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Responsibilities:

* Provide secretarial and administrative support to the Chief Representative.

* Support General Affairs functions, including office operations, administrative tasks, and ensuring compliance with Company
policies and procedures.

Qualifications:

* Minimum bachelor’s degree (S1) in any discipline.

* 2 to 5 years of experience in secretarial, administrative, or general affairs functions.
* Excellent communication and interpersonal sKills.

* Fluent in both written and spoken English.

* Proficient in Microsoft Office applications (Word, Excel, PowerPoint, Outlook, etc).

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.
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https://www.careercross.com/company/detail-228299
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Privacy Policy Link: https://www.jac-recruitment.co.id/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.co.id/terms-of-use

SFtERAA



	PR/123929 | Secretary & General Affairs
	募集職種
	応募必要条件
	募集要項
	会社説明


