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https://www.careercross.com/company/detail-448960

A R NAE, H7R— b Event coordination, support
A—HY—HhSDRFICERILKTr—4 Y I DFEE Arrange catering according to user request
SIFREHR— K~ Event room setup support
ARy NFBICE T ZH4 4 > RER. F# Create/update event organization guidelines
OR MNEH, FFFEKREZNE Management of cost, PO invoice processing
Food &BeverageEIE F&B Management
dA—F—~DHY—~A OEFEFE Operation plan for user survey
A—H—T4—RKNY I EF&BY T4 v —~HE, REY—ERALICORIFS
Share feedback from users with F&B suppliers, apply it for service quality improvement
« F&BO7O¥ I MDOREL, 2—H—7 4 — RNy VICEDCHERE
F&B product review, create improvement plan according to users’ feedback
o 1 VANRY T 3 Inspection
1B1E BRPREFEOBEANS, T 74 APRBEDI VARI YV a Y
Once a day office and meeting room inspection to clean/maintain health and safety
Daily Report®{Em& Creation of daily report
ZR— 2 EHE Space Management
ZF M LR/MIANOERE, EH L Manage and assign accessory box in ladies’ room
F74RTYF7EAQY Hh—DEE, &H L Manage and assign individual lockers in office area
FHEDA XY MDY R— b Support of events
TFOVAAY MO, ARV METDOYHR— b
Creation of announcements, event execution support
o LERICEAEY BRegionalRFEDHERE, LR— MEKERH., 11— —xti Attendance of regional meetings regarding
above topics, creation and submission of reports, handling user requests
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- PCE A2 (Word, Excel, Powerpoint)

- LiR— MMERK (%% - meeting minutes)
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Drake Business Logistics is an exclusive Asia-Pacific representative of Swiss Post Solutions, supporting a diverse clientele
with people, process, and technology solutions across the information logistics chain.

With a presence spanning six global finance sectors, our story began in 2012 with a partnership between two leading global
brands — Drake International and Swiss Post Solutions.

With a century of combined expertise, Drake Business Logistics is uniquely positioned in our market as a vendor-neutral
partner capable of driving innovation and efficiency across all facets of the information management lifecycle.

With a guiding objective of efficiency through alignment of process and technology, Drake Business Logistics takes on
complete management of non-core business functions to reduce cost whilst freeing your internal resources.

Drake Business Logistics is recognized as the market leader in each region we operate — growing our presence beyond
Australia to encompass the Philippines, Japan, Korea, Singapore, and Taiwan.
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