
PR/096539 | Admin Assistant

募集職種

⼈材紹介会社
ジェイ エイ シー リクルートメント シンガポール

求⼈ID
1575397  

業種
レストラン・フードサービス  

雇⽤形態
正社員  

勤務地
シンガポール

給与
経験考慮の上、応相談

更新⽇
2026年04⽉28⽇ 11:01

応募必要条件

職務経験
1年以上  

キャリアレベル
中途経験者レベル  

英語レベル
ネイティブ  

⽇本語レベル
無し  

最終学歴
短⼤卒： 準学⼠号  

現在のビザ
⽇本での就労許可は必要ありません  

募集要項

COMPANY OVERVIEW

Our client is a Singapore-based food trading company with an established presence in the local food supply sector.
Specializes in the trading and distribution of foodstuffs, serving foodservice and retail customers across the region. 
 

Job Responsibilities

Perform data entry tasks accurately and efficiently.

Manage emails, files and documents effectively, ensuring organization and timely responses.

Deliver exceptional customer service to internal and external stakeholders.

Utilize problem-solving skills to address issues and challenges.

Maintain a high level of organizational skills to manage tasks efficiently.
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Answer inbound calls and contact inbound leads promptly.

Support salesman/sales manager on client follow-up.

Build and maintain good relationships with new and /or existing customers and provide quality after sales service

Preparation and filling of sales quotations/invoices.

Manage existing and new customer's profile.

Handle sales enquiry and forward to salesperson for detailed follow up.

Administrative roles as required on day-to-day operations.

Keying and amending invoices.

Liaison with operation team, for smooth delivery of goods

Perform other job-related duties as assigned.

 

 

 

Job Requirement

1 years of experience in an administrative role.

Proficiency in data entry and document management.

Excellent organizational skills with attention to detail.

Ability to provide administrative support effectively.

Customer service-oriented approach

Proficient in problem-solving

 

Interested candidates who wish to apply for the above positions, please click "Apply now".

 

We regret that only shortlisted candidates will be notified.

JAC Recruitment Pte. Ltd.

EA License No: 90C3026
EA Personnel Name: Ching Ning Xin
Registration No: R22108651 

#LI-JACSG

 
 
 

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

会社説明
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