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https://www.careercross.com/company/detail-448960
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« Managing office supplies and equipment inventory
« Handling facility maintenance and liaising with vendors
« Organizing and maintaining company documents and records
« Supporting internal events and company functions
« Assisting with employee onboarding and offboarding
« Coordinating internal communications and announcements
« Managing company stamps/seals and filing official documents
« Supporting Admin Team Lead and accounting departments with clerical tasks
« Receiving phone calls, visitors, and handling incoming/outgoing mail
« Ensuring compliance with office safety and hygiene standards
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