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DTDC Recruitment 2023 – All India Jobs – Front
Office Admin Post
Job Location
India
Remote work from: India
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Base Salary
Rs. 11,000 - Rs. 19,000

Qualifications
12th, Graduate

Employment Type
Full-time

(adsbygoogle = window.adsbygoogle || []).push({});
(adsbygoogle = window.adsbygoogle || []).push({}); 

Description

DTDC Jobs 2023

The Front Office Admin is responsible for providing general administrative and
clerical support to the front office. Duties may include but are not limited to:
managing and ordering office supplies, greeting clients and guests, screening and
directing phone calls and emails, preparing meeting materials, and maintaining files
and databases.

Jobs Near Me

Responsibilities: 

– Prepare meeting agendas and minutes – Maintain office files and records – Order
office supplies – Provide customer service and handle inquiries
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Jobs For Freshers

 

Hiring organization
DTDC

Date posted
April 29, 2023

Valid through
31.12.2025

APPLY NOW

DTDC Jobsleworld - Jobs In India - Job Vacancies In India. Apply
Thousands of Job Openings In India, India's Job Portal. Explore

India Jobs Across Top Companies Now!
https://jobquest.jobsleworld.com



Qualifications: 

– High school diploma or equivalent – 2 years of clerical or administrative
experience – Strong customer service skills

 

 
Important Links Find the Link in Apply Now Button

Indians "Apply Now Online! – Work From Home
Jobs – 2+ Exp. and Fresher Required"

Indians Apply for Workers, Work From Home, Official, and Admin Posts

If you are Indian Apply to our Renowned Client Vacancies for 2+ Year Experience
Candidates, Freshers are also Allowed. You must Fill in all the Details and ‘Upload
C.V/Resume‘ to get Selected Quickly. Click Here to Apply
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