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company Overview:

The company is engaged in the manufacturing and supply of Auto components manufacturing Motor vehicle parts production

Roles And Responsibilities
« Oversee and manage day-to-day administrative operations of the plant.

« Plan and execute employee engagement activities, welfare programs, and employee events to enhance workplace
culture.

« Coordinate with cross-functional teams to ensure smooth plant operations and readiness.
« Maintain administrative records, contracts, agreements, and service-related documentation.

« Drive digitalization initiatives and continuous process improvements within the administration function.
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« Develop, implement, and monitor Standard Operating Procedures (SOPs) for administrative processes.

« Establish and maintain effective systems for asset management, documentation control, and facility management.

« Ensure timely execution and completion of all administration-related projects and activities.
« Monitor vendor performance, manage service providers, and control administrative budgets.
« Support the setup and administration of new plant facilities and infrastructure.

« Continuously improve administrative systems, policies, and procedures to enhance operational efficiency.

Job Requirement:

* Qualification: Any Degree

» Experience: 10 Year

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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