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Applications are invited for Administrative Assistants
TER N TER e
Particulars of the Post No. of Posts T BN AT SRR ASRNER PR 3 &, TH AP AT AER ACHIGR Hafvan A 6,
Administrative Assistants 02 et ARRETT qui Petel ATHTSD fieserd & & e areftel aRRER qu detell AmES fesnd & @

Post Graduate
(Preferably MBA) (Any Stream)

Required skills
Soft Skills

Educational Qualification

Hard Skills R

» Effective Communication
and Active Listening

¢ Data Entry and Management
¢ Advanced Proficiency in
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* Document Management eCustomer Service and
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Microsoft Office suite * Time Management and T HED | JURT & PR TE HHIG | YR & KiEaN
« Basic Accounting and Prioritization agd (R.aRar.) .4, ued (R.aR At ) i
Bookkeeping * Adaptability and Flexibility @?;8/? 9 o ©.0%.90 0.&8 @Q;g/q q R 0.03.¢o 03¢
. . Ly hHTD . 0,00.30 HHE - . 0.00.30
* Typing Speed and Accuracy | *® Prqblgm-SoIvmg and Critical
(English and Marathi) Thinking ook a}aw 0.9 30 1022 hegd °-°‘6’-.°°
« Database Administration | ® Attention to Detail and S A :’-°§-i° ﬂ%“ _ THUT & 0.0¥.00 IS
Accuracy R TS DAl AHAAT H@HdHe BT R T Sl AR Pomdmel Bl

and Filing Systems
« Information Technology

Client Relations
* Teamwork and Collaboration
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o | Fil
« Stake Holders Relationship cs)lzﬁlzmzatlona and Filing
Man.agement * Confidentiality and
* Business Correspondence | piscretion
* Time Mgnagement and ¢ Stress Management and
Scheduling Resilience

Applications with full details should reach with the attested
photocopy of certificates to The Chairman, Janardan Bhagat Shikshan
Prasarak Sanstha, Plot No.8, Sector-14, Janardan Atmaram
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Bhagat Marg, CIDCO Colony, New Panvel (E), Tal.: Panvel, Dist.:
Raigad, Pin-410206. Candidates may submit application by email to
jbsp123_sanstha@yahoo.in on or before 28/04/2025. In case of any
query contact Mrs. Suvarna Choudhary- 9222161835

Shri Ramsheth Thakur ( Ex.M.P)

Chairman, Janardan Bhagat Shikshan Prasarak Sanstha
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