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HP Career Jobs – Free Job Alert – Job Seeker For
Customer Officer
Job Location
India
Remote work from: IN; US; AU; NZ; HK; JP; KZ; MY; SG; TW; TH; UZ; VN; AT; BY;
BE; DK; FR; DE; GR; NL; RU; ES; CH; UK; GB; DZ; KW; MA; QA; SA; MX; AE; CA;
GT; DO

(adsbygoogle = window.adsbygoogle || []).push({}); 

Base Salary
USD. 13 - USD. 23

Qualifications
Graduate, Post Graduate
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Employment Type
Full-time

Description

HP Recruitment 2024

HP is a global leader in consulting, technology, and outsourcing with a track record
of over 40 years of delivering business value to its clients. We empower clients to
navigate their digital transformation journey with our expertise in enterprise
consulting, technology, and business process management.

Be a Part of the Innovation

HP is on the lookout for passionate individuals to join our team as Front Office
Coordinators. This role offers you the opportunity to be the face of HP, providing
exceptional customer service and ensuring the smooth operation of our front office.
You’ll play a vital role in creating a positive first impression for visitors, managing
administrative tasks, and supporting our internal teams.

Why HP?

At HP, we believe in fostering a culture of learning and growth. You’ll have access
to a wide range of training programs and development opportunities to help you
hone your skills and advance your career. We offer a competitive compensation
package, a collaborative work environment, and the chance to work with some of
the brightest minds in the industry.

HP Recruitment (Remote)

Hiring organization
HP

Date posted
April 4, 2024

Valid through
31.12.2024

APPLY NOW
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HP is looking for a talented and motivated Customer Officer to join our growing
team. This remote position allows you to work from the comfort of your own home,
offering flexibility and a healthy work-life balance.

Summary

The Customer Officer is the first point of contact for visitors and plays a crucial role
in creating a professional and welcoming environment. You’ll be responsible for a
variety of tasks, including greeting visitors, answering phones, managing
schedules, and providing administrative support. This position requires excellent
communication, interpersonal, and organizational skills, with a focus on providing
exceptional customer service.
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HP Jobs Near Me

HP offers a dynamic work environment where you can collaborate with colleagues
from around the world. We are searching for a highly organized and detail-oriented
individual who thrives in a fast-paced environment.

Key Responsibilities

Welcome and assist visitors: Greet visitors professionally, answer their
questions, and direct them to the appropriate personnel.
Phone call management: Answer incoming calls in a courteous and
efficient manner, screen calls, and take accurate messages.
Schedule management: Maintain and update appointment calendars,
schedule meetings for team members, and ensure smooth coordination.
Administrative Support: Manage administrative tasks such as travel
arrangements, expense reports, and document preparation.
Office Management: Maintain office supplies, manage mail and courier
services, and ensure the overall cleanliness and organization of the front
office area.
Technical Proficiency: Proficient in using Microsoft Office Suite (Word,
Excel, PowerPoint) and other relevant software programs.
Adaptability: Ability to adapt to changing priorities and manage multiple
tasks simultaneously.

Required Skills and Qualifications

High school diploma or equivalent.
Minimum 1 year of experience in a customer service or administrative role
(preferred).
Excellent communication and interpersonal skills, with the ability to build
rapport with people from diverse backgrounds.
Strong organizational and time management skills.
Ability to prioritize tasks and work effectively in a fast-paced environment.
Proficient in English (written and verbal).
Technical proficiency in using Microsoft Office Suite and other relevant
software programs.

Experience

This position is open to both freshers and experienced candidates. We are looking
for individuals with a strong foundation in customer service and administrative skills.
If you are a highly motivated and results-oriented individual with a passion for
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exceeding expectations, we encourage you to apply.
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If You Want to Get Notifications about Various Jobs, Join our
Telegram Channel Now and Get notified Daily about the
Latest Jobs

Why Join HP?

At HP, we offer a comprehensive benefits package that includes competitive
salaries, health insurance, paid time off, and retirement savings plans. We also
provide a vibrant work environment that fosters collaboration, innovation, and
professional growth. Here are some of the additional benefits you can enjoy:

Learning and Development Opportunities: We invest heavily in our
employees’ growth by offering a wide range of training programs and
development opportunities.
Work-Life Balance: We understand the importance of maintaining a
healthy work-life balance. We offer flexible work arrangements and remote
working options to help you achieve this balance.
Global Exposure: HP has a presence in over 50 countries, which provides
you with the opportunity to work on international projects and gain exposure
to diverse cultures.
Positive Work Environment: We foster a collaborative and supportive
work environment where you can feel valued and respected.
Career Advancement Opportunities: We are committed to helping our
employees grow within the organization. We offer a variety of career
development opportunities to help you achieve your career goals.

Application Process

To apply for this position, please submit your resume and cover letter online. In your
cover letter, please highlight your relevant skills and experience, and explain why
you are interested in working at HP.
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Important Links Find the Link in Apply Now Button
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