Page 1 of 2

@ C areercrOSS by JAC Recruitment

1VEDRALS

PR/109500 | Coordinator - Gurgaon

BEHE

ABNSHE
VA I Y= U= AV NAVR

KAID
1551996

*iE
oM (A—H-)

ERAwE
E#E

i
1K

w5
BEBREBO L. ISHEH

B'HA
2025%07A15H 10:30

BN ESRMY

BEER
3FEMUL

Fr)T7LRIL
FIRRBRE L NI

HKELRIL
EVRAKFELANIL

BA&AEEL NIV
EYVXRAKFEL NI

R
BRE: #¥TS

RiEOEY
BATORBHFTIDEHY EHA

B8ER

Company Overview: One of the leading Japanese MNC having their HQ in Gurgaon.
Job Overview: Looking for an individual having strong experience into coordination while take care of the inventory.

Job Responsibilities:

Document preparation, e-mail correspondence, and telephone support

Data entry, management and analysis

Preparation for meetings and takingminutes

Customer service, responding to inquiries

Expense reimbursement, equipment inventory management

Creation and management of customer lists

Perform work in accordance with the instructions of the supervisor

Reporting, communication, and consultation will be determined in cooperation with the supervisor.
Decision-making authority is limited within the work.


https://www.careercross.com/company/detail-330232

Job Requirements:

« Graduate having 3+ years' experience working in the profile

« Must have strong communication in English

« Strong in PC skills like PC skills (Word, Excel, PowerPoint, etc.)
« Must have good administrative skills

« Must have strong customer service skills

« Must be a team player

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.in/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.in/terms-of-use
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