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Job Title: HR & GA (Japanese speaking)
Location: Amata City, Chonburi

Key Responsibilities:

HR Support:

- Assist in the recruitment process, including job postings, screening resumes, and scheduling interviews.
- Support onboarding and orientation programs for new employees.

- Maintain and update employee records and HR databases.

- Assist in organizing training and development activities.

General Affairs (GA) Support:

- Handle office administration tasks such as ordering supplies, managing office equipment, and coordinating maintenance.
- Assist in organizing company events and meetings.

- Support the implementation of company policies and procedures.

- Ensure compliance with local regulations and company standards.

Qualifications:
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- Proficiency in Japanese (N3 level or higher) and English.
- Strong verbal and written communication skills in both languages.

- Bachelor’s degree in Human Resources, Business Administration, or a related field is preferred.

- Previous experience in HR or GA roles is an advantage but not required.

- Excellent organizational and multitasking abilities.

- Strong interpersonal skills and the ability to work in a multicultural environment.
- Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint).

- Attention to detail and a proactive approach to problem-solving.

JAC Personnel Eastern Seaboard Recruitment Ltd.
4/222, 5th Floor, Harbor Mall, Moo 10, Sukhumvit Road,
T. Tungsukla, A. Sriracha, Chonburi 20230

Contact: Khun Kananuch Phone number 063 535 8037
E-mail: kananuch.chaloykit@jac-recruitment.com
Website: https://www.jac-recruitment.co.th
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