Office Assistant

1. Office Management & Administration 
· Office procedures and administration
· File and record management
· Correspondence and official communication
· Diary, dispatch and documentation
· Meeting and schedule management
· Basic office protocols

2. Computer & MS Office 
· Basic computer knowledge
· MS Word, Excel and PowerPoint
· Data entry and formatting
· Email and internet use
· File management and printing/scanning
· Basic troubleshooting

3. Data Management & Basic Statistics 
· 
· Data collection and recording
· Tables, charts and basic data presentation
· Percentages, ratios and averages
· Data accuracy and verification
· Basic statistical concepts

4. Communication & Report Writing 
· English grammar and vocabulary
· Official correspondence
· Note writing and drafting
· Basic report writing
· Proofreading and editing
· Communication skills

5. Social & Public Health Knowledge 
· Basic concepts of public health
· Community health and awareness
· Social-sector programs
· Primary healthcare
· Basic knowledge of health indicators

6. General Knowledge & Current Affairs 
· Pakistan and Balochistan affairs
· Current national and international affairs
· General knowledge
· Basic knowledge of government and development organizations
