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Assistant Manager

Job Description :

We are looking for productive Assistant
Manager to support daily operations and
ensure the Smooth coordination of
administrative and project-related tasks. The
role involves assisting management in
organizing workflows, supporting the team,
maintaining efficient office operations.

Key Responsibilities:

® Support management in overseeing daily
offices operations.

® Coordinate between different teams and
ensure Smooth workflow.

® Assist in project follow-ups and internal
communications.

® Organize schedules, meetings, and
documentation.

® Support administrative and operational
tasks as required.

® Maintain organized records and office
procedures.

Requirements:

® Bachelor’s degree | Diploma in Business
Administration, or related field.

® Ability to multitask and work in fast-paced
environment.

® Proficiency inn Microsoft Office and basic
administrative systems.
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