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Vacancy Notice 
 

Office Assistant 

Langers International Pvt. Ltd. Is a leading publishing house in the field of foreign language books 

in India. www.langers.in  

JOB DESCRIPTION 
 

The Office Assistant (OA) is responsible for providing general administrative support to the 

administrative/ management team of the office. An ideal candidate would perform a wide variety of 

responsible office support and administrative functions in support of the assigned program, service 

or department. The candidate would require proficiency in the full range of general office services 

and functions as well as specific technical knowledge and expertise in the services of their 

department and work assignment. 

 

Role Summary: You will need the ability to:  

 Develop and maintain effective working relationships 

 Create and maintain accurate and up-to-date records 

 Provide effective and responsive service to department customers and contacts 

 Perform all assigned tasks efficiently and accurately and create and maintain accurate records; 

possess and demonstrate the required level of proficiency in desktop computers and other 

assigned software or electronic resources, including the Intranet and Internet, as assigned 

 Learn and utilize information systems and databases 

 Planning and scheduling meetings and appointments 

 Organizing and maintaining paper and electronic files 

 

Relationships and Roles: 

 To demonstrate the ability to interact and cooperate with all company employees.  

 To build trust, value others, communicate effectively, focus on delivery to customers, 

collaborate with others, solve problems creatively and demonstrate high integrity. 

 Maintain professional relationships that meet core company values.  

 Proactively establish and maintain effective working team relationships with all support 

departments.  

 

Skills and Interests 

You will need knowledge of:  

 Contemporary office practices, procedures and techniques 

 use and operation of personal computers and associated standard office software 

 basic customer service standards and principles 

 other office resources and equipment including phones and telecommunications systems 

 creative thinking 

 attention to detail 

 good communication skills 

 good organisational and planning skills 

 the ability to work under pressure and to deadlines 
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Job Specifications: 

 Must be proficient in Microsoft Office.  

 Bachelor’s degree  

 At least one year experience in a similar position is preferred. Freshers may also apply. 

 

Working Hours and Work Environment: 

 

Your standard working hours would be 10am to 6pm, Monday to Saturday, although you may need 

to work longer at busy times, such as the lead up to a campaign launch.  

You may also rarely need to attend networking events in the evenings. 

 

You would be office based, but may travel in Delhi to meet clients, attend conferences, exhibitions 

and product launches in Delhi. 

 

Salary and perks: 

 As per the qualification and experience of the candidate. 
 
 
Interested candidates may send their motivation letter and CV to: 

langers@ymail.com and/or  enb@educationbeyond.net 

Please mention expected salary. 

Only those whose applications are being considered will be contacted. 
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