
Referance: Will be furnished on demand.

Admin Department

SECP

 Office Management: Oversee daily operations, manage supplies, and
ensure office equipment is functional.

 Communication:Handle phone calls, emails, and internal/external
correspondence.

 Document Management: Organize files, prepare reports, and maintain
records.

 HR Support: Assist with onboarding, employee records, and payroll tasks

•Legal Knowledge
• Communication
• Analytical Thinking
• Research Skills


