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@) Provide administrative assistance to the JICA expert regularly, such as
making appointments for the JICA expert, arranging transportation and accommodation
for project activities, reading and filing the correspondences, both incoming and outgoing,
keeping a record of communications and business transaction, assisting procurement and payment
for the project, dealing with phone calls and postal matters
lv) Communicate and coordinate regularly with relevant parties for the project
implementation (e.g., JICA PVSD, and other ministries/departments, universities, private sector)
o) Translate letters and documents between English and Thai as needed:
interpret for the JICA expert during meetings or field visits, in and outside Bangkok
@) Check regularly news and events happening across Thailand that deems
relevant to the project and keep the JICA expert posted on such developments

&) Perform other duties as assigned by the JICA expert
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