EXECUTIVE ASISTANT
Klinikya is a healthcare technology company that connects people with healthcare providers. Our platform allows patients to book appointments online and access virtual healthcare services. We provide clinicians with a state-of-the-art telehealth software system and services. Our mission is to make healthcare accessible, simple, and better for everyone. Through our online system, we are creating a marketplace in Turkey and fostering health tourism for foreigners.

POSITION DESCRIPTION:
We are currently seeking an experienced and proactive Executive Assistant to support our executive team at Klinikya. In this role, you will be responsible for providing high-level administrative support, managing calendars, coordinating meetings, and handling confidential information. You will play a crucial role in ensuring efficient operations and effective communication within the organization.

RESPONSIBILITIES:
· Manage executive calendars, schedule appointments, and coordinate meetings.
· Prepare meeting agendas, documents, and presentations.
· Handle confidential information and maintain the utmost professionalism and discretion.
· Coordinate travel arrangements and manage expense reports.
· Conduct research and compile reports as needed.
· Assist with special projects and initiatives as assigned.
· Act as a liaison between executives, internal teams, and external stakeholders.
· Assist with email and correspondence management.

QUALIFICATIONS:
· Bachelor's degree in Business Administration, Management, or a related field.
· Proven experience as an Executive Assistant or similar role.
· Strong organizational and multitasking skills with exceptional attention to detail.
· Excellent verbal and written communication skills.
· Proficient in using Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
· Ability to handle sensitive information with professionalism and confidentiality.
· Strong problem-solving and decision-making abilities.
· Flexibility to adapt to changing priorities and deadlines.
· Professional demeanor with excellent interpersonal skills.
We are checking applications via e-mail. Please make sure to include your full name, the position you are interested in, and mention that you reached us through MARKAM (Marmara University Career Center) in the e-mail you will send.
