WORK VAPOR

Job Link: https://workvapor.in/jobs/operations-executive-remote-email-and-client-coordination/

OPERATIONS EXECUTIVE REMOTE | EMAIL
AND CLIENT COORDINATION

BASE SALARY

INR 12000 - INR 15000

DESCRIPTION

Company: WriterBro

Position: Operation Executive

Industry: Content / Academic Services

Location: Remote (Work From Home) — Candidates from Ahmedabad or Vadodara only
Employment Type: Full-time, Fresher

Salary: ?12K-?15K/Month

HR Contact: +91 7802041900

Email: support@writerbro.in

WriterBro is hiring an Operation Executive to handle daily operational tasks, client
communication, and coordination of academic assignments. This role is suitable for detail-
oriented candidates who can manage emails, track work progress, and support smooth
workflow execution.
Key Responsibilities:

e Respond to client queries through email and messaging platforms

e Coordinate tasks between clients and internal team members

e Track assignment progress and ensure timely delivery

e Manage workflow and support daily operational activities

* Maintain proper communication and service quality

Required Skills:
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¢ Basic knowledge of MS Office including Word, Excel, and PowerPoint

e Good written English communication skills

e Comfortable using ChatGPT and online research tools

¢ Ability to manage tasks and coordinate with team members

Eligibility Criteria:

e Freshers can apply

e Graduate candidates preferred

e Candidates must be from Ahmedabad or Vadodara

Benefits:

¢ Flexible working schedule

e Work from home opportunity

¢ Performance-based growth opportunities

How to Apply:

Send your resume or contact on WhatsApp at +91 7802041900 or email at
support@writerbro.in
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