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Indigo Recruitment 2024 - Job Vacancy Near Me
Executive Officer Post

Job Location
India
Remote work from: IND
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Base Salary
USD 16,500 - USD 23,000

Qualifications
Graduate

Employment Type
Full-time

(adsbygoogle = window.adsbygoogle || [])-push({});
Description
Indigo Recruitment 2024

We are seeking a bright and motivated recent graduate to join our team as

Hiring organization
Indigo

Date posted
January 11, 2024

Valid through
31.08.2024

APPLY NOW

an

Executive Officer. This role is a fantastic opportunity to gain valuable experience in
a fast-paced environment and contribute to the success of a dynamic organization.
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Indigo Jobs Near Me
Responsibilities:

¢ Provide administrative support to the [Department Name] team, including

scheduling meetings, preparing presentations, and managing documents.

* Assist with project management tasks, including data entry, tracking
progress, and maintaining project timelines.

» Conduct research and analysis on assigned topics, identifying key trends
and insights to inform decision-making.

e Communicate effectively with colleagues, stakeholders, and clients both
verbally and in writing.

* Maintain a professional and organized work environment.

¢ Demonstrate initiative and take ownership of tasks and projects.
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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!
https://jobroll.govhelp.in



Skills:

¢ Excellent communication and interpersonal skills.

¢ Strong organizational and time management skills.

e Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint).
¢ Basic research and analytical skills.

¢ Ability to work independently and as part of a team.

¢ Strong attention to detail and accuracy.
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