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Job Descriptions:

Manage the entire import/export process: This includes order processing, inventory control, customs clearance, and
logistics coordination.

Verify documentation: Ensure all necessary documentation, such as invoices, packing lists, and customs declarations,
are accurate and complete.

Ensure compliance with import/export regulations: Stay updated on and ensure compliance with all relevant
import/export laws, regulations, and trade agreements.

Support Sales operations & administrations.

Support general affair tasks; maintain facility management, office supplies, office needs.

Support HR administration.

Job Requirements:

Diploma Degree / Bachelor's Degree

Min. 2-3 years of experiences working in trading companies or logistic/freight forwarding company
Experienced handling export & import operations & documentations

Familiar with sales administrations
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