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7F-2, No. 36, Nanjing West Road

103 Taipei, Taiwan
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Industry
Transportation/International Shipping/ Logistics/ Relocation/ HR Management Consulting Service
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AGS Taiwan is a 100% subsidiary of the AGS Group, a world leader in international removals storage and relocation.
With 148 locations in 101 countries, the AGS Group has one of the largest networks in the global mobility industry,
assisting more than 85,000 families with their relocations every year. As a full-service provider, we provide
relocation and removal service for our customers and their families, who reply on us to move them seamlessly
across the world, door to door.

A leading name in the moving & relocation industry is seeking a customer service executive to join their team based
in Taipei.
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Purpose of Job

v" To provide administrative support and perform general clerical and office administrative duties
v" To perform data entry and maintain accurate records in the company's internal systems.

Key Responsibility

1. Assist in preparing and maintaining administrative files (including import and export documentation) in the
company's internal systems throughout the relocation process.

2. Organize local and overseas agents' invoices and ensure accurate data entry into the company's internal
systems.

3. Assist in arranging insurance coverage and preparing related documentation for customers.

4. Issue Arcania invoices for inbound and outbound shipments and liaise with the Accounting

5. Respond to general inquiries, answer basic questions, and identify potential business opportunities

6. Provide general administrative support and perform other ad hoc duties as assigned by the Branch Manager.
Requirement
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We are looking for someone who is:

Interested in accounting, administration, or international logistics.

A current undergraduate (junior year or above) or graduate student.

Proficient in both written and spoken Chinese and English.

Proficient in Microsoft Excel and other Microsoft Office applications.

Detail-oriented, well-organized, and able to manage multiple tasks effectively.

Proactive, eager to learn, and willing to take on new challenges.

Friendly, responsible, and able to communicate effectively with people from different cultural backgrounds.

NoupkrwnNpE



8. Interested in international business, logistics, and cross-cultural communication.
9. Previous administrative or accounting experience is an advantage

Why Join AGS?
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Contact: taiwan@ags-globalsolutions.com +886 2552 1391 Ms. Tsao

Interested parties please apply with full resume together with cover letter and date available by email to
taiwan@ags-globalsolutions.com
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