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Karachi Mobility Project
Sindh Mass Transit Authority (SMTA)
Transport & Mass Transit Department
Government of Sindh
REQUEST FOR EXPRESSSION OF INTEREST

The Government of Sindh requires services of following S1afT for a donor funded project. Inferested applicants may express their interest
in providing the services throngh CVs
Eligibke applicants shall have the following qualifications, experience and skills as mentioned against the positions
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be forwarded through Email jobskmpvlc@gmail.com latest by S August, 2 dunng office hours.
. Only shortlisted applicants will be contacted, the successful candidates will be offered p -based package as per g

employer, apply.
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through courier to Project Director at the following mentioned address, the of Interest with Covering Letter and CV can also

guidelines.
The domicile policy d&‘mof&wmkqpuhswhwlmlu
We are equal op

stage without assigning
any 1easons.

PROJECT DIRECTOR
Karachi Mobility Project, BRT-Yellow Line
Sindh Mass Transit Authority (SMTA)
C-44, Lane 7, Block 2, Clifton, Karachi
Tel: 021-35304396
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Office Assistant - Job Description

Title: Office Assistant
Number of Position(s): 01 - Contract
Reports To: Project Director - KMP

Job Duties /Responsibilities:

The major responsibilities of the Office Assistant include but are not limited to the following:

e To provide clerical support including organizing files, scheduling appointments, taking
minutes, proof reading, receiving guest and arranging meetings

Education and Experience

e Bachelor’s degree from HEC recognized University/Institute along with Diploma in IT
(DIT).

e Excellent verbal and written computer skills with exceptional reading and listening
abilities.

e At least 02 years of experience in donor funded projects. Must have an average typing
speed of at least 30 words per minute. Proficient in dictation and note taking.

Work Conditions

Position is based in Karachi. Selection will be based on merit and competency.





