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Company Overview
JAC's client, a Vietnamese industrial park and real estate development company, is looking for Admin Office Staff.

Location: Binh An Commune, Dong Nai City, shuttle bus from HCMC provided

Job Responsibilities
« Manage office administration operations and outsourced services.
« Monitor administrative expenses and prepare budget reports.

« Oversee office assets, equipment, and workplace supplies.

Page 1 of 2


https://www.careercross.com/company/detail-330489

Page 2 of 2

« Manage employee welfare items, pantry, and canteen operations.

« Maintain administrative records and support internal HR activities.

Job requirements
« Bachelor’s degree in Business Administration or a related field.
« Good communication skills with English proficiency.
« Strong planning, organization, and time management skills.
« Proficient in MS Office and administrative systems.

« Experienced in administration tasks with strong problem-solving abilities.

#LI-JACVN
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.vn/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.vn/terms-of-use
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