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The International Committee of the Red Cross (ICRC) is an impartial, neutral and
independent humanitarian organization, which has been permanently present in Syna
since 1967. The ICRC works closely with and supports the Syrian Arab Red Crescent
(SARC) organization to provide food, water, healthcare and other forms of relief
assistance to people affected by the fighting. The ICRC also visits people detained and
helps them to stay in contact with their families. This service is also provided to families
separated as a result of the fighting.
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ICRC Syria is seeking to recruit a:

Receptionist
Based in Damascus

Main responsibilities:

» Receives visitors in the Reception area and informs concerned colleagues.

» Receives, executes, and transfers phone calls from/to concerned persons.

» Ensures all information collected during phone calls is transmitted to the concerned
person.

» Handles the booking for the meeting rooms.

Minimum Qualifications:

*  High school level

*  Minimum 2 years work experience in similar function
* Good command of written and spoken English

*  Good computer skills

*  Good communication skills

Working base: Damascus
Working language: English
Deadline for applying:  5/02/2017

Interested candidates are requested to send their complete files in English (CV, motivation
letter and references ) to :

International Committee of the Red Cross (ICRC) Abu Romaneh, Masr Street, Rawda
Square, Damascus

Candidates can email their files to : dam_hr_services@icrc.org,

email subject “Receptionist _ Damascus”

Only short-listed candidates will be contacted.
Incomplete files or applications in a language other than English will be rejected.
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