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Finance & Accounting:
*Manage financial operations, including budgeting, expense control, and monthly reports on expenses.
*Oversee company banking transactions, including account management, payments, and reconciliation.

Human Resources & Payroll:
*Act as the main point of contact for payroll consultants, ensuring accurate and timely payroll processing.
*Support onboarding and employee matters such as annual leave, medical leaves, reimbursement and so on.

Legal & Compliance:
*Ensure timely submission of statutory filings and reports to relevant authorities.
«Liaise with legal consultants on corporate and operational legal matters.

Administration & Office Operations:

*Manage office leases, utilities, and suppliers to ensure smooth daily operations.
*Implement and maintain office policies, procedures, and record-keeping systems.
regulatory bodies.
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For further details and a confidential discussion, please contact Ai directly on 080-1145-3094 or at ai@alberto-
recruitment.com
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