
PR/109618 | Assistant Manager - Admin

Job Information

Recruiter
JAC Recruitment India

Job ID
1556717  

Industry
Petrochemical, Energy  

Job Type
Permanent Full-time  

Location
India

Salary
Negotiable, based on experience

Refreshed
September 30th, 2025 05:00

General Requirements

Career Level
Mid Career  

Minimum English Level
None  

Minimum Japanese Level
None  

Minimum Education Level
Associate Degree/Diploma  

Visa Status
No permission to work in Japan required  

Job Description

Responsibility:

To understand the whole operation of the company and its purposes regarding GA and work as a back-up of other GA
staff members
To make necessary standard operation procedures regarding GA tasks to standardize operations
To propose improvements regarding GA and implement them under supervisors’ instruction
To propose and make necessary changes to company's internal regulations and rules under supervisors’ instructions
To promote improvements of the working environment including planning and implementing engagement
enhancement activities including company events
To communicate with every employee, find their needs and support them solving any issues

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.in/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.in/terms-of-use

Company Description

Page 1 of 1

https://www.careercross.com/en/company/detail-330232

	PR/109618 | Assistant Manager - Admin
	Job Information
	General Requirements
	Job Description
	Company Description


