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Manager Administration

Apply Now

Company: Najmi Bilgrami Collaborative Pvt. Ltd.

Location: Saddar Town

Category: other-general

Manager Administration Najmi Bilgrami Collaborative Pvt. Ltd., Pakistan Provide

administrative support for operation of the departmentCoordinate day-to-day cleaning

activitiesData Entry and scheduling appointmentsAnswering phone calls/ emailsMake

travel arrangementsMaintain all databases including financial and staff reports & prepare

expenses budget and operate within its limits.Order and maintain inventory, check stock to

determine inventory levels & anticipate needed supplies, verify receipt of supply of all office

suppliesDirectly supervises office admin staff which include: interviewing, hiring, and

training clerical staff; planning, assigning and directing work; appraising performance;

addressing complaints and resolving problems Information Technology and Services -

Karachi, Pakistan

#J-18808-Ljbffr

Apply Now
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