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We are leading brands in the gold jewellery and pawning industry, known for our exquisite
craftsmanship and exceptional customer service built on over 20 years of trust and service.

We are looking for a responsible and organized Office Assistant to support our daily office
operations.
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Key Responsibilities §-§.§3=
» Assist with general office duties and administration work
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* Handle filing, documentation, and record keeping
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» Support staff with clerical tasks
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* Maintain office cleanliness and organization
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* Perform other duties assigned by management
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Requirements 203 &) DH8:
« G.CE. Ordinary Level qualification or above.
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« Cood communication and interpersonal skills.
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What we offer

« Competitive salary and
benefits package
commensurate with
qualifications and
experiences.

L
L

« Ability to work independently and as part of a

team.
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and training opportunities

= Trustworthy, responsible, and able to handle « A premium work

confidential information. . th
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respected brand

« Opportunities for career
progression within a
growing company

« Previous experience in an office assistant or

administration role i1s required.
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valid driving licence will be an added

advantage
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Send your CV; indicating: Email to:

* the post applied for; and careers@arixco.co
(e * contact details of two non-related referees
. b 1 CONTACT NO.: 011470281

11, within 7 days of this advertisement. WHATSAPP NO.: 076 3353115
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