
 

Kuwait College of Science and Technology is fully licensed by the nation’s Ministry of Higher 
Education/Private Universities Council and started its operation in 2016 offering degrees in Computer 
Science, Computer Engineering and Electronics and Communications Engineering. In 2020, the student 
population exceeded 1300, and the first cohort of engineers has graduated. The University has an 
outstanding high research output among all private universities in Kuwait. 

One of the cornerstones of the University’s strategy is Engineering with Leadership, which means that 
the University aims to produce engineering graduates who are aware and conversant with management 
theory and techniques. Thus, its current engineering curricula already contain significant portions of 
economics, management and entrepreneurship. 

The Academic Department is recruiting ambitious candidates with a proven track record in 
Administration. 

Job Vacancy       Academic Admin Assistant (Local candidates only) 

 
Candidates should provide high-level support to the academic department(s) of quality assurance and 

accreditation in a broad range of quality administrative support services thus ensuring a smooth 

workflow of the office. Provide high-quality assistance to the students as well as the faculty members. 

Provide analysis and reports of the information as required. 

Duties and Responsibilities: 

Under general supervision of the Head of the departments, the incumbent in this position will: 

• Provides administrative support to an academic teaching department by providing reception 

services, scheduling appointments, meetings, filing, researching files and records, and preparing and 

proofreading correspondence, reports, and other documents as requested. 

• Assists faculty by answering questions and providing information, locating desired information and 

materials, typing, collating, or otherwise assisting in test preparation, preparing and/or proofreading 

manuscripts, correspondence, and other material, obtaining desk copies of textbooks, making travel 

arrangements, and preparing expense reports. 

• Assists students by determining who can best provide the information needed by the student, 

providing basic and initial assistance to students with questions about classes, registration, 

permissions, etc. using established guidelines (information in course catalogues, departmental and 

college documents, and established policies and procedures). 

•  Supports the work of the department by purchasing equipment and supplies, maintaining an 

inventory of office supplies. 

• Helps to organize and conduct departmental events, as directed, by securing space, equipment, 

preparing invitations, announcements, agendas, and assisting with the event as it occurs. 

• Supports the department by maintaining and updating the departmental databases, verifying and 

processing student and part-time employee time records, scheduling the use of classrooms, 



 
department facilities, or meeting rooms, and maintaining the security of classrooms, labs, 

equipment, and records. 

• Contributes to a work environment that encourages knowledge of, respect for, and development of 

skills to engage with those of other cultures or backgrounds. 

• Supports the department by performing all other duties as assigned by the department head. 

• Act as the first point of contact for the department and provide high-level client service to KCST 

students.  

• Provide a comprehensive level of assistance to faculty members to ensure smooth and efficient 

operations. 

• Collect and prepare background documents for various tasks.  

• Maintain confidentiality of records and information.  

• Ability to interpret academic and administrative policies and procedures. 

• Ability to keep up to date on relevant policies and procedures. 

• Adhere with KCST internal policies and procedures.  

• Ability to organise and prioritise multiple tasks and produce reports under strict guidelines. 

• Undertake other duties as required by the Head of the Department.  

 

Successful candidates are expected to have: 

• Education: Bachelor's degree in business/Computer Science/English or other related fields. 

• Minimum of 02 years of practical experience in a similar position. 

• Experience in using Microsoft Excel to interrogate large and complex datasets. 

• Good interpersonal and problem-solving skills. 

• Proficient in Arabic & English vocabulary. 

• Able to work under pressure and multi-task. 

• Time and task management. 

• Detail-oriented, and have the ability to maintain confidentiality and act wisely and decisively. 

KCST offers internationally competitive salaries and health insurance subject to entitlement.  

For full consideration, applicants should submit the following documents, preferably in a single ZIP file:  

i. Cover letter,  

ii. Curriculum vitae,  

iii. List of three professional references with contact information  

Applications should be sent to careers@kcst.edu.kw. Review of applications will begin immediately and 

continue until the position is filled. All inquiries related to the advertised position should be addressed 

to careers@kcst.edu.kw. Please write VACANCY– ACADEMIC ADMIN ASSISTANT in the subject line. 

Further information about the University and Job Openings can be found at http://www.kcst.edu.kw/. 
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