\\@ Recruitment

PR/118637 | Executive Secretary to CEO

BEHE
AN

VA I =YY II— XV NEILATUR

KAID
1568983

*iE
e - R/t

ERAwE
E#E

E#5ith
54

w5
BEBREBO L. ISHEH

B'HA
2026501 827H 05:00

BN ESRMY

BEER
6FEUL

Fr)T7LRIL
FIRRBRE L NI

HELANIL
EVRAKFELANIL

BA&AEEL NIV
EYVXRAKFEL NI

R
BRE: #¥TS

REDEY

BATORBHFTIDEHY EHA

B8ER

Executive Secretary to CEO (Japanese Speaking)

Location : Bangkok

Salary : 50,000 - 80,000 THB

» Bechelor's Degree or higher

» 5-10 years of professional experience of

» Secretary at the CEO level.

» Working with Japanese company is a plus.

* English & Japanese (JLPT2)

Responsibilities

+Deliver thorough administrative and secretarial assistance to the CEO.

» Manage urgent and time-critical matters with precision and efficiency.

» Serve as the communication bridge between the CEO and both internal and external stakeholders.
* Oversee the CEO’s schedule, arrange meetings, and coordinate appointments.
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https://www.careercross.com/company/detail-329504
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« Carry out additional administrative duties as directed by the CEO.

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