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Netflix Recruitment 2024 - Job Search - File Clerk  hiring organization

Post

Job Location
India
Remote work from: IND
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Base Salary
USD 17,000 - USD 24,000

Qualifications
Graduate

Employment Type
Full-time
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Description

Netflix Recruitment 2024

Netflix

Date posted
December 20, 2023

Valid through
31.03.2024

APPLY NOW

Netflix, a global leader in streaming entertainment, is seeking a detail-oriented and
organized File Clerk to join our team. As a File Clerk, you will play a crucial role in
maintaining accurate and up-to-date records, ensuring the proper organization and
storage of files, and providing administrative support to various departments. You
will be responsible for handling a variety of tasks, including filing, scanning,

indexing, and retrieving documents.
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Netflix Jobs Near Me

Responsibilities:

easily accessible filing system

archiving documents

arrangements

management and records retention
Maintain a clean and organized workspace

Netflix

Ensure the proper storage and security of confidential documents
Process and organize incoming mail, including sorting, distributing, and

Provide administrative support to various departments, such as preparing
and maintaining records, scheduling meetings, and handling travel

Adhere to company policies and procedures related to document

File, scan, index, and retrieve documents, maintaining a well-organized and

Apply Thousands of Job Openings In India, India's Job Portal.
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Netflix Careers
Skills:

¢ Strong organizational and time management skills

¢ Attention to detail and a commitment to accuracy

¢ Excellent filing and record-keeping skills

* Proficient in Microsoft Office Suite and document management software
* Ability to work independently and as part of a team
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