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YOUR RESPONSIBILITIES

» Monitor inventory levels of office supplies (e.g., stationery, printer ink, paper).

* Reorder supplies for pantry and stationaries as needed to ensure uninterrupted office operations.

» Vender management on contracts related to office services (e.g., cleaning, pest control, access control, cctv and etc).
« Coordinate with vendors and maintain for regular office equipment servicing.

» Conduct regular facility inspections to ensure compliance with safety and operational standards.

» Ensure meeting rooms are equipped with necessary supplies (e.g., whiteboard markers, cables).

» Communicate with local employees to support them in a timely manner and work with the global team to resolve the issues
« Ensure all facility projects are aligned with global guidelines and fulfill the local business needs, including

- To make sure the office space is effectively utilized and safe

- To Be responsible for all facility related tasks, including vendor management

- To track the good record in the field of Physical Security, procurement, and contract with vendor and landlord

- To work for continuous improvement programs in the area of facilities

YOUR PROFILE
78 (MUST) ]

s HARE : BEEL NI, BE: EVRALARNIL

(80 (WANT) )
« Good to have the certificate or experience of “Bf X Bh K EIEHE (fire/disaster prevention manager)”
» Proficient in office 365 (word, excel, powerpoint, MS forms, Sway, etc)

» Have the knowledge or experience of ISO27001, ISO14001, and ISO9001 under facilities area
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