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55K Racing Co., Ltd.

General Assistant

Qualifications:

 Nationality: Thai

« English speaking required

« Good Attitude and Quick response

« Good communication skill

« Passion to work

« Be able to work on weekend (If Any)

« Having Driver's License (Optional)

« No problem in Oversea travelling

« Not being calculative

« Willing to learn

« Willing to take up the challenge and
responsibilities

« Resolve problem in amicable manner

e Trustworthy & fast learner

« Candidates able to travel overseas for
business trip purpose

SEND YOUR CV ( KEVIN@55K-RACING.COM )

& PHOTO TO US

( ANZY@RANIXG LOBAL.COM)




JOB SSN
DESCRIPTION

To perform and assist in the day-to-day office duties particularly
the administrative task, multitasking to assist and support General
Manager of the company including all that of subsidiary
companies.

Your Specific task shall include as follows:

« Responsible for administrative task and multitasking.

e Managing daily operations to ensure smooth workflow.

e Liaise closely with dealers or racing team or potential buyers on
stock ordering and collection.

e To assist and monitor stock inventory, prepare monthly stock
inventory reports and update report to General Manager.

e« To assist the Managing Director or General Manager in all
business related matters

e Performing day to day operations matters to avoid backlog.

e Undertake any other ad-hoc assignment.

« Answering calls, reply emails and respond to enquiiries.

e Monthly attendance record and summary.

e Staff annual and medical leave record, eligibility and summary.

e Handle and record a logbook of company Promotion Item List.

« Office cleanliness and upkeep, light bulb, pantry issue,
stationery.

CONTACT

UsS

KEVIN@55K-RACING.COM

ANZY @RANIXGLOBAL.COM
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