https.//jobtalent.jobcitylive.com/job/amul-recruitment-2023-jobs-near-me-office-executive-posts/

Amul Recruitment 2023 - Jobs Near Me - Officeé  Hiring organization
Executive Posts Amul

Job Location Date posted
Bengaluru, Karnataka, India January 5, 2023
Remote work from: India ’

. Valid through
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Base Salary APPLY NOW
Rs. 15,000 - Rs. 18,000

Qualifications

Graduate

Employment Type
Full-time

(adsbygoogle = window.adsbygoogle || []).push({});
(adsbygoogle = window.adsbygoogle || []).push({});

Description

Amul Recruitment 2023

The Office Executive is a highly responsible position that requires an individual with
a diverse set of skills.

Jobs Near Me

The primary responsibility of an Office Executive is to ensure the efficient and
effective day-to-day operation of an office. This includes setting up and maintaining
filing systems, arranging meetings, tracking deadlines, and ensuring that all
administrative tasks are completed in a timely manner. Additionally, Office
Executives are responsible for managing office supplies, providing customer
service, and handling correspondence. They must also be skilled in problem
solving, communication, and organization in order to effectively coordinate the
various activities in an office.
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Amul Careers

Furthermore, Office Executives must be familiar with computer systems and
applications in order to properly manage the office’s data and records. In summary,
Office Executives are responsible for the effective and efficient day-to-day operation
of an office. They must be highly organized, skilled in problem solving, and
proficient with computer systems.
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