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IndiGo Recruitment 2024 - Free Jobs Alerts - Office
Executive Posts

Job Location
India

Remote work from: IND
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Hiring organization
IndiGo

Date posted
January 5, 2024

Valid through

31.08.2024
Base Salary APPLY NOW
USD 15,000 - USD 20,000
Qualifications
12th/Graduate
Employment Type
Full-time
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Description
IndiGo Recruitment 2024
Join us as an Office Executive at IndiGo and play a vital role in keeping our dynamic
airline operation running smoothly! This exciting opportunity offers freshers like you
the chance to contribute to a high-growth company, gain valuable experience, and
be part of a team dedicated to connecting people and aspirations.
IndiGo Jobs near me
Responsibilities:
¢ Provide administrative support: Organize schedules, manage
calendars, and handle document flow efficiently.
e Communication hub: Coordinate effectively with internal and external
stakeholders, ensuring clear and timely communication.
¢ Travel and logistics: Assist with travel arrangements, booking flights, and
managing visa and immigration processes.
¢ Data management: Maintain accurate and updated records, using office
software and internal systems proficiently.
¢ Special projects: Contribute to various administrative tasks assigned by
the team, demonstrating adaptability and willingness to learn.
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IndiGo Careers
IndiGo Apply Thousands of Job Openings In India, India's Job Portal.

Explore India Jobs Across Top Companies Now!
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Skills:

¢ Excellent communication and interpersonal skills, with a friendly and
professional demeanor.

¢ Strong organizational and time management abilities, capable of prioritizing
tasks and working under pressure.

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

¢ Detail-oriented with a keen eye for accuracy and a proactive approach to
problem-solving.

e Eagerness to learn, adapt to new situations, and contribute as part of a

Importabif&iRdeam. Find the Link in Apply Now Button
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