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PR/158946 | Project coordinator ( 1 year contract)
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Job Responsibilities:

« Serve as the main liaison between various teams (both internal and external) for project-related communication and
technical issues, ensuring clarity and professionalism.

« Organize meetings, follow up on tasks, and resolve issues to maintain smooth communication.
« Prepare, edit, and manage official letters and other formal correspondence related to ongoing projects.

« Track project progress and prepare regular progress reports to ensure projects stay on schedule and milestones are
met.

« Perform ad-hoc tasks as assigned by supervisors or management.

Job Requirements:
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« Diploma or Degree in Civil Engineering, Communication, Project Management, or a related field.

« 1-8 years of experience in a technical or project management role, with a focus on communication, coordination, and
documentation.

« Proficiency in Microsoft Word, Excel, and PowerPoint.
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