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ﬁ 1 Thailand
ACRETIINERIES We are recruitment specialists around the globe

PR/116638 | Admin Staff
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Working Hours: Mon - Fri 8.30 - 17.30

Location:BTS Accessible
Job Description
« Support Managing Director to handle new company set up

« Support company leadership and supervising administrative department activities for employees

« Set up working regulation with MD


https://www.careercross.com/company/detail-329504
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« Support and communicate with staff in administrative tasks

« Handle import documents

Qualification

« Bachelor’s degree in business administration or related field
« 3 years+ experience in Admin Officer or Secretary position

« Good in English and Thai (must communicate with Foreigner)
« Good Microsoft Office Excel and Word

« Good skill interpersonal
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