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CARE International in Yemen

CARE Filematonal s cumenlly sebng an Admanistrative Assistant Sha will
irdartaks and complale 8l admen faeios arel reguiremarie.  peovels admin
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Job Tithe: Area Admdnistrative Assistant

Lecation: Marik

Main {L=1]]

The Area Adminsbrative Assistantrepoits 10 Training Center Suparnsor. She is responsible 1o

provides suppad 10 tha propest eMice and for the day-to-day cifice adrmanistratasn

Provide Recoption and Socrotarial dutics

Qtfice assistance

Fila dacumants and maintain tha filing systam

Typingl photecopying documents and reports
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