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PR/158233 | Admin Support (6 months contract)
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JOB RESPONSIBILITIES
« Manage office operations
« Handle incoming and outgoing communications, such as emails, messages and phone calls
« Organize and maintain documentation

« Accurately input and update data in company databases and systems.

JOB REQUIREMENTS


https://www.careercross.com/company/detail-329505
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« High school diploma or equivalent
« Proficient in using office software, including MS Office (Word, Excel, PowerPoint, Outlook).

« Strong written and verbal communication skills.
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