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Admin / Office Manager

Apply Now

Company: Collabrain

Location: , , Pakistan

Category: other-general

Job DescriptionScheduling meetings and appointments within the officeOrganizing the

office layout and ordering stationery and equipmentMaintaining the office condition and

arranging necessary repairsPartner with HR to update and maintain office policies as

necessaryOrganize office operations and proceduresCoordinate with IT department on all

office equipmentEnsure that all items are invoiced and paid on timeManage contract and

price negotiations with office vendors, service providers and office leaseProvide general

support to visitors.Provide general support to visitorsAssist in the onboarding process for

new hiresAddress employees queries regarding office management & servicesPerforming

duties when needed.Required SkillsAdministrationWorking Hours: MORNING

SHIFTQualification Required: BUSINESS ADMINISTRATIONExperience Required: 1

YEARDetail Address: GULBERG 3, LAHORE, PAKISTAN

#J-18808-Ljbffr

Apply Now
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