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as follows :

Responsibilities :

of PBA.

Qualifications :

Responsibilities :

Qualifications :

Secretarial degree.

Application Procedure:-

following :

PBA address :

Qualified and interested candidates are requested to fax ,

Npy eV

Palestinian Businessmen Association

Job Vacancies

The PBA announces the opportunities to fill an immediate Job Vacancies in the Associations office in Ramallah

1., Post: Assistant General Manager.

The PBA seek a dynamic experienced professional to be the lead staff to assist the Managing Director to launch ,
carry out and a achieve the set tasks and activities of the PBA. And mainly incharge of the following :
1. Make necessary contacts, coordination’s and arrangements needed for the public relations department works
with public and private sectors , civil society , donor community , spoken and written Media...etc.
2. Prepare annual plan, programs, data bases needed .
3. Update and manage the PBA main public relations tools, PBA Website , brochures , profiles ..etc.
4. Follow the necessary administrative efforts to achieve issuing the Palestinian Executive Magazine
Periodically in cooperation with the Managing Editor.
5. Identify proposals , execute and follow up projects needed by the private sector that falls under the mandate

6. Achieve funding for such projects.

A- Bachelor degree in Public Relations , BA,MIS, Computer science and related fields .
B- Various Computer skills , web master ...etc.
C- Excellent oral and written communication skills in English and Arabic.
D- Ability to work under pressure.

27 st.Post : Executive Secretary,

1- The candidate should be able to provide a proven track record in maintaining and developing the office procedures
and policies , be able to assist , follow up and achieve the Managing Director office related activities .

2- Handle incoming telephone calls, E-mails and post , prepare regular office correspondence, keep track of
filling system , library, write reports and qurams, handle petty cash registrar .

A- Hold A Bachelor degree in BA, Management, MIS or any other related fields such as an Executive

B- Have a minimum 3 years experience .
C- Have an excellent oral and written skills in English, Arabic and other languages will be an asset.
D- Professionally skilled in Computer , internet , and software applications.

E- The ability to work under pressure, set priorities flexibility ,reliability , tactfulness and punctuality.

* A cover letter stating the position of interest written in English ,why he/she thinks eligible for application.
* A detailed updated CV, including 3 references .
* The last three years salary history.

ALmasioun /Al-ma’ahed st /Almalki Bld /37 Floor — Ramallah -Palestine
ax : mail : palba@palnet.com
k F 00970 22974004 / Email : palba@pal )

e-mail or hand deliver before August 28" 2007 the
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