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This role will report to Line Managers and partner closely with Business managers to,
deliver high standard and timely services for internal stakeholders. Your performance
will be scored by your ability to demonstrate the competencies and the key results by
your leader. You will not be bound by your own title and scope of responsibility and
will think broadly to create an amazing workplace by dare-to-fail &
grow-beyond-yesterday spirit. Willing to fight for your ideas.
Job Description:
® Perform secretarial and administrative duties with speed and accuracy and maintain

R N confidential record.

® Meet schedules and timelines.

® Assemble data and prepare reports.

® Analyze situations accurately and adopt an effective course of action.

® Order Review Task.

® You will be assigned to different function projects. For instance, Logistic, Return
and Customer Service, Stranded, Payment, Advertisement and Listing.

Requirements:
® TOEIC 800 or other tests with equal result.




® Good English communication skills.

® Ability to maintain confidentiality concerning files and sensitive information.

® Good time management, including ability to manage several projects at the same
time.

® Must be able to multi-task and retain accuracy in an environment of competing
deadlines.

® Must have a professional demeanor."
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® Training support for all positions
® Promotion by work performance
® ['lexible working hours, once per week WFH in operation departments
. ® Regularly Comfy Hour Party
ﬁ -+ Kﬁﬂ ® Annual Health Check
® All1 Hands Party
® KPI bonus
® Profit Sharing
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