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Administration Officer - Kuwaiti National
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Company: UNITED STEEL INDUSTRIAL CO.

Location: Ahmadi

Category: other-general

Handle employee’s visarenewal, new joiners visa issuance, and separatedemployee’s

visa cancellation.

Ensureall local authority company’s licenses are renewed ontime.

Coordinate with various departments toensure smooth workflow and efficientprocesses.

Implement best practices andstandard operating procedures for administrativetasks.

Lead efforts to maintain and improveoffice facilities, ensuring a safe, comfortable, and

functionalenvironment.

Ensure high-quality services areprovided to all Kuwait Steel employees including but not

limited toCatering, Cleaning, Clinic, gardening, accommodation, andtransportation

services.

Collaborate withvendors and service providers for facility maintenance andrepairs.

Monitor and manage office supplies,equipment, and inventory.

Assist in budgetplanning and allocation for administrative and general servicefunctions.

Monitor expenses, review financialreports, and identify cost-savingopportunities.

Collaborate withfinance

https://kw.expertini.com/jobs/?utm_source=pdf_job&utm_medium=social
https://kw.expertini.com/jobs/job/administration-officer-kuwaiti-national-ahmadi-united-steel-industr-5ca3fdc0af/?utm_source=pdf_job&utm_medium=social
https://kw.expertini.com/jobs/job/administration-officer-kuwaiti-national-ahmadi-united-steel-industr-5ca3fdc0af/?utm_source=pdf_job
https://kw.expertini.com/jobs/search/united-steel-industrial-co-jobs-kuwait/?utm_source=pdf_job&utm_medium=social
https://kw.expertini.com/jobs/search/jobs-ahmadi/?utm_source=pdf_job&utm_medium=social
https://kw.expertini.com/jobs/search/other-general-jobs-kuwait/?utm_source=pdf_job&utm_medium=social


MandatoryRequirements

Knowledgeof the Kuwait Labour Law

Knowledge of thePublic Authority of Manpower and Ministry of Interview systems

andprocesses

Bilingual -Arabic/English

MS Officeknowledge

KuwaitiNational
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