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Blue Dart Careers/ Jobs For Freshers – Jobs Near
Me – Executive Assistant Jobs in Blue Dart
Job Location
India
Remote work from: Ind
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Base Salary
USD 11 - USD 22

Qualifications
12th Passed & Graduate

Employment Type
Full-time
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Description

Blue Dart Careers/ Jobs For Freshers

As an Executive Assistant at Blue Dart, you’ll play a pivotal role in supporting the
day-to-day operations of a senior executive. You’ll be the trusted confidante, the
organized maestro, and the proactive problem-solver who ensures everything runs
smoothly and efficiently.
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Blue Dart Jobs Near Me

Responsibilities:

Calendar Management: Schedule and manage appointments, meetings,
and travel arrangements, ensuring smooth flow and minimal disruptions.
Communication Coordination: Handle emails, phone calls, and other
forms of communication, filtering important information and responding
effectively.
Project Support: Assist with research, data analysis, presentations, and
other administrative tasks as needed.
Travel Arrangements: Book flights, hotels, and other travel necessities,
ensuring efficient and comfortable trips.
Office Management: Maintain a well-organized and professional office
environment, handling logistics and petty expenses.
Special Projects: Take on additional tasks and projects as assigned,
demonstrating initiative and adaptability.

Hiring organization
Blue Dart

Date posted
January 18, 2024

Valid through
31.08.2024

APPLY NOW

Blue Dart Jobfy.in
https://jobfy.in
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Blue Dart Careers

Skills:

Excellent organizational and time management skills, with the ability to
prioritize tasks and manage multiple deadlines.
Strong communication and interpersonal skills, with the ability to build
rapport and handle sensitive information with discretion.
Proficiency in Microsoft Office Suite and other relevant software
applications.
A keen eye for detail and a proactive approach to problem-solving.
The ability to work independently and as part of a team, adapting to
changing priorities and workload.
A positive attitude, a willingness to learn, and a passion for exceeding
expectations.

 

Tags: Blue Dart, jobs, career, employment, job opportunities, hiring, courier jobs,
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