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LOCATION POSITION
LEGAL SECRETARY (Temp)

LOCATION
HA NOI

COMPANY OVERVIEW

Our client is a Japanese law firm company

JOB RESPONSIBILITIES

« Arranging and booking meeting room, air ticket, restaurant for business purpose
General secretarial tasks as assigned

Arranging and managing Company car schedule and driver

Preparing and translating necessary document as required

Arranging and coordinating internal and external meeting for lawyers

JOB REQUIREMENTS

« Cooperative attitude to other secretaries

« Good at English skills

are recruitment specialists around the globe
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« Bachelor degree

BENEFITS
« Attractive salary
« Social insurance according to VN labour law

Due to the high volume of applicants, we regret to inform you that only shortlisted candidates will be notified. Thank you for
your understanding.
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