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PR/109045 | Dy. Manager / Manager- Admin
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Designation — Manager / Dy. Manager Admin

Location: Bengaluru,

Job Responsibility
« Basic knowledge about accounting and tax
« Administrative documentation
« Negotiating (corporate contract with hotel etc...)

« Managing service provider related to office (security, housekeeping, driver etc.)


https://www.careercross.com/company/detail-330232
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« Compliance to laws and company rules

« Overseeing day-to-day operations of the office, ensuring smooth functioning of administrative processes and
procedures

« Scheduling appointments, meetings, and conferences. Coordinating logistics and preparing necessary materials.

« Making travel arrangements for employees, including booking flights, accommodations, and transportation.

LA



	PR/109045 | Dy. Manager / Manager- Admin
	募集職種
	応募必要条件
	募集要項
	会社説明


