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Job Description and Responsibilities:

- Translate, co-ordinate and contact to related person with Chinese language.

- Coordinating with subcontract related to the task.

- Corrects and prepares information for executive’s use in discussions and meeting with executive staff
members and outside individuals.

- Replies to inquiries and other business correspondence.

- Follow up and ensure execution of task and assignment given.

- Provides confidential administrative support to executive.

- Other duties as assigned.

Qualifications :

- Sex : Female

- Bachelor's Degree or any fields.

- Good command of Thai, English and Chinese Mandarin (Cantonese is prefer)
- Good communication skill

- Service-minded, positive thinking and self-motivated
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