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· Marketing and PR Assistant
Broad Function
Marketing and PR Assistant is involved in all aspects of the daily duties of the Marketing and PR Department, assisting and extending support to the department. 
Duties and responsibilities
· Assisting in the advertising and PR campaigns
· Daily media monitoring and market research
· Liaising and building relationships with suppliers
· Coordinating with other departments for information collection
· Assisting in the production of marketing materials and managing the stock of collaterals
· Website management (Updating CMS, proof reading and liaising with website developer).
· Maintain and organize databases
· Assist in events
· Monitor competitors activities 
· Monitor press coverage and contribute to the production of media reports
· Assist in web marketing
· Assist in the production of the Internal Newsletter
· Administrative tasks (filing, data collection, presentation of market research and PR, updating LPOs and liaising with Finance to keep track of budgets).
Skills
· Bachelor’s degree in Marketing, Public Relations or equivalent
· Minimum 1-2 years’ experience
· Familiarity with graphic design basics (Adobe Photoshop, Illustrator and InDesign) is a plus.
· Fluent in English, Arabic is a plus.
· Initiative and creative
· Excellent writing skills
· Excellent time management skills 
· Good Microsoft Office skills
· Excellent research skills
· Confident, excellent interpersonal and communication skills 
· Detailed, organized and result oriented
· Sound knowledge of competitor analysis.
· No gender preference.

[bookmark: _GoBack]Position Details:
· Full time position/unlimited contract
· Reports to Marketing and PR Manager
General notes for applicants:
· If interested, applicants should submit a cover letter, curriculum vitae and names and contact e-mails of three references to careers@murdochdubai.ac.ae. 
· The position applied for must be mentioned in the email subject line. 
· For part-time positions the candidates must already be in possession of a residence visa for the UAE and must submit a "No Objection Certificate" from their current employer/sponsor. 
· Only shortlisted candidates will be contacted. 
· Applicants who do not meet specified requirements will not be shortlisted. 
· For teaching positions, a minimum of a Master's degree in the respective discipline is required, in addition to a minimum two years teaching experience in tertiary education. 
· MUISCD is an equal opportunity employer. 
· All applications are treated with utmost confidentiality.
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