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Job Title: Administrator
Location: Bangkok, Thailand

Job Type: Full-Time, Monday — Friday (9AM - 5:30PM)

Responsibilities:
« Accounting & General Affair:

o Support Accounting staff in preparing documents and to submit to Accounting Firm.
« Import & BOI:

o Import: contact with logistics company and arrange schedules, etc. (communicate mostly via Email in English).


https://www.careercross.com/company/detail-329504
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- BOI: Oversee and manage related documents.

« Other administrative tasks as assigned.

Qualification:

« Bachelor's degree in any field.

« Fresh graduates are welcome.

« Good command in English (Minimum intermediate level).
« Conversational level in Japanese is a plus.

How to Apply: If you meet the qualifications and are excited about this opportunity, please submit your resume and a cover
letter by click “APPLY” We look forward to hearing from you!
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