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Job Information

Recruiter
JAC Recruitment Vietnam Co., Ltd

Job ID
1609380  

Industry
Other (Manufacturing)  

Job Type
Permanent Full-time  

Location
Vietnam

Salary
Negotiable, based on experience

Refreshed
September 8th, 2026 04:00

General Requirements

Minimum Experience Level
Over 1 year  

Career Level
Mid Career  

Minimum English Level
None  

Minimum Japanese Level
Daily Conversation  

Minimum Education Level
Associate Degree/Diploma  

Visa Status
No permission to work in Japan required  

Job Description

Company and Job Overview
Japanese company in the apparel industry, with a staff size of approximately 10-20 employees.

Job descriptions: 

Handle general administration and office operations.

Manage office supplies, company assets, vendor contracts, invoices, and office expenses.

Support meetings, internal events, training programs, and employee engagement activities.

Assist expatriate staff with travel arrangements, visas, work permits, and other administrative matters.

Maintain company records and documents accurately and confidentially.

Support HR administration, including attendance tracking, leave management, and onboarding documentation.
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https://www.careercross.com/en/company/detail-330489


Coordinate with building management and service providers to ensure smooth office operations.

Perform other administrative tasks assigned by management.

Requirements

Female, 25-30 years old.

At least 2 years of experience in Administration, General Affairs, or a similar role.

Good communication and coordination skills.

Japanese language skills for daily communication and email correspondence.

Careful, responsible, proactive, and team-oriented.

 

#LI-JACVN
 

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

Company Description
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