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Job description:
« Perform basic accounting tasks such as AP, AR, invoicing, and bank reconciliation.
« Assist with financial reports and data entry
« Liaise with external parties such as auditors, tax agents, and banks
« Manage office supplies and inventory
« Handle office maintenance and vendor coordination
« Organize meetings, schedules, and travel arrangements as needed

« Maintain employee records and HR-related documentation

Page 1 of 2


https://www.careercross.com/company/detail-329505
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« Prepare reports, letters, and internal documents
« Support HR tasks (payroll assistance, onboarding, leave tracking)
« Ensure smooth day-to-day office operation

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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