MICA REQUIRES
PERSONAL ASSISTANT TO THE DIRECTOR

MICA is a contemporary Communications Manage-
ment institute providing excellent career growth
opportunities. We are looking for someone who will
provide a high level of administrative and personal
support to the Director. The individual concerned should
be able to maintain strict confidentiality and loyalty
to the Director. If you have the ability to interact with
staff (at all levels), sometimes under pressure, remaining
flexible, organized, proactive, resourceful and efficient,
with a high level of professionalism and confidentiality,
we would like to hear from you.

www.mica-india.net MICA

MUDRA INSTITUTE
COMMUNICATIONS
AHMEDABAD

QUALIFICATIONS: Bachelor’s degree with 3+
years experience in a similar profile, strong knowledge
of MS Office and advanced MS Outlook, excellent
calendar and travel management skills, expert level
written and verbal communication skills, discretionary
decision making ability.

Candidates with Management degree/diploma will be
preferred. Compensation will not be a constraint for
the deserving candidate. If you see yourself befitting
the profile, please send your resume to:

The Registrar & CAO, MICA, Shela, Ahmedabad - 380 058 GUJARAT Tel : +91-2717-308250
Fax: +91-2717-308249 email: registrar@mica.ac.in




