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'Step by Step" Benevolent Foundation

\i’acancy Announcement
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T_h.e ‘Step by. Step’ Benevolent Foundalion is seeking applications lor a
position of Program/Administrative assistant for Reading and Writing for
Critical Thinking educational program.

The Pregram/Administrative assistant will be responsible for:

* Helping with scheduling and organizing trainings for the program;
. A.rranga travel and hotel for international experts
» Ordering and managing projectrelated supplies;
» Mainlaining appointment schedules and agendas for the Managemenl,;
» Making data entry and word processing. Keeping
« Syslemized dala base on the program;

Ma_unl:ainipg communication and correspondence
= Hmu'élpmim:l. p_ﬂ'tigipants:

andling special business assignments given by the Management
i LT:E:I:; research, draft laﬂar!regurt pr&parag tinn,il::.i; i
1

any information that will help stafl teachers. and
trainers in the program; 5 :
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Provide back.up support in the abs : o S
or support staff in the office. ence ol other administrative
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Qualifications will include:
University degreo
Work experience with an international NGO:
E:u;:n Enw  of general education system;
n working with school teache d
Strong Computer skills; including Internet AR LA,
Enthusiastic, creative, and flexible;
nhall[ry lo work under pressure:
ﬁt‘lﬂy to travel;
owledge of the English language
Excellen! knowledge of softw
Exna“pnl inlﬂfp-ar-:?:nal :ﬁﬁ.lswm WP AL Windows NaHEIEE
Atlention to details.
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