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1.Manage correspondence and admin documentation (letters, packages,
documents etc.)

Assist colleagues whenever necessary

2. *Assist account sales/customer service coordinator in their daily paper
work, including SO(Sales Order), P/O(Purchasing Order), export/import
invoice, customer complaint, product data sheet etc.

3*Customer SO/SMA (Ship Material Authorization) order entry and customer
business terms set up in oracle

4*Hub management in billing, daily top-up management, inventory level
check, sub inventory transfer, inventory receipts, stock taking etc.
5*Master ERP system for everyday working activities

6*Check data accuracy in all documentations

7*Liaise with the Logistics/Quality/SCM department to ensure timely
deliveries
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