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https://www.careercross.com/company/detail-409899

BEER

B | |:°_

- ZHODOPDFt %

- BEEIGN

- EFpEEE

- ABEOFHEIE
A U EDFE

- BMEMOL DT, T AU E TEE
- RIFHOFE GERETV VN7 U NE)
- ESREBA DR

- EIERE %

- $R17. BB, BERANDES
- fERTEE DR

- REBEORH
CREDRTVa—-IER
XKREBICRET DT —RFH

Job description
- Copy documents
- PDF conversion for contract *
- Answer phone calls
- Sorting documents
- Arrange and reserve meetings
- Manage and arrange parcel deliveries
- Internal delivery of post items
- Assist with payments procedure
- Obtain prior approval for purchasing an office supply list
+ Arrangement of sealing *
- Going to the bank for payment
+ Purchase of stamps at the post office
- Manage the inventory such as stamps, stationaries and so on
- Visit Legal Affairs Bureau and clients
+ Handle reimbursed expenses

Manage the schedule of directors for sealing and certification
“*” means a huge volume
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