Tbmaterials S.A.R.L. Jal el Dib is currently hiring an administrative position:
Starting Date: As soon as possible
Work shifts: Flexible
 
Responsibilities are as follows:
Implement archiving and administrative processes
Conduct Data entry
Issue invoices and quotations
Follow up with clients and suppliers
 
Qualifications:
Basic knowledge of accounting, experience is a plus
English for writing emails
Motivated and Organized
Presentable
 
Interested Candidates are requested to send their cv to the e-mail below.
tonyaboumerhy@hotmail.com
