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German-Iranian chamber of industry and commerce
Job Candidate: 
	Department
	AHK-Iran Executive Management Department

	Location
	No. 16, Navak St., Africa Ave., Tehran, Iran

	Job Title
	Marketing Manager Assistant

	Reports to
	Mr. Seyedreza Mousavi
	Title
	Marketing Manager

	

	Level
	Managerial
	Type of position:

 FORMCHECKBOX 
  Full-time

 FORMCHECKBOX 
  Part-time

 FORMCHECKBOX 
  Contractor

 FORMCHECKBOX 
  Intern
	40  Hours / week

 FORMCHECKBOX 
  Flexible
 FORMCHECKBOX 
  Inflexible

	

	General Description

	· Handle secretarial work: answer telephones and transfer or take messages; manage the in/out faxing, emails and letters, maintains office records, filing and reference, etc.
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.
· Contributes to team effort by accomplishing related results as needed.

· Assist the Director in maintaining liaisons with project partners, preparing reports, proposals.

· Arrange meeting and may takes minutes if necessary or per requested.
· Set up appointments with prospective clients to encourage them to participate in AHK and IHK educational programs.
· Performs other related duties as assigned.
· Maintain customer contact lists and organize appointments and proposals.
· Set up information sessions and conferences to make people informed about the programs.



	Skills/qualifications

	· Reporting Skills, Administrative Writing Skills, Microsoft Office Skills, Verbal Communication Skills.
· English proficiency is required, German proficiency is preferred.

	education 

	· BSc is preferred.
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