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Job Location Date posted
House no 15/3/29 pramodvan, near sudama mandir, Ayodhya, Uttar Pradesh June 8. 2023
224123, 224123, Ayodhya, Uttar Pradesh, India ’
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Base Salary APPLY NOW
Rs. 35,000 - Rs. 44,000

Qualifications
Graduate

Employment Type
Full-time
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Description

Amazon Recruitment 2023

Amazon, a global leader in e-commerce and technology, is seeking a dedicated and
detail-oriented individual to join our team as an Administrator. As an Administrator,
you will play a crucial role in supporting the smooth operations of our department by
providing administrative assistance and ensuring efficient workflow. Your strong
organizational skills and attention to detail will contribute to the overall success of

our team.

Amazon Jobs Near Me

Skills and Qualifications:

Bachelor’s degree in a relevant field or equivalent work experience.
Strong organizational and time management skills, with exceptional
attention to detail.

Excellent written and verbal communication skills, with the ability to convey
information clearly and concisely.

Proficient in using MS Office Suite (Word, Excel, PowerPoint) and other
relevant software applications.

Ability to prioritize tasks, handle multiple responsibilities, and meet
deadlines.

Strong problem-solving skills and ability to work independently or
collaboratively as part of a team.

Proactive and adaptable, with a positive attitude and strong work ethic.
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Responsibilities:

1. Administrative Support:

o Provide comprehensive administrative support, including managing
calendars, scheduling meetings, and coordinating travel
arrangements.

o Prepare and distribute documents, reports, and presentations as
required.

o Maintain accurate records, files, and databases, ensuring
confidentiality and data integrity.

o Act as a point of contact for internal and external stakeholders,
responding to inquiries and providing timely and accurate
information.

2. Process and Workflow Management:

o Streamline processes and workflows to enhance operational
efficiency.

o Coordinate and prioritize tasks, ensuring deadlines are met and
deliverables are of high quality.

o Collaborate with team members to facilitate effective communication
and coordination.

o |dentify areas for improvement and implement solutions to optimize
productivity.

3. Documentation and Communication:

o Prepare and edit various documents, including memos,
correspondence, and reports.

o Create and maintain documentation, standard operating
procedures, and guidelines.

o Assist in the dissemination of information and announcements
through internal communication channels.

o Coordinate meetings and take accurate minutes, ensuring action
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