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Job Description

Designation: Office Assistant/Admin/Business Coordinator
Department: Administration
Location: Vadodara

Roles & Responsibilities:

« Handle day to day office administrative work.
« Maintain and organize office documents.
« Manage incoming and outgoing calls, emails, and correspondence.

« Prepare basic reports, letters, documents, and spreadsheets.


https://www.careercross.com/company/detail-330232
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« Assist with scheduling meetings and other office activities.

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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