Page 1 of 2

@ CareercrOSS by JAC Recruitment

IHF India
ACIMIISEINENIE We are recruitment specialists around the globe

PR/109131 | Officer - Admin

BEHE

AM#EN 2
VA I Y= U= AV NAVR

KAID
1528587

*iE
TR

A&
E#E

12K

w5
BEBREBO L. ISHEH

B'HA
20255048221 14:01

BN ESRMY

BERR
3FEMUL

FrUTLAL
PRIERE L NI

HKELRIL
EYRXRAKFEL NI

BA&AEEL NIV
EYRAKTFE LRI

R
WAE: ¥+

RiEOEY
BATORFBHTIVEDHY EEA

BEEHR

Roles:
« Good Knowledge about Process of Labour Licence. Building Approval/Building Occupancy, BOCW Act, environment
Laws in Delhi NCR
« Acts as a liaison and coordinates administrative activities between field management, other departments, customers,
vendors, subcontractors, and other parties including regulatory and municipal/state agencies
« To Make the BVS of Admin Related Vendors/Subcon

Job Details
« To make and monitoring of approval sheet for utility bills.
« Vehicle management, staff welfare, staff attendance,
« Handling of supporting staffs
« Controlling and monitoring of Asset management

Desired Candidate
« Must be detailed oriented, punctual, and work well within a team
« Good knowledge of English & local language in construction company
« Managing diaries, scheduling meetings, and booking rooms
« Liaising with suppliers and contractors
« Maintaining office systems


https://www.careercross.com/company/detail-330232

« Initiate tasks and execute accurately.

« Ability to administer several tasks independently and concurrently

« Excellent verbal communication skills

« Preparing, organizing, and storing information in paper and digital form

Qualification

BBA from reputed university (Regular course)

PGDCA

Work Experience (in years)

05 -07 years’ experience (At least 02-03 years working construction company)

LA
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