[bookmark: _yyl7l7uwdxhy]Job Opportunity [image: ]


[bookmark: _u2rj2myfwzuh]Job Role: Receptionist
[bookmark: _6h2ziqtp8l3g]Industry: Advocate office
[bookmark: _row0vlc7wxuv]Date of Job Posting: April 26, 2025
[bookmark: _4hscflazgeyz]No. of Vacancies: 01
[bookmark: _knq2t1wb6zud]Location: Horamavu Main Road, near outer ring road bus stop, 
	      Banaswadi area, Bangalore
[bookmark: _mxwfbre30980]Office Timing: 12:00 Noon to 8:30 PM (No compromise on work timing)
[bookmark: _yq8iapniso1w]Qualification: 12th and above
[bookmark: _9kerf2qr84bc]Skills requirement: 
· [bookmark: _t6bdl185l3ai]Should be well groomed and presentable, 
· [bookmark: _hso3jaxjpq6g]Should have good communication skill, 
· [bookmark: _9sronyu1oa9r]Ability to manage clients, 
· [bookmark: _7c5b7r8mbqc2]Should be calm, composed and focussed on job at hand. 
[bookmark: _v3595etxsvrq]To Speak: Kannada and any other south Indian languages. Hindi /English will be advantage
[bookmark: _2j50mjyinc9j]To Read & Write: English (mandatory) Kannada and / or other languages will be advantage
· [bookmark: _60weq75k5t75]Computer literacy is mandatory, typing skills in English / Kannada will be advantage
[bookmark: _a9mmih7a5jhk]Work Experience: Fresher / work experience as per job description below will be advantage
[bookmark: _sbk7p8xic41p]Salary: As per Industry standard

1. [bookmark: _okpw09d91vh6]Manage office reception  
a. [bookmark: _ribzhcx6d4ob]Attend to calls
b. [bookmark: _4ivarrtfwh82]Make calls as required
c. [bookmark: _4lupi3ha0bkw]Maintain telephone directory
d. [bookmark: _s8yfo8xdrn8t]Manage walk in clients (appointment etc)
2. [bookmark: _52tewugttoet]Manage office Pantry
a. [bookmark: _pd4w4udtp6ti]Stocking of items in pantry
b. [bookmark: _mcjd4q64t4qc]Prepare tea / coffee for employees and visitors
3. [bookmark: _ejolp48468nt]Manage office files
a. [bookmark: _sxfrv0xu2b2n]Retrieval of Case files from racks based on request
b. [bookmark: _6fyg5fxt4td7]Put back case files on return by advocates
c. [bookmark: _kin8qokkar8x]Generate report on software and follow up for pending files
4. [bookmark: _za3rqsgnurng]Verify entries in software & Physical File Audit
a. [bookmark: _3uyv0ribwk4p]Verify case status update on software (report non-compliance)
b. [bookmark: _uxs5xq2tgz42]Verify documents in physical file and report non conformities
5. [bookmark: _kd5rgna19sbc]Office Administration
a. [bookmark: _iwcmgph8xqm7]Oversee Housekeeping activities & Stocking of Housekeeping materials
b. [bookmark: _6cga6vdeiexh]Stocking of office stationery


[bookmark: _1xpmzitcf6mq]Legal Aid Trust[image: ]
Unit No. 201, 2nd Floor, MSR Complex, #11, 
Horamavu Main Road, Bangalore 560 043.
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