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Job Description:

Designation/Title - Admin - Executive
Location - Gurugram
Educational Qualification: Bachelor's degree in any discipline

Roles & Requirement:

« Manage order-related documentation, including purchase orders, invoices, and related administrative records.
« Support basic accounting activities and coordinate with external accounting service providers.
« Arrange travel logistics, including hotel bookings and transportation for employees and visitors.

« Procure office supplies and maintain smooth office operations.


https://www.careercross.com/company/detail-330232
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« Provide general administrative support and assist with various operational requirements as needed.

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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