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Company: I2D Technologies

Location: Islamabad

Category: other-general

Office Manager

I2D Technologies, PakistanWe are looking for a high-performing Office Manager to help us

meet our daily tasks of customer dealing and hiring operations.

You will be responsible for managing the office team, crafting revenue plans and justifying

those to plans to the upper management.Responsibilities:- Manage all HR and recruitment

tasks.

- Monitor all Sales and Marketing Operations

- Manage Client Communications

- Manage Emails & Whatsapp Tasks

Job Specification- Successful previous experience as a manager or team lead of a marketing

company.

- Innovative and Creative Mindset

- Best Communication Skills

- Presentation Skills

- Ability to Manage Team Members

Computer Software - Rawalpindi, Pakistan#J-18808-Ljbffr
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