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Job Openings in the Assisting Agency of
Policies

Within the process of seeking qualified employees from within
the ministry, the Assisting Agency of Policies is seeking
qualifications to work according to the following:

1. Legal

-Bachelor’s degree or higher in Law or an equivalent
specialization.

- Knowledge in the latest rules and regulations in the Kingdom.
- Ability to conduct legal research and studies.

- Ability to draft legal documents and ensure they comply
with rules and regulations.

- Ability to analyze and draw conclusions.

- Skill in using Microsoft Office programs.

- Employer approval.

- Passing personal interview.

2. Policy Specialist

- Bachelor’s degree or higher in Law, Public Policies, or an
equivalent specialization.

- Ability to conduct research and studies in the field of Policies.
- Deep knowledge in policies and regulations related to work.
- Ability to analyze and draw conclusions.

- Skill in using Microsoft Office programs.

- Ability to draft documents and reports related to work.

- Employer approval.

- Passing personal interview.

3. Project Management Officer

- Bachelor’s degree or higher in Engineering, Administration
or an equivalent.

- Experience in Project Management.

- Skill in using Microsoft Office programs.

- Effective communication.

- Planning and organization.

- Skill in presenting.

- Employer approval.

- Passing personal interview.

4. Administrative Affairs Officer

- Bachelor’s degree or higher in an administrative field.

- Experience in administrative affairs.

- Ability to draft and review official correspondence.

- Knowledge in administrative rules and regulations.

- Organizing archives of transactions and facilitating their
retrieval.

- Employer approval.

- Passing personal interview.

5. Office Manager

- Bachelor’s degree or diploma.

- Experience in administration.

- Ability to draft and review official correspondence.
- Knowledge in administrative rules and regulations.
- Supervising the direct manager’s work schedule.

- Organizing daily work.

- Preparing for meetings.

- Employer approval.

- Passing personal interview.

6. Executive Secretary

- Bachelor’s degree or diploma.

- Experience in the field.

- Ability to use computers efficiently.

- Effective communication.

- Scheduling the direct manager’s work.

- Preparing for meetings, writing reports and MOMs.
- Employer approval.

- Passing personal interview.

7. Reporter

- Experience in the field.

- Punctuality, discipline and adhering to official work hours.
- Employer approval.

- Passing personal interview.

8. Driver

- Experience in the field.

- Punctuality, discipline and adhering to official work hours.
- Employer approval.

- Passing personal interview.

Those who acquire the mentioned qualifications and are
interested to apply, please submit your resume titled with the

desired position to the following e-mail:
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Noting that submission ends in 3/11/2022.
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