VACANCY ANNOUNCEMENT

Thailand Board of Investment (Jakarta Office) is seeking a “Assistant”, with the details below.

Position Assistant

Salary 405 USD/ Monthly
(Applicant is responsible for all insurance according to the Indonesia
labor laws.)

Period January 15 2019 - September 30 2019

Job Description

- Translate and interpret documents as required.

- Compose letters, memorandums circular and notification.

- Handle and provide the full range of secretarial and administrative
duties/assignments assist and manage special tasks assigned by the

Director.

Qualification

1. Age not over 35 years old.

2. Bachelor degree in any field.

3. Excellent command of English and Bahasa Indonesia. (Ability to
communicate in Thai is more than welcome)

4. Be able to perform multi-task, very fast pace and stay organized.

5. Able to travel upcountry and work overtime.

6. Pro-active nature.

7. Flexible schedule and adaptable.

8. Knowledge in Computer, social media and modern technology.

Schedule

- Apply in person and submit the application form, academic record,

ID and related documents only on December 17-18 2018 during

10.00 -15.00 pm. at Thailand Board of Investment (Jakarta-Officels;

52 5?5;‘

Royal Than Embassy JI. DR Ide Anak Agung Gde Agung \&Eé/ NO.3 (Lot ] %

(Bring your own stationery)

- The Interview date will be made on January 8 2019.
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