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Responsibility:

To understand the whole operation of the company and its purposes regarding GA and work as a back-up of other GA
staff members

To make necessary standard operation procedures regarding GA tasks to standardize operations

To propose improvements regarding GA and implement them under supervisors’ instruction

To propose and make necessary changes to company's internal regulations and rules under supervisors’ instructions
To promote improvements of the working environment including planning and implementing engagement
enhancement activities including company events

To communicate with every employee, find their needs and support them solving any issues

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.in/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.in/terms-of-use
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