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Airtel Latest Opportunity - Vacancy Job Alert -
Virtual Assistant Latest Jobs

Job Location
Borivali East, 400066, Mumbai, Maharashtra, India
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Hiring organization
Airtel

Date posted
March 26, 2024

Valid through

31.08.2024

Base Salary

USD 19 - USD 25 APPLY NOW
Qualifications

12th Passed, Graduate

Employment Type

Full-time
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Description

Airtel Recruitment 2024

Work From Anywhere as a Virtual Assistant

Do you thrive in a fast-paced environment and enjoy providing exceptional
support? Are you a highly organized individual with a knack for
multitasking? If so, a career as a Virtual Assistant at Airtel might be the
perfect fit for you!

In this remote position, you’ll play a pivotal role in supporting our team by handling a
diverse range of administrative tasks. You'll leverage your strong communication
and interpersonal skills to ensure our day-to-day operations run smoothly and
efficiently.

Airtel: Connecting India

Airtel is a leading telecommunications provider in India, with a commitment to
innovation and excellence. We offer a dynamic and collaborative work environment
where you’ll have the opportunity to learn from industry experts and contribute to the
success of a growing company.

Why Join Airtel as a Virtual Assistant?

* Make a Difference: As a Virtual Assistant, you'll play a critical role in
supporting our team and contributing to Airtel’s overall success.
* Work From Anywhere: We offer the flexibility of remote work, allowing you
to create a work-life balance that suits your needs.
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¢ Professional Development: We're committed to your growth and
development. You'll have access to a variety of learning and training
opportunities to help you advance your career.

¢ Competitive Compensation and Benefits: We offer a competitive salary
and benefits package, including health insurance, paid time off, and more.

Job Summary

We’re seeking a highly motivated and organized Virtual Assistant to join our team.
In this remote role, you’ll provide comprehensive administrative support,
contributing to a productive and efficient work environment. You’ll wear many hats,
handling a variety of tasks, from managing calendars and scheduling meetings to
drafting correspondence and conducting research.
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Airtel Jobs Near Me
As a Virtual Assistant at Airtel, you'll be part of a geographically dispersed team,
fostering collaboration and innovation. While you'll work remotely, you'll be an
integral part of our Airtel family.
Key Responsibilities:
¢ Manage calendars and schedules for assigned personnel, ensuring timely

appointments and meetings.
¢ Draft professional correspondence, including emails, letters, and

presentations.

¢ Conduct research and compile data to support various projects and
initiatives.

e Manage travel arrangements, including booking flights, hotels, and car
rentals.

¢ Process expense reports and ensure adherence to company policies.
e Answer phones and emails in a professional and courteous manner.
¢ Organize and maintain filing systems, both physical and electronic.

¢ Perform other administrative duties as assigned.

Required Skills and Qualifications:

e Minimum of 1 year of administrative experience (or equivalent education).
¢ Strong organizational and time management skills.

¢ Excellent communication and interpersonal skills, both written and verbal.
e Proficiency in MS Office Suite (Word, Excel, PowerPoint, Outlook).

¢ Ability to work independently and manage multiple tasks simultaneously.
¢ Proactive and resourceful approach to problem-solving.

¢ Strong attention to detail and accuracy.

¢ Ability to maintain confidentiality.

Experience:

This position is open to both recent graduates and individuals with administrative
experience.

If You Want to Get Notifications about Various Jobs, Join our
Telegram Channel Now and Get notified Daily about the
Latest Jobs
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Join us on
Telegram

Why Join Airtel?

e Work-Life Balance: We understand the importance of maintaining a
healthy work-life balance. Our remote work policy allows you to create a
schedule that fits your needs.

¢ Growth Opportunities: At Airtel, we’re committed to your professional
development. We offer a variety of learning and training opportunities to help
you advance your career.

¢ Competitive Compensation and Benefits: We offer a competitive salary
and benefits package, including health insurance, paid time off, and more.

¢ Collaborative Work Environment: You'll be part of a supportive and
collaborative team, where you’ll have the opportunity to learn from
experienced professionals.

¢ Make a Difference: In this role, you'll play a vital role in supporting Airtel’s
mission to connect India.

Application Process:

To apply, please submit your resume and cover letter online. In your cover letter,
please tell us why you’re interested in this position and what you can bring to the
Airtel team.

We look forward to hearing from you!

Join Airtel and embark on a rewarding career as a Virtual Assistant!

In Conclusion

As a Virtual Assistant at Airtel, you'll play a key role in supporting our team and

ensuring our day-to-day operations run smoothly. If you’re a highly organized and
motivated individual with a strong work ethic, we encourage you to apply!

If You Want to Get Notification about Various Jobs, Join our
WhatsApp Channel Now and Get notified Daily about Latest
Jobs
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https://t.me/+QsNi5GCHfSOLDCEh
https://whatsapp.com/channel/0029VaW1dKNAjPXNXUy0ky27

Important Links Find the Link in Apply Now Button
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