Executive
Distribution Administration

Responsibilities

* Handling decumentation related to recrultments and resignations

* Preparing monthly parformance and work summaries,

+ Carrying out administrative tasks related to the division,

* Malntaining employee recards/ fles.,

+  Asslating in arranging meetings, tralnings and other special programs
r&rudutlllm dmy-to-day opérations of the department

Qualifications

= A Bachelor's Degree in business management or a related field and for a
professional gualification

*  Pdinimum 2-3 years of relevant experience

*  Prior experience in a similar job rale in the insurance industry will be an
added advantage.

= Ability to multitask and waork independently by prioritiziigthe daily work

tasks) deadlines
*  Exceptional Interpersonal, organizational, and communic
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