=X institute of CAREER

Business Administration

Keraori OPPORTUNITY

Leadership and ldeas for Tomaerow

The Institute of Business Administration (IBA), Karachi seeks applications from dynamic and

result oriented individuals for the following full-time position: @

Position: EXECUTIVE ASSISTANT DEAN OFFICE - STUD FFAIRS
(PROJECT BASED) C,'

MAIN DUTIES & RESPONSIBILITIES: .
* Proficient in excel, and other data analysis tools. + Q
* Handling all administrative responsibilities and, __ pertaining to Dean Student

Affairs domain. e \
* Planning and coordinating internal and extefiial frieetings
® Ensuring smooth coordination between the Degn's office and other Schools and

Departments at IBA. @‘ :
Keeping the Dean up-to-date with unications, meetings, and visits.
Engaging with students and conn hem with the relevant focal person.

QUALIFICATION & EXPERIENCE:
The incumbent shall have at |§ Bachelors’ degree from an HEC recognized institute

with at least 1 year of exp rie & working in relevant field.
KNOWLEDGE & C éENCIES:

Excellent comman icrosoft Office, Good Writing,
Communication, nterpersonal Skills; Friendly and Energetic.

&

Interested candidates can apply for the position by Sunday

Octoberl5,2023 via IBA career website (https://careers.iba.edu.pk).




