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Job Location Date posted

India ‘ March 15, 2023
Remote work from: India
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Base Salary APPLY NOW
Rs. 12,500 - Rs. 18,000

Qualifications
12th Passed/Graduate

Employment Type
Full-time
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Description

Meesho Recruitment 2023

They are responsible for a wide range of administrative tasks, including managing
the executive’s calendar, arranging meetings, preparing reports and financial
statements, composing and editing correspondence, and handling sensitive and
confidential information. Executive Assistants also often act as a liaison with other
departments, customers, or clients.

Meesho Work From Home

Qualifications:-

« At least 3 years of experience as an executive assistant or in a related role
« Strong written and oral communication skills

« Excellent organizational skills

* Proven experience with scheduling software
(adsbygoogle = window.adsbygoogle || []).push({}); Meesho Jobs Near Me

The Executive Assistant will provide comprehensive executive support to the CEO.
This will include calendar management, preparing meeting materials, managing
communications, and conducting research. The ideal candidate will have excellent
communication skills, administrative experience, and a keen attention to detail.
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Responsibilities:

- Provide comprehensive executive support to the CEO

- Manage the CEO’s calendar and schedule appointments
- Prepare meeting materials and take notes during meetings

- Respond to inquiries and manage communications
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