Receptionist / Assistant
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[Applications Closed]

Full Time

Location:

Geneva, Switzerland

Duration:

Open-ended contract

Required start date:

15 August 2007

Closing date:

20 May 2007

Only applications from Swiss nationals or holders of valid working permits will be considered.
Principal responsibilities:
The Receptionist/Assistant main tasks and responsibilities are to operate as a focal point for visitors, telephone calls, e-

mails, faxes, travel and social arrangements, and to maintain the WOSM directory data base, etc.
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