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Executive Assistant (Brussels)
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Company: BESIX

Location: Belgium

Category: other-general

Job Description

To support our Chief Financial Officer, we're looking for an enthusiastic & dynamic

Management Assistant (FR/NL/EN).

The key responsibilities of this position include:

Process and monitor incoming and outgoing email correspondence

Provide administrative support including management of diaries, phones, proactive email

management (actioning, filing, forwarding) and ensuring managers are well prepared for

meetings.

Prepare and manage written complex communications including correspondence, email,

letters, memos, reports, spreadsheets and other documents as required.

Agenda management of highly flexible and demanding schedules and accommodation across

multiple time-zones.

Act professionally and effectively as a representative of the organisation in all

communications, including managing screening incoming and outgoing communications

(telephone, electronic, hard copy and in person) and ensuring a positive and responsive

approach at all times.

Process and handle phone calls, check invoices, provide support to the manager's team

You independently manage all correspondence, telephone conversations and meetings. In
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addition, you ensure that the Line Manager is kept informed of everything!

Skills

You are highly organized and able to manage priorities;

You have very good written and oral communication skills;

You are autonomous and appreciate teamwork;

You are flexible and dynamic;

You are stress resistant;

You show precision and pro-activity in your work;

discretion is one of your most important assets.

You can multitask

Qualifications

You have a bachelor degree in Administration related field or equivalent by experience in an

office management role.

You are fluent in French / Dutch and English

Advanced knowledge of Microsoft Word, Excel, Outlook, and ability and willingness to learn

new software packages as required

Demonstrated initiative and proactive approach to customer service, internal and external

Able to cope with shifting work priorities and the ability to prioritize work, must be able to meet

deadlines in a fast-paced quickly changing environment.

Ability and willingness to learn new skills and take on new tasks, as required

Proven track record and ongoing focus on timeliness, accuracy and punctuality

Ability to communicate, influence and build effective relationships at all levels of the business

with a particularly strong internal customer focus

Demonstrated initiative, flexibility and self-management skills and proven capacity to work in a



small team with limited supervision.

Apply Now

Cross References and Citations:

1. Executive Assistant (Brussels) Ridesharingindustryjobs Jobs Belgium

Ridesharingindustryjobs ↗� 

2. Executive Assistant (Brussels) Personaltrainerjobs Jobs Belgium Personaltrainerjobs

↗� 

3. Executive Assistant (Brussels) Fashionjobsnearme Jobs Belgium Fashionjobsnearme

↗� 

4. Executive Assistant (Brussels) Visualcontentcareeropportunities Jobs Belgium

Visualcontentcareeropportunities ↗� 

5. Executive Assistant (Brussels) Usajobscareer Jobs Belgium Usajobscareer ↗� 

6. Executive Assistant (Brussels) Perhourjobs Jobs Belgium Perhourjobs ↗� 

7. Executive Assistant (Brussels) Bankingjobsnearme Jobs Belgium Bankingjobsnearme

↗� 

8. Executive Assistant (Brussels) Marketingjobs Jobs Belgium Marketingjobs ↗� 

9. Executive Assistant (Brussels) Ai-ml-jobs Jobs Belgium Ai-ml-jobs ↗� 

10. Executive Assistant (Brussels) Searcheuropeanjobs Jobs Belgium

Searcheuropeanjobs ↗� 

11. Executive Assistant (Brussels) Searchamericanjobs Jobs Belgium

Searchamericanjobs ↗� 

12. Executive Assistant (Brussels) Microbiologistjobs Jobs Belgium Microbiologistjobs

↗� 

13. Executive Assistant (Brussels) Sportsjobs Jobs Belgium Sportsjobs ↗� 

14. Executive Assistant (Brussels) Installationjobs Jobs Belgium Installationjobs ↗� 

15. Executive Assistant (Brussels) Museumjobs Jobs Belgium Museumjobs ↗� 

16. Executive Assistant (Brussels) Legaljobs Jobs Belgium Legaljobs ↗� 

17. Executive Assistant (Brussels) Teachingeducation Jobs Belgium Teachingeducation

https://be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/?utm_source=pdf_job
https://google.co.uk/amp/s/ridesharingindustryjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.in/amp/s/personaltrainerjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.uk/amp/s/fashionjobsnearme.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.de/amp/s/visualcontentcareeropportunities.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.uk/amp/s/usajobscareer.com/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.ae/amp/s/perhourjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.in/amp/s/bankingjobsnearme.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.ae/amp/s/marketingjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.in/amp/s/ai-ml-jobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.in/amp/s/searcheuropeanjobs.com/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.com/amp/s/searchamericanjobs.com/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.in/amp/s/microbiologistjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.com/amp/s/sportsjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.uk/amp/s/installationjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.com/amp/s/museumjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.com.au/amp/s/legaljobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://google.co.uk/amp/s/teachingeducation.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/


↗� 

18. Executive Assistant (Brussels) Riyadhjobs Jobs Belgium Riyadhjobs ↗� 

19. Executive assistant (brussels) Jobs Belgium ↗� 

20. AMP Version of Executive assistant (brussels) ↗� 

21. Executive assistant (brussels) Belgium Jobs ↗� 

22. Executive assistant (brussels) Jobs Belgium ↗� 

23. Executive assistant (brussels) Job Search ↗� 

24. Executive assistant (brussels) Search ↗� 

25. Executive assistant (brussels) Find Jobs ↗� 

Source: https://be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/

Generated on: 2024-04-29 by Expertini.Com

https://google.com/amp/s/riyadhjobs.info/job/executive-assistant-brussels--belgium-besix-3635bb5c1e-belgium/
https://www.google.com/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/
https://www.google.co.in/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/amp/
https://www.google.de/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/
https://www.google.co.uk/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/
https://www.google.es/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/
https://www.google.fr/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/
https://www.google.at/amp/s/be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/
https://be.expertini.com/jobs/job/executive-assistant-brussels--belgium-besix-3635bb5c1e/?utm_source=pdf_job&utm_medium=social
https://expertini.com

