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Palestinian National Authority

PALESTINIAN WATER AUTHORITY
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VACANCY ANNONCEMENT

The Palestinian Water Authority (PWA) in Gaza invites experienced & qualified Palestinian to apply for
the following position in the Project Management Unit (PMU) which is responsible for the implementation
of North Gaza Emergency Sewage Project Fund by the World Bank.
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Main Duties:

hand-written notes.

calls and messages.

lification and Skills:

Time and Location:

Note:

address below:

»  Use computer to prepare, enter, edit and proofread correspondence, invoices, presentations,
brochures, publications, reports and other related documents from stenographic, dictated or

e Open and distribute regular mail, e-mail and other documents and coordinate the circulation
of information internally and with other departments and organizations.

*  Schedule and confirm the employer’s meetings.

*  Order office supplies and maintain an inventory.

*  Respond to information requests made by telephone and e-mail requests and forward telephone

e Set up and maintain manual and computerized information filing systems

*  Develop and implement general office procedures.

*  Greet and screen visitors and direct them to the employer or the appropriate person.
*  Record and produce minutes of meetings.

e Arrange travel itineraries and make reservations.

*  Compile data, statistics and other information and conduct research if necessary.

*  Bachelor degree in Business Administration or related field to project management

e Minimum 3 years experience in Administrative works for projects in recognized governmental,
NGO'’s or international organization.

*  High degree of confidentiality, initiative, action oriented and diplomacy.

e Excellent command of English and Arabic language.

*  Excellent Using MS application.

The applicant is required on a full time basis for the project period at PMU offices.

The CV’s and the supporting documents should be delivered before 11™ November , 2007, to the

Al Wehda Street — In front of Ministry of Health
Shaath Building (Shaath Pharmacy)

For more clarification please don’t hesitate in contacting Projects Management Unit (PMU)

Tel: 2833609/2833615/2827409
Fax: 2826630




