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PR/160423 | Sales Admin - Expanding trading company
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Job Responsibilities:

« Coordinate and follow up on delivery status between suppliers and customers

« Prepare and manage documentation, including invoices, delivery orders (DO), purchase orders, and reports
« Respond promptly and professionally to email and telephone enquiries

« Handle incoming and outgoing calls efficiently

« Prior experience in the trading industry is preferred; knowledge of import and export processes is an advantage.

Job Requirements:

« Fresh graduates are welcome to apply.

« Interest to work in Japanese culture.
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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.my/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.my/terms-of-use
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