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ICRC

The International Committee of the Red Cross (ICRC) is an impartial, neutral
and independent humanitarian organization, which has been permanently
present in Syria since 1967. The ICRC works closely 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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The ICRC is seeking to recruit a:

Premises Assistant
Based in Damascus

Main responsibilities

« In charge of ordering coffee break and cleaning materials, and keeps the statistic file updated.

« Manages all inventories.

« Establish the weekly cleaning plans for the all ICRC premises.

« Supervise all domestic staff.
« Keys management, make regular inventory for the keys.

« Follow-up the electricity, water and phone invoices related to ICRC premises.

« Assists the Premises Responsible in various administrative duties

Minimum Qualifications

« University degree,

« 3 - 5 years work experience in a similar field, experience in a Hotel an advantage

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

Working base : Damascus
Working Language: English
Deadline to apply : 14/11/2015

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 or P.O.Box: 3579 Damascus

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

“Premises Assistant _ 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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