
 

 

●​ Executive Support & Confidentiality 

●​ MS Office Suite (Word, Excel, PowerPoint, Outlook)

●​ Written & Verbal Communication 

●​ Travel & Meeting Arrangements 

 

●​ Calendar & Email Management 

●​ Report Writing & Document Formatting 

●​ Multitasking & Prioritization Interdepartmental 

Coordination 


