
PR/096134 | Administrative Officer

募集職種

人材紹介会社
JAC Recruitment Vietnam Co., Ltd

求人ID
1607096  

業種
ビジネスコンサルティング  

雇用形態
正社員  

勤務地
ベトナム

給与
経験考慮の上、応相談

更新日
2026年08月11日 10:20

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
ビジネス会話レベル  

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

Company Overview
A company in the electronics manufacturing industry is hiring for an Administrative Officer position.

 

Job Description
Liaise and coordinate with local government authorities, including Public Security, Labour, Taxation, and Industrial
Park Management offices, and handle annual license renewals and administrative procedures.

Manage travel arrangements for employees, including flight bookings, hotel reservations, airport transfers, and
business travel itineraries between Vietnam and China.

Process and monitor immigration and compliance requirements for foreign employees, including Temporary
Residence Cards, visa extensions, and accommodation declarations.

Support Vietnamese employees travelling to China by assisting with invitation letters, visa applications, and related
entry and exit documentation.
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https://www.careercross.com/company/detail-330489


Review and verify reimbursement claims related to business travel and support cost control initiatives.

Draft, translate, and maintain administrative documents, notices, and internal policies in Chinese and Vietnamese.

Assist with employee welfare activities, festival celebrations, and administrative support requests, including medical
coordination and local living guidance.

 

Qualifications
Native-level Vietnamese proficiency.

Fluent Chinese language skills with HSK Level 4 or above.

Excellent listening, speaking, reading, and writing abilities in both Vietnamese and Chinese.

Bachelor’s degree or above in Administration, Business Management, International Relations, or a related field.

Willingness and ability to travel frequently between Vietnam and China.

Strong communication and coordination skills.

Ability to manage multiple administrative tasks with attention to detail.

Experience working with government agencies, visa procedures, travel coordination, or administrative operations is
advantageous.

Location
SVIP Industrial Park, Hung Nguyen District, Nghe An Province, Vietnam

 

#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

会社説明
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