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ADMINISTRATIVE & CUSTOMER

COMMUNICATIONS SPECIALIST OFFICE OF

THE SECRETARY OF THE INTERIOR

JOB LOCATION

? Remote work from: USA

DESCRIPTION

Position: Administrative Support Specialist

Department: Interior Business Center (IBC), Financial Management Directorate (FMD)

Overview

This role involves providing essential day-to-day administrative support for the Financial

Management Directorate within the Interior Business Center. The Administrative Support

Specialist will play a crucial role in maintaining the operational efficiency of the Financial

Management Directorate, ensuring smooth and effective support for all related financial

management activities.

Responsibilities

Manage and execute a variety of daily administrative tasks to support the

Financial Management Directorate’s activities.

Provide coordination and assistance for the Financial Management Directorate’s

programs and projects, facilitating communication across the team.

Oversee and streamline office functions, ensuring accuracy and compliance in

administrative processes.

Collaborate with internal teams and management to support the department’s

goals and directives.

Qualifications

HIRING ORGANIZATION

Office of the Secretary of the Interior

EMPLOYMENT TYPE

Full-time

BASE SALARY

INR 34,000 - INR 45,000

VALID THROUGH

2026-07-12
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Experience in administrative support, preferably within a financial or government

setting.

Strong organizational skills with the ability to manage multiple tasks effectively.

Proficiency in communication, both written and verbal, to support clear and

effective interactions within the directorate.

Attention to detail and the ability to maintain confidentiality in handling sensitive

information.
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