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COMPANY OVERVIEW

One of largest general trading (steel products) and investment company is seeking a Site Coordinator to join the team. This
role involves responsible to coordinate sales operations by managing customer inquiries, sales documentation, order
processing, reporting, and cross-functional communication to ensure smooth business development activities and customer

satisfaction.

JOB RESPONSIBILITIES

« Manage sales orders, documentation, and customer records.

« Coordinate with customers, suppliers, logistics providers, and internal teams to ensure smooth order fulfillment.
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« Handle customer inquiries, correspondence, and issue resolution.

« Monitor sales activities, track order progress, and support payment collection.
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https://www.careercross.com/company/detail-329505

« Prepare sales reports, maintain data records, and provide business insights.

JOB REQUIREMENTS
« Degree holder with good communication skills.
« Experience in sales support, customer service, or import/export coordination is an advantage.
« Proficient in Microsoft Excel and Microsoft Office.

« Organized, detail oriented, and able to multitask in a fast paced environment.

#LI-JACMY
#countrymalaysia

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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