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Clerk Executive

Job Location

United Kingdom

Remote work from: GE; USA; AU; NZ; DK; HK; JP; KZ; MY; SG; TW; TH; UZ; VN;
AT; BY; BE; FR; DE; GR; NL; RU; ES; CH; UK; GB; DZ; KW; QA; MA; SA; MX; AE;
CA; GT; DO
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e Part-Time Work From Home - Survey Jobs.

Worldwide Jobs — Latest Jobs in USA, Australia,
UK, Canada etc

Apply for Various Jobs in Top Companies in Various Sector.

Launch your global career! Find the latest job openings in the US, Australia, UK,
Canada and more. Explore opportunities across top companies and diverse
industries - all on one platform. Apply now and take your career international!

If You Want to Get Notifications about Various Jobs, Join our
Telegram Channel Now and Get notified Daily about the
Latest Jobs

Join us on
Telegram

Want to Apply Jobs from our App Install Now!

e Install our Job App.

Base Salary
USD 2,500 - USD 3,500

Qualifications

UPS

Hiring organization
UPS

Date posted
January 4, 2025

Valid through
31.07.2025

APPLY NOW
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https://jobcitylive.com/college
https://t.me/worldwidejobsnow
https://jobcitylive.com/cpi-new

High School diploma or equivalent

Employment Type
Full-time
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Description
Clerk Executive Job in United Kingdom — UPS Careers

Company: UPS
Position: Clerk Executive

Location: United Kingdom

Clerk Executive Job at UPS — Apply Online

Details Information

Selection Process Online  Interview,  Aptitude  Test,
Document Verification

Qualification High School Diploma, Bachelor’s Degree
Preferred

Skills Communication, Organization, Computer
Proficiency, Time Management

Eligibility Criteria Minimum Age: 18 years

Salary £25,000-£30,000 Per Year

Experience Both  Freshers and  Experienced
Candidates Can Apply

Apply Method Online Application

Application Medium Apply through UPS Official Website

Last Date to Apply As Soon As Possible

Working Hours: 9:00 AM - 5:00 PM | Monday to Friday
Job Type: Full-Time

Job Description:

UPS is hiring for the role of Clerk Executive in the United Kingdom. This position
offers a dynamic and supportive work environment where you can grow and
develop your skills. As a Clerk Executive, you will manage administrative tasks,
maintain records, and support the daily operations of the company. Whether you are
looking for jobs hiring near me, remote jobs, or full-time employment, this position
could be a great fit.

[yarpp template="list” limit=3]

UPS provides competitive salaries, excellent benefits, and opportunities for career
advancement.
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Responsibilities:
¢ Perform general administrative duties like filing, data entry, and record

keeping.
e Manage incoming and outgoing communications, including emails and calls.

UPS
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¢ Schedule and coordinate meetings, appointments, and travel plans.
¢ Prepare reports, presentations, and documents as required.

¢ Maintain and organize office supplies and inventory.

e Ensure compliance with company policies and procedures.

e Handle customer inquiries and provide timely responses.

¢ Collaborate with various departments for smooth workflow.

¢ Assist with payroll and invoicing tasks when needed.

¢ Monitor deadlines and follow up on pending tasks.

Skills:

¢ Excellent verbal and written communication skills.

¢ Strong organizational and multitasking abilities.

e Proficiency in MS Office (Word, Excel, PowerPoint).
* Ability to work independently and as part of a team.
¢ High attention to detail and accuracy.

¢ Problem-solving and critical-thinking skills.

¢ Adaptability in a fast-paced work environment.

Qualifications:

¢ High School Diploma is mandatory.
» Bachelor’s Degree in Business or a related field is preferred.
* Previous experience in an administrative or clerical role is a plus.

Experience:

¢ Freshers are welcome to apply.
e Candidates with prior administrative experience will have an advantage.

If you are looking for full-time or part-time jobs near me, UPS Careers could be your

next big opportunity. Join a reputable company that values its employees and
iaspspamvItihkeply today and take the first step towards an exciting career!

UPS
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