[Company Logo]   [Company Name]
JOB DESCRIPTION – OFFICE BOY/SUPPORT STAFF
	Job Title:
	Office Boy / Support Staff

	Department:
	Administration

	Reports To:
	Admin Executive / Office Manager

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	No minimum experience; 0–3 years preferred

	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 Office Support Staff will keep the [Company Name] office at [Work Location] clean, stocked and running smoothly by providing pantry, cleaning, document handling and errand support to employees and visitors.
Key Responsibilities
1. Open and close the office at the scheduled times
1. Serve tea, coffee and water to staff and visitors
1. Keep desks, meeting rooms and pantry clean and tidy
1. Photocopy, scan and file documents as instructed
1. Deliver and collect documents, cheques and couriers locally
1. Purchase small office items and submit bills
1. Refill stationery and pantry supplies and inform admin when low
1. Assist in shifting files and arranging meeting rooms
1. Report repairs or maintenance issues to the admin executive
Required Skills
1. Punctuality and honesty
1. Cleanliness and hygiene
1. Basic reading of Hindi / English / local language
1. Polite behaviour with visitors
1. Basic photocopier and scanner use
Qualifications & Experience
1. 8th / 10th / 12th pass
1. Freshers welcome; prior office support experience preferred
1. Two-wheeler with valid licence (if errands required)
Preferred Skills (Good to Have)
1. Previous office or hotel pantry experience
1. Basic smartphone use for UPI and maps
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Office open on time
	100% days
	Monthly

	Errands completed same day
	[Percentage]%
	Monthly

	Cleanliness checklist adherence
	100%
	Weekly



Salary Range
₹[Minimum CTC] – ₹[Maximum CTC] per annum (CTC), depending on experience and skills. Salary will be paid monthly by bank transfer as per applicable minimum wages for [State].
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. Uniform provided
1. Conveyance for official errands
How to Apply
Visit the office with your CV or bio-data, a photo ID and a recent photograph, or ask a reference to share your details. Send your application to [HR Email] with the subject line "Application – Office Boy/Support Staff – [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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