[Company Logo]   [Company Name]
JOB DESCRIPTION – ADMIN EXECUTIVE
	Job Title:
	Admin Executive

	Department:
	Administration

	Reports To:
	Admin Manager / HR Manager

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	1–4 years in office administration

	Job Code:
	[Reference Number]



About [Company Name]
[Company Name] is [one-line description of your business, products/services and team size]. Office address: [Company Address].
Job Summary
The Admin Executive will ensure smooth daily operations of the [Company Name] office at [Work Location] by managing facilities, vendors, travel, assets and office supplies efficiently and within budget.
Key Responsibilities
1. Supervise housekeeping, security and pantry staff and vendors
1. Arrange travel tickets, hotel bookings and cab services for employees
1. Maintain stationery, pantry and consumables inventory and place orders
1. Track and maintain asset register for furniture, laptops and equipment
1. Coordinate repairs, AMCs and maintenance for AC, DG set, lifts and printers
1. Verify vendor bills and submit them to accounts
1. Manage courier, dispatch and inward registers
1. Arrange meeting rooms, events and visitor management
1. Maintain office licences, rent agreements and renewal reminders
Required Skills
1. Vendor coordination and negotiation
1. Inventory and asset tracking in Excel
1. Basic budgeting
1. Problem-solving and quick response
1. Communication with staff and vendors
Qualifications & Experience
1. Graduate in any discipline
1. 1–4 years in administration or facilities
Preferred Skills (Good to Have)
1. Facility management certification
1. Experience setting up a new office
1. Two-wheeler for local errands
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Facility complaints resolved
	Within [Number] hours
	Monthly

	Admin spend vs budget
	Within [Percentage]%
	Monthly

	Asset register accuracy
	100% in physical audit
	Half-yearly

	Travel bookings without errors
	[Percentage]%
	Monthly



Salary Range
₹[Minimum CTC] – ₹[Maximum CTC] per annum (CTC), depending on experience and skills. Final offer will show the fixed and variable split and approximate in-hand salary.
Benefits
1. Provident Fund (EPF) and ESI as applicable, gratuity as per law
1. [Number] days of paid leave plus public holidays as per company policy
1. [Health insurance / group mediclaim cover]
1. Conveyance reimbursement for office errands
How to Apply
Send your CV with the size of offices and vendors you have managed. Send your application to [HR Email] with the subject line "Application – Admin Executive – [Your Name]" or apply through [Application Link]. Last date to apply: [Date].

	______________________________
Prepared by
[HR Name]
Human Resources
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Administration
Date: [Date]
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