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Data Entry Assistant For Zomato - Office Manager - Hirind oraanization
All Jobs Fyor You Zomatgo ’

Job Location Date posted

India

Remote work from: IND
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Base Salary
USD 14 - USD 34

Qualifications
12th/Graduate

Employment Type
Full-time
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Description

Data Entry Assistant For Zomato

January 24, 2024

Valid through
31.08.2024

APPLY NOW

As our Office Manager, you'll be the backbone of our [office location] hub, ensuring
a smooth flow of daily operations and fostering a positive, productive environment

for our amazing team. You'll wear multiple hats, but here are some key highlights:
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Zomato Jobs Near Me
Responsibilities:

¢ Be the Mastermind of Operations:

o Manage office logistics like procurement, inventory, space
optimization, and facilities maintenance.

o QOversee administrative tasks like scheduling meetings, travel
arrangements, and expense management.

o Streamline workflows, implement process improvements, and stay

ahead of the curve.
e Become the Cheerleader of Culture:

o Organize engaging events and team-building activities to foster
collaboration and a vibrant work atmosphere.
o Proactively address employee concerns, ensuring their well-being

and satisfaction.

o Be the friendly face of the office, welcoming guests and radiating

positive energy.

Zomato

Apply Thousands of Job Openings In India, India's Job Portal.

Explore India Jobs Across Top Companies Now!
https://jobfever.govhelp.in



e Embrace Technology as Your Ally:
o Utilize project management tools and office software to enhance
efficiency and data accuracy.
o Stay updated on the latest workplace technologies and recommend
solutions for improvement.
o Be comfortable working with various online platforms and
communication channels.
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Zomato Careers
Skills & Qualifications:

e Bachelor’s degree in Business Administration, Hospitality Management, or a
related field (fresher or minimum 1-2 years of experience preferred).

¢ Strong analytical and problem-solving skills.

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

¢ Excellent attention to detail and a proactive approach.
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