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Zomato Freshers Jobs – Remote Jobs – Office
Clerk Post
Job Location
India
Remote work from: IN; US; AU; NZ; HK; JP; KZ; MY; SG; TW; TH; UZ; VN; AT; BY;
BE; DK; FR; DE; GR; NL; RU; ES; CH; UK; DZ; KW; MA; QA; SA; MX; AE; CA; GT;
DO
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Base Salary
USD 18 - USD 25

Qualifications
Graduate

Employment Type
Full-time
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Description

Zomato Recruitment 2024

Zomato is India’s leading online food ordering and delivery platform, connecting
millions of users with their favorite restaurants. We’re on a mission to ensure our
customers have a great food ordering experience, and our office clerks play a vital
role in keeping things running smoothly.

Zomato Jobs Near Me

We’re looking for a detail-oriented and organized individual to join our growing team
as an Office Clerk. This remote position offers the flexibility to work from anywhere
in India, allowing you to contribute to Zomato’s success while maintaining a work-
life balance that suits you.

Why Join Us?

As an Office Clerk at Zomato, you’ll be at the heart of our daily operations. You’ll
play a key role in supporting our team by handling a variety of administrative tasks,
ensuring efficiency and organization. This role provides a fantastic opportunity to
develop valuable administrative skills, gain exposure to the fast-paced world of
online food delivery, and be part of a dynamic and collaborative team.

Job Summary

Hiring organization
Zomato

Date posted
March 28, 2024

Valid through
31.08.2024

APPLY NOW

Zomato Apply Thousands of Job Openings In India, India's Job Portal.
Explore India Jobs Across Top Companies Now!
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We’re seeking a highly motivated and organized individual to join our team as an
Office Clerk. In this remote role, you’ll provide comprehensive administrative
support, ensuring the smooth day-to-day operations of our office. Your
responsibilities will include managing schedules, handling correspondence,
maintaining records, and assisting with various administrative tasks.
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Key Responsibilities

Manage and maintain office calendars, scheduling meetings and
appointments for the team.
Process and distribute incoming mail and prepare outgoing mail for various
departments.
Answer phones professionally, screen calls, and direct inquiries to
appropriate staff members.
Utilize office software and technology efficiently for data entry,
recordkeeping, and generating reports.
Maintain a clean and organized work environment, ensuring office supplies
are well-stocked.
Provide general administrative support to various departments as needed.
Perform other duties as assigned by the supervisor.

Required Skills and Qualifications

Excellent communication and interpersonal skills, with the ability to interact
professionally with colleagues and clients.
Strong organizational skills and the ability to manage multiple tasks
efficiently.
Proficient in using computer applications such as Microsoft Office Suite
(Word, Excel, PowerPoint).
Meticulous attention to detail and a commitment to accuracy.
Ability to work independently and as part of a team.

Experience

This role is open to both freshers and experienced candidates. For freshers, a
strong academic background, eagerness to learn, and a willingness to take initiative
are highly valued. For experienced candidates, a minimum of 1 year of experience
in an administrative role is preferred.
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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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Why Join Zomato?

At Zomato, we offer a vibrant and collaborative work environment where you can
learn, grow, and contribute to the success of a leading company. Here are some of
the benefits you can enjoy:

Competitive salary and benefits package.
Opportunity to work remotely and maintain a flexible work-life balance.
Be part of a dynamic and fast-paced industry.
Gain valuable experience in the world of online food delivery.
Work with a talented and supportive team.
Continuous learning and development opportunities.

Application Process

If you’re a highly motivated individual with a passion for organization and a desire to
contribute to a thriving company, we encourage you to apply! Please submit your
resume and a cover letter outlining your skills and experience to [email address
removed].

Join the Zomato Team!

We’re looking for a talented and enthusiastic individual to join our team as an Office
Clerk. If you’re ready to take on a challenging and rewarding role, we encourage
you to apply!

General Overview

This remote Office Clerk position offers the flexibility to work from anywhere in India.
You’ll provide comprehensive administrative support, ensuring the smooth day-to-
day operations of our office. Your responsibilities will encompass managing
schedules, handling correspondence, maintaining records, and assisting with
various administrative tasks.

We offer a competitive salary and benefits package, along with the opportunity to be
part of a dynamic and collaborative team in the fast-paced online food delivery
industry.

    

If You Want to Get Notification about Various Jobs, Join our
WhatsApp Channel Now and Get notified Daily about Latest
Jobs

Important Links Find the Link in Apply Now Button
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