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Amazon Recruitment – Fast Job Search –
Administrative Manager Job For Freshers
Job Location
India
Remote work from: IND
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Base Salary
USD 16 - USD 22

Qualifications
12th/Graduate

Employment Type
Full-time
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Description

Amazon Recruitment

At Amazon, you won’t just be managing schedules and filing documents. You’ll be
the invisible orchestra conductor, guiding a team of talented individuals and
ensuring everything runs like clockwork. From supporting executives to overseeing
office operations, you’ll be the backbone of your department, making every day a
symphony of success.

Amazon Jobs near me

Responsibilities:

Lead and manage a team of administrative professionals, providing
guidance, coaching, and development opportunities.
Oversee office operations, ensuring efficient workflow, resource allocation,
and adherence to company policies.
Develop and implement administrative systems and procedures to
streamline processes and enhance productivity.
Manage travel arrangements, schedules, and calendars for executive teams
and staff.
Provide exceptional administrative support, including document
management, communication coordination, and event planning.
Foster a positive and collaborative work environment within your team.
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Hiring organization
Amazon

Date posted
January 24, 2024

Valid through
31.08.2024

APPLY NOW

Amazon Apply Thousands of Job Openings In India, India's Job Portal.
Explore India Jobs Across Top Companies Now!

https://targetjob.govhelp.in



Amazon Careers

Skills:

Bachelor’s degree in Business Administration, Human Resources, or a
related field preferred.
Minimum 5 years of experience in a managerial role within a fast-paced
administrative environment.
Proven track record of successfully leading and motivating teams.
Excellent communication, interpersonal, and organizational skills.
Strong analytical and problem-solving abilities with a meticulous attention to
detail.
Proficiency in various administrative software applications, including
Microsoft Office Suite.
Ability to prioritize effectively and work independently under pressure.
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