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JOB OPENINGS...
OPPORTUNITY TO GROW e
e veans Lot
Kuwait Investment Company is seeking dynamic and Oriented professionals EH@.E il
for career opening listed below: Eiin® s T

1- Officer
Human Resources department

Required Qualifications:

# Bachelpr's in Business Administration, Hurman Resource Mamagemeant or relatad field.
#  Minimoem 3 years of expenence in the same or related field.

= Proficiency in English and Arabic languages.

Main Duties & Responsibilities:

= Mgt to implemant infemal job posting programs and ansure their electivenass,

= [acuement and update Human Resaurca’s Persanngd systam, fead the data in the system

= Monitor the daily attendance systam and investigate and undarstand causes for staft attendance,
[

Assest to organize personnel records, update documentabion in files and maintain the filing system in tha
HR department,

Maintain the confidantiglity of each employes’s personal miormation

= Prowide information and assistance to all emplogeas ar HR and work-related issues by eansuring all key
functions of supparting Heman Rasourcas team i performed in a timely and accurale manner,

» [watt the new recrotad employee’s contract and gathering all the required docurments:

= st to implemant infemal job posting programs and ansure their efectivenass,

2- Officer

Administrative Affaires Office

Required Qualifications:

* Rachelor's in business administration or any related field,

* Minimum 3 years of expenence in the same or related field.,
# Very good in English and Arabic languages.

Main Duties & Responsibilities:

# [ontact suppliers to prepare quotations fo companies, analyze them and assist to choose the mast
suitable for the company.

# Follow up on service contracts concluded with the comgany and ensure that s terms are fully
implemented and renewed according to the company's needs.

# Follow up the wark of mosing fumiture and redistributing offices in the company.

# Follow-up of the company's security persomnnel and their distribution to maintain the secunty of the
company and its properties, and follow up their attendance and depariure

# Follow-up of cleaning and maintenance workers in all company offices and kitchens, and their
distribution, and to ensure attendance and depariure,

* Arrange the official travel procedures for the comgany's employess regarding resendations and issuing
fickets, and ensure that they are implemented accurately and guicky

* Renew or change the comgany's car rental confracts to get the best prices in coordingtion with the
concemed administrative official.

* [szue approvals and permits and follow up on procedures with relevant government agencies regarding -
but not limited to - the company's commercial icense, Kewait Fire Depariment certificate, etc. in line with
ihe rules and regulations,

ster and apphy online, at WWW,KIC.com,kw/Home/ Job0pening
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