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Apple Recruitment 2024 – Free Job – Back Office
Staff Post
Job Location
India
Remote work from: IND
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Base Salary
USD 21,200 - USD 30,200

Qualifications
Graduate

Employment Type
Full-time
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Description

Apple Recruitment 2024

At Apple, we believe in the power of innovation to enrich people’s lives. As a Back
Office Support Specialist, you’ll be the backbone of our operations, playing a crucial
role in keeping the magic behind our products and services running smoothly. You’ll
be part of a dynamic and collaborative team, contributing to a workplace that values
excellence, creativity, and making a positive impact.

Apple Careers

Responsibilities:

Provide efficient and accurate administrative support to various
departments within Apple’s back office, including Finance, HR, Legal, and
IT.
Handle data entry, document processing, and recordkeeping with
meticulous attention to detail.
Manage calendars, schedule meetings, and travel arrangements for senior
executives and teams.
Process invoices, expense reports, and other financial documents, ensuring
accuracy and compliance.
Assist with onboarding new employees and providing ongoing
administrative support.
Communicate effectively with colleagues and external stakeholders both
verbally and in writing.
Maintain a positive and professional attitude in a fast-paced environment.

Hiring organization
Apple

Date posted
January 10, 2024

Valid through
31.08.2024

APPLY NOW

Apple Apply Thousands of Job Openings In India, India's Job Portal.
Explore India Jobs Across Top Companies Now!

https://jobable.govhelp.in



Continuously learn new skills and adapt to evolving procedures and
technologies.
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Apple Jobs near me

Skills:

Minimum Bachelor’s degree in a relevant field (e.g., Business
Administration, Information Technology, Administrative Studies) preferred.
Strong organizational and time management skills to handle multiple tasks
efficiently.
Excellent communication and interpersonal skills with the ability to build
rapport with diverse individuals.
Proficiency in computer skills, including MS Office Suite and other relevant
software.
Accuracy and attention to detail to ensure error-free work.
Ability to work independently and as part of a team in a fast-paced
environment.
Passion for Apple’s values and commitment to innovation and excellence.Important Links Find the Link in Apply Now Button
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