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Job Description

« Provide Japanese-Thai interpretation and translation support for internal and external communications.

« Assist the President/CEO with administrative, coordination, and executive support duties.

« Oversee general office administration, including document management and corporate records.

« Support project administration by coordinating schedules, resources, budgets, and related documentation.

« Manage personnel-related administration, order processing, and coordination with vendors and customers.

For Manager Level

« Perform all responsibilities listed above.
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« Take overall responsibility for project administration, including workforce planning, operational management, schedule
control, budget monitoring, and order management to ensure successful project execution.

Qualifications
« JLPT N2 certification or equivalent Japanese language proficiency.
« Strong ability to perform Japanese-Thai interpretation, translation, and administrative support duties.
« Proficient in Microsoft Office applications, including Word, Excel, PowerPoint, and Outlook.

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.th/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.th/terms-of-use
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