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Company: RSM Avais Hyder

Location: Lahore

Category: other-general

The Manager will be expected to manage the entire administration of the office,

specifically:- Maintaining the filing stores; ensuring that file issuance is properly approved and

that only properly tagged files are placed in the store.

- Ensuring that the office space is clean and clutter free

- Ensuring the attendance and punctuality of the admin department staff

- Monitoring the creation of payroll and timely payments of salaries.

- Managing the general procurement needs of the office.

- Dealing with service personnel such as linesman and cable repairmen etc.

- Ensuring that the infrastructure of the office is in good working condition at all times.

Infrastructure includes: Fans, A/C, UPS's, water filters, water motor, generator, TV

screens, telephone sets, light, furniture.

- Ensuring that the plants within and without the office are watered and well

maintained.The personnel he/she will be managing are as follows:- Admin assistant

- Admin supervisor

- Receptionist

- Kitchen boy

- Security guard

- JanitorThe Manager Admin will be expected to maintain high standards of professionalism at

all time and should be someone who can accomplish staff results by communicating job

expectations; planning, monitoring, and appraising job results; coaching, counseling, and

disciplining employees; initiating, coordinating, and enforcing systems, policies, and
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procedures.Job SpecificationProcurement

Administration

Filing

Organizational capability

Payroll management

Attendance monitoring

People management

Quality Management

Disciplining Employees

Motivating Others

Promoting Process Improvement

Reporting Skills#J-18808-Ljbffr

Apply Now

Cross References and Citations:

1. Manager - Admin Mumbaijobs Jobs Lahore Mumbaijobs ↗� 

2. Manager - Admin Mediajobs Jobs Lahore Mediajobs ↗� 

3. Manager - Admin Ukrainejobs Jobs Lahore Ukrainejobs ↗� 

4. Manager - Admin Hungaryjobs Jobs Lahore Hungaryjobs ↗� 

5. Manager - Admin Managementjobs Jobs Lahore Managementjobs ↗� 

6. Manager - Admin Mexicojobs Jobs Lahore Mexicojobs ↗� 

7. Manager - Admin Houstonjobs Jobs Lahore Houstonjobs ↗� 

8. Manager - Admin Supervisorjobs Jobs Lahore Supervisorjobs ↗� 

9. Manager - Admin Blockchainjobs Jobs Lahore Blockchainjobs ↗� 

10. Manager - Admin Weldingjobs Jobs Lahore Weldingjobs ↗� 

11. Manager - Admin Personaltrainerjobs Jobs Lahore Personaltrainerjobs ↗� 

12. Manager - Admin Workfromhomejobs Jobs Lahore Workfromhomejobs ↗� 

13. Manager - Admin Dallasjobs Jobs Lahore Dallasjobs ↗� 

14. Manager - Admin Russiajobs Jobs Lahore Russiajobs ↗� 

https://pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/?utm_source=pdf_job
https://google.com/amp/s/mumbaijobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/mediajobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/ukrainejobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.de/amp/s/hungaryjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/managementjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.com/amp/s/mexicojobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.com.au/amp/s/houstonjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/supervisorjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.ae/amp/s/blockchainjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.de/amp/s/weldingjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.de/amp/s/personaltrainerjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/workfromhomejobs.tech/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/dallasjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.com/amp/s/russiajobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/


15. Manager - Admin Veteranjobs Jobs Lahore Veteranjobs ↗� 

16. Manager - Admin Reactjobsnearme Jobs Lahore Reactjobsnearme ↗� 

17. Manager - Admin Searcheuropeanjobs Jobs Lahore Searcheuropeanjobs ↗� 

18. Manager - Admin Searcheuropeanjobs Jobs Lahore Searcheuropeanjobs ↗� 

19. Manager - admin Jobs Lahore ↗� 

20. AMP Version of Manager - admin ↗�  

21. Manager - admin Lahore Jobs ↗� 

22. Manager - admin Jobs Lahore ↗�  

23. Manager - admin Job Search ↗� 

24. Manager - admin Search ↗� 

25. Manager - admin Find Jobs ↗� 

Source: https://pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/

Generated on: 2024-05-04 by Expertini.Com

https://google.ae/amp/s/veteranjobs.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.co.uk/amp/s/reactjobsnearme.info/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.de/amp/s/searcheuropeanjobs.com/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://google.ae/amp/s/searcheuropeanjobs.com/job/manager-admin-lahore-rsm-avais-hyder-2550-77139-pakistan/
https://www.google.com/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/
https://www.google.co.in/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/amp/
https://www.google.de/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/
https://www.google.co.uk/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/
https://www.google.es/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/
https://www.google.fr/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/
https://www.google.at/amp/s/pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/
https://pk.expertini.com/jobs/job/manager-admin-lahore-rsm-avais-hyder-2550-77139/?utm_source=pdf_job&utm_medium=social
https://expertini.com

