Customs/ Marketing/ Public Relations is preferable

If you are interested in this position and fit the requirements, please
submit your resumes to Customer Service department of the Bank

before 25 June 2000. Successful candidates will be invited to pass

tests and interviews.

Qur address is Yerevan, 2 Khorherdarani St. (beside Armenia hotel).
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