
PR/087173 | Logistics Office Associate

募集職種

⼈材紹介会社
JAC Recruitment USA

求⼈ID
1575460  

業種
レストラン・フードサービス  

雇⽤形態
正社員  

勤務地
アメリカ合衆国

給与
経験考慮の上、応相談

更新⽇
2026年02⽉03⽇ 10:57

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
流暢  

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

POSITION SUMMARY
Join a logistics team where you will play a key role in supporting warehouse coordination and administrative operations. This
position is ideal for candidates who enjoy a mix of office duties, documentation management, and communication with
drivers, sales teams, and vendors.

 

RESPONSIBILITIES 

Coordinate daily warehouse activities and provide administrative support to the logistics manager.

Maintain organized filing systems and handle sorting, labeling, and retrieving documents.

Manage driver‑related paperwork, including logs, schedules, and compliance documentation.

Handle phone calls, inquiries, and communication with drivers, sales teams, and vendors.
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Process daily documents such as invoices, assembly sheets, and payment orders.

Support warehouse operations, including receiving, assembling, and assisting with physical inventory counts. 

 

QUALIFICATIONS

Ability to manage multiple tasks and prioritize effectively in a fast‑paced environment.

Proficiency in Microsoft Office applications and general administrative functions.

Strong verbal and written communication skills across internal and external stakeholders.

Accurate data entry skills and strong attention to detail.

Ability to read, write, and speak English effectively.

 

SALARY  USD $20-24/HR

LOCATION Honolulu, HI 
 

WORKING HOURS Monday - Friday 9:00 AM to 6:00 PM

BENEFITS

Health, dental, vision, life & accident, and pet insurance 

401(k) with company matching

19 days of paid time off 

Wellness program and EAP assistance and much more!

 

#LI-JACUS #LI-US #countryUS

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

会社説明
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