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{Main Mission]
This position required to be responsible for all Admin work in general, additionally handling complaints from customers by
receiving call and recording it, and manage warehouse with warehouse outsourcing service.
Admin Work

Formalization and management of labor contract and related documents
Related work in terms of insurances

Management of properties

Making and management of company documents

Managing company event

Arrange shipment/delivery of documents and small stuff

Support contracting work for residence for foreigners

Recruiting works

Guidance for new staff

Warehouse management with partner companies

Page 1 of 2


https://www.careercross.com/company/detail-330232

AN
~

Pt

Filing the report of stock, order, return, damaged items

Register Vending Machine info to System

Receiving and Recording complains from customer
Check and refunding work for QR payment as needed
Reporting works

Inventory report

Customer complain report

PO & DO report

Disposing Report
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