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The International Committee of the Red Cross (ICRC) is an impartial, neutral and
independent organization. In response to the unrest affecting Syria since March
2011, the ICRC strives with the Syrian Arab Red Crescent (SARC) to meet basic
needs of the civilian population, especially first aid and food assistance. Present
in Syria since 1967, the ICRC also works in the occupied Golan. Other activities
include restoring family links between Syrians and relatives detained abroad and
providing drinking water to drought-stricken villages.
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ICRC Syria is seeking to recruit a:

Administration Assistant
Based in Aleppo

Main Responsibilities

« Responsible of accounting/financial activities (bookkeeping, reconciliations).

« Ensure respect of financial procedures (control invoices, approvals).

« Cash flow management.
« Premises and maintenance management.

« Supervise cleaning and maintenance employees.

Mini Qualificati

« High school or professional diploma.
« 3 -5 years work experience in a similar field.

« Good Knowledge in an accounting system (ERP) would be an asset.

« Good knowledge of written and spoken English.
« Good computer skills.

Working base: Aleppo
Working language: English
Deadline for applying: 1/8/2015

Interested candidates are requested to send their complete file in English (Resume, motivation letter

and references) to:
International Committee of the Red Cross (ICRC)

Abu Romaneh, Masr Street, Rawda Square, Damascus.

P.O.Box: 3579 Damascus

Or Maurice Aslo Bulding, in front of George Salem school, Faisal Street, Aleppo

Email : dam_hr_services@icrc.org and the email subject: Administration Assistant_Aleppo

Only short-listed candidates will be contacted.

Incomplete files or Applications in other language than English will be rejected.
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