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Clerk Post

Job Location
India
Remote work from: IND
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Base Salary
USD 17,200 - USD 24,700

Qualifications
Graduate

Employment Type
Full-time
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Description

Netflix Recruitment 2024

Netflix

Date posted
January 10, 2024

Valid through
31.08.2024

APPLY NOW

Netflix, a global leader in streaming entertainment, is inviting dynamic individuals to
join our team as Office Clerks. Committed to delivering top-notch content and
innovative experiences, Netflix provides a fast-paced and collaborative work

environment for professionals looking to contribute to the future of entertainment.
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Responsibilities:

¢ Provide administrative support to various departments, including document

management and data entry.

¢ Coordinate and schedule meetings, ensuring efficient communication within

the team.

¢ Assist in the maintenance and organization of office facilities.

¢ Coordinate with vendors for office supplies and equipment.

¢ Handle incoming calls, emails, and other correspondence.

e Communicate effectively with internal and external stakeholders.
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Skills:

¢ Strong organizational and multitasking abilities.

e Attention to detail in managing administrative tasks.

e Clear and effective verbal and written communication skills.

* Ability to interact professionally with team members and external contacts.
e Proficient in basic office software (Microsoft Office, Google Workspace).
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