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Office Manager

Apply Now

Company: Fornax Enterprises

Location: Islamabad

Category: other-general

> To maintain official record related to purchase order, quotations, invoices etc.

> To participate in tenders related to maintenance and construction in different govt.

departments.

> Maintain finances of office and staff

Job Specification> Accounts handling

> Good correspondance skills.

> Have knowledge of business letters and communication#J-18808-Ljbffr

Apply Now
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