@ CareercrOSS by JAC Recruitment

ﬁ Indonesia
ACKSagl ISl We are recruitment specialists around the globe

PR/122641 | Business Administration (Accounting & Invoicing)
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Job Description:
As a Business Administration Officer, you will play a crucial role in ensuring the smooth operation of our administrative
processes. Your responsibilities will include:
« Issue invoice
Issuing Tax Invoice
Handle billing to customers
Handle AR dan AP
Handle accounting journal for internal

Requirements:
« Minimum of 2 years in a similar position.
« Education: Accounting, economic, management, business administration

Skills:
« Strong organizational and multitasking abilities.
« Proficiency in Microsoft Office Suite (Word, Excel, Outlook).
« Excellent communication and interpersonal skills.
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« Attention to detail and accuracy in handling financial documents.

Position Level: Junior Staff
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