
Secretary to CEO    

Fulcrum 
Total Positions: 1 Experience: 7-8 Years

Gender: Any Travel Required: Not Specified

Min Education: BSC-BA Job Shift: Morning

Career Level: Experienced (Non Manager) Salary Range: Confidential

Category/Industry: Business Management Max Age Limit: 24-47 Years

Posted on: 04 November 2016 Expiry Date: 04 February 2017

Job Type: fulltime

           

Job Description:

Job Requirements:

Ensure that all queries / Complaints are properly dealt with well in time

Handling of fax machine for incoming & outgoing fax.

Maintain proper filing of personal and Official Document.

Required Skills:
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