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In charge of all matters pertaining to office administration

Monitor office equipment purchasing and maintenance

Organises and arrange staff activities (e.g. Annual Dinner, Christmas Party, Staff Briefing sessions, etc.)
Distribute information and correspondence throughout the offices.

Arrange staffs’ business travel requirements

Maintenance and updating of quality and best practice manuals.

Assist Office Administration department on corporate identity standards, templates and guidelines.

All other general affairs tasks given by the Dept. Manager that may arise, such as office relocation, office facility
related, health & safety and so forth.

COUNTS : ¥ - {6 5EHE (FREFE. KEEELEEEROT RS v MEH)

Liaise / communicate with vendors and arrange payments

Liaise / coordinate with local consultant and Accounts Department on calculation of local staff payroll, national
insurance contribution and withholding tax issues.

Assist Accounts Department on banking, financial, taxation enquires and activities.

Assist the Accounts Department on local general insurances matters

MAN RESOURCE : ASE®E (AEEOEYFHRE. BA - KIBEBREODAFFT VRSV M)

Assist Human Resource on all local employees' employment issue including recruitment, leave administration,
employment terms and conditions, staff communication, etc.

Assist local / overseas staff on working permit applications

Assist local / overseas staff in settling in and departure upon relocations

Maintaining records of staff movement and confidential personnel files of local staff

Assist Human Resource on sourcing and monitoring Employee Benefits scheme

Perform any other assignment assigned by Head of Department/Director.
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Education

Degree/Diploma in Business Administration or other similar qualification.

Technical Requirements

3 years experience in general office administration, accounting, human resources for medium-to large sized multi-
national company
Knowledge of HR practices, labour law, Industrial Relations and other related function in local environment.

Managerial Experience

3 years experience in managing general administrative staff and activities.
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Computer literacy is a definite pre-requisite
Good command of written and spoken English /Japanese
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