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Position Title City, State Length Stipend
Import & Export Operations Intern Santa Fe Springs, CA 12 74 & $18.00 / Hour

Job Descriptions / Academic Background

1. Recruit regular/temporary position employees and arrange interviews and perform any necessary procedures including background/drug screening
on new employees.

2. Report Time Sheet to HQ for Payroll purposes (semi-weekly)

3. Observe all employees’ attendance (both regular and temporary position employees)

4. Conduct monthly expense closing of payroll and relevant expenses (e.g., payroll processing fee and temporary agency invoices, etc.) and prepare
billing invoices to customer company

5. Serve as an office manager to control office supplies and its inventory management, office security control while performing general affair duties
and tasks.
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. Perform other tasks as assigned by the Company
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Benefits Information
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Company & City Information
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