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Company: People (Professional Employers Pvt Ltd)

Location: dubai

Category: other-general

CR Executive Jobs In Dubai | People (Professional Employers Pvt Ltd)
Apply Also: NetSuite Developer Jobs In Sharjah | TOV Furniture

Coordinating with clients and employees through email and phone calls.

Facilitate employees requests/concerns such as salary certificates, NOC, and Experience

Letters.

Apply Also: SAS Engineer Jobs In Ajman | MBN Solutions

Responsibilities

Arranging couriers for collection and delivery of documents.

Scanning and recording filing agreements, C3 forms, recruitment documents, and contracts.

invoice and receiving copies.

Apply Also: Security Supervisor Jobs in Ras Al Khaimah | Waldorf Astoria Jobs

Requirement

Handling petty cask purchasing pantry and office supplies.

Consolidate and submit petty cash reports.
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Prepare and submit monthly attendance reports.

Logging incoming and outgoing parcels/documents.

Apply Also: Alshaya Group Careers UAE 2023 Group Announced Jobs In Dubai
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