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Designation- Executive - Admin & HR
Job Location- Mumbai

Job Description-

« HR related work ( Able to do Payroll processing indepdently, HR audit related work, Labour law compliance , legal
matters)

« Halding bank related operations / daily bank reconciliation
Input entry in Tally accounting software

« Handle all administrative operations .
Visa invitation letter for overseas visitors.

« Provide required data to auditors and submit income tax return filing documents to consultant
Co-ordinate with other team members


https://www.careercross.com/company/detail-330232
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« Any task related to A&A/Admin assigned by team members / Director

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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