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PR/109073 | Admin Coordinator
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Position Name: Admin Coordinator

Job Location: Chennai
Exp. required: 2 years +

Qualification: B.com / Graduate

Roles & Responsibilities:

« Invoice Processing (Utility, Travel, and other misc.)
« Responsible for handling bookings of Hotel Accommodation, Air and Train tickets.
« Car arrangement during visits.

« Attendance Management of Office Staff

« Office Maintenance activities such as purchase of pantry items, stationery, etc.


https://www.careercross.com/company/detail-330232
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« AMC Maintenance/Event Management
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