Page 1 of 2

@ CareercrOSS by JAC Recruitment

ﬁ l Thailand
ACKMTSEI e We are recruitment specialists around the globe

PR/117032 | Admin Coordinator

BEHE

AN =
VI I =YV — XV ILTUR

KAID
1537169

*iE
ZDft (Fatt)

A&
E#E

E#5ith
54

w5
BEBREBO L. ISHEH

B'HA
20255048308 16:21

BN ESRMY

BERR
3FEMUL

FrUTLAL
PRIERE L NI

HELANIL
EYRXRAKFEL NI

BA&AEEL NIV
EYRAKTFE LRI

R
EARE: £¥+S

RiEOEY
BATORFBHTIVEDHY EEA

BEEHR

« RESPONSIBILITIES

Finance:

- To verify staff claims submitted to ensure it complies with the company policies.

- To verity on invoices received from users (relevant departments) and ensure that Purchase Orders (PO) have been
raised for the related purchases, and PO amount is sufficient.

- To assist in preparation of payment vouchers and ensure that approved supporting documents received.

- To assist in checking of BTQ invoices to ensure that appropriate supporting documents submitted to finance.

- To assist in checking funds received from credit card companies and transfer of funds from

customers.

- To assist the finance team in preparation of VAT and WHT filling.

- To assist finance team in administrative matters such as filing of documents, organization of finance storage and
scanning of documents.

- Any ad-hoc duties assign by Finance team.

Marketing:
- To raise PO, coordinate with vendor on account creation and payment for all marketing related expenses.
- Monthly tracking on PR coverage.
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- Inventory management on all marketing related items, to check the quantity and quality of the shipment received, to
keep track of the items in our warehouse, assist to pack gifts and attain to other ad hoc logistic request.

General:

- To coordinate with supplier/contractor for the general maintenance in the boutique and office.
- To assist in setting up the meeting room/company event when required.
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