
 

 

 

  
 

 
 

POSITION Administrative Officer 

EMPLOYMENT TYPE Full time 

FACULTY/CENTER/INSTITUTE/DEPARTMENT FET/SCS 

LOCATION QI Campus, aŀƭŜΩ 

DATE ADVERTISED 15 October 2024 

DEADLINE FOR APPLICATION 20 October 2024 
 

 

 
 

To ensure reliable, timely, and efficient administrative support is provided to the Head of the Faculty, 

academic staff, students, and related departments of the College. 

 
Reports to: Head of School, FET  

 

Salary: MVR 5,000/-, Allowance: MVR 4,000/- 
 

Time:   14:00 - 22:00 or 13:00 to 21:00 (Sunday to Thursday and Saturdays where necessary) 

 
 

 
 

¶ Support the academic staff and the head of school in executing the ŦŀŎǳƭǘȅΩǎ business. 

¶ Provide administrative assistance to Coordinators, senior staff, and academic staff of the 

faculty. 

¶ Assist staff and students with FET-related reception services. 

¶ Prepare attendance sheets for classes. 

¶ Stay on call throughout the assigned class. 

¶ Prepare student attendance reports. 

¶ File processed entries and correspondence related to the faculty. 

¶ Request and provide stationeries to all faculty employees as needed. 



¶ Develop, draft, and prepare routine documents for correspondence. 

¶ Maintain stock of the faculty. 

¶ Prepare requisition forms and purchase orders if required. 

¶ Print or duplicate course materials and other faculty documents for all campuses. 

¶ Assist in registration of students during registration days. 

¶ 




