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Job Responsibilities

1) Company e-Procurement System Helpdesk & Master Maintenance
« Handling daily inquiries via email and phone.

« Managing supplier registration and maintaining master data.

2) Company eProcurement Web System Implementation and Function Promotion
« Promote system functions to suppliers, indirectly supporting internal procurement productivity improvement.

« Write, edit, and revise training manuals.


https://www.careercross.com/company/detail-329505
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3) Company System Implementation Support
« Handle label printing and contract preparation.
« Organize and Conduct System Training

« Provide training sessions for both internal and external stakeholders.

Job Requirements
« Atleast 1 year experience in Customer Service or Helpdesk services (experience in the IT industry is a plus).
« Strong spoken and written communication skills in English and Mandarin due to the market that support.

« Fresh graduates are welcomed to apply.
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