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PR/158044 | Associate, Sales Administration

BEHE

AMBEN R
VA I Y= JII— AV NTL=VT

KAID
1505357

*iE
oM (A—H-)

ERAwE
EH#E

i
=7

w5
BEBREBO L. ISHEH

B'HA
2024%F11819H 11:36

BN ESRMY

BERR
3FEMUL

FrUTLAL
PRIERE L NI

HELANIL
EYRXRAKFEL NI

BA&AEEL NIV
EYRAKTFE LRI

R
BRE: #¥TS

RiEOEY
BATORFBHTIVEDHY EEA

BEEHR

-Oversee daily operations of the KL and Penang sales offices, ensuring adherence to company policies, rules, and
regulations, while optimizing operational costs and expenses

-Manage the general facilities of the Penang sales office and oversee its utility billings.
-Ensure timely and orderly submission of Capital Appropriation Requests and renewal of asset leasing contracts

-Assist in preparation of shipping documents/ courier
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-Provide admin support; sales reports, hotel booking and business travel arrangement

-Offer customer support by managing correspondence and preparing necessary documents

-Prepare sales related documentation, quotation, purchase order, warranty claim, payment terms changes, and other
documents
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