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Company: PT. Summarecon Agung Tbk

Location: Kota Jakarta Timur

Category: other-general

Requirements

Diploma / Bachelor Degree from all majors.

Have an experience 2 years in same position.

Proficient in Microsoft Office: Word, Excel, Power Point.

Fluent in English.

Good communication, honest and hard worker.

Placement at East Jakarta

Job Descriptions

Arrange Meeting schedule.

Create a Business Letter.

Make presentation material.

Organize business trips.
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