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[ : take care of routine installation and maintenance of computer
hardware and software for various departments and subsidiaries of
thecompany 0 D 00D O0O000OO0O0O0OO0OOOOOOO
OO0O00000000O take care of exploitation and utilization
ofthelInternet 0 U O OO0 O OOO OO work on the
development of personnel, accounts, production and sales systems
O000000000000O00000 devise anew payroll
system 0 OO0 0OOOOOOO Production U depttd I 00 O :
plan and organize operations [0 (I OJ [ I OO O prepare operational
schedules 0 0O O 0O 0O O 0O O OO schedule projects and deal with
plant maintenance J O O O 0O O 0O O 0O O O O coordinate
manufacturing activities to ensure that production and quality of
products meet specifications D D OO O, 00000000 O
[ O O observe workers to ensure compliance with standards [ [
DO00000000000 Dispatch O deptld O O O : manage
inventories LI [J [J [0 take/receive and manage sales orders [ [ [
O0O00,000000 handle the receipt, storage and issue of
stock 0 OO OOOOO prepare and check orders to go out to
shops 0 OO O OOO O delivergoods O O Legal L deptd [
[1 00 : mediate patent disputes and handle infringement on behalf of
thecompany O U OO0 O0O0O0O0OOO0OOO handle
legal issues involving labor relations, health and safety, workers



compensation,etc. 1 U OO O0OOO00OO00OO0OOOOOONO
[ 0O 0O 0O Purchasing U dept] [ [J [ : Oselect suppliers I [1 [ [
[1 keep records of prices and order office supplies [J [ [J [0 [ 00 [
[ O 0O O procure materials according to operational schedules [
OO000000,000000000 prepare purchase orders
00O 0O 00O O manage customer relationship and deal with
suppliersH OO0 OO0 O0O0O,00000 Supplies U deptl] [
[ O O O : provide special equipment and supplies U I 0 O O O
[ O O provide overalls and labor protection appliances for staff L]
OO00000000000 dispatch supplies for subsidiaries and
workshops D OO0 OoOOoUOoUoooooodo
Assistant General Manager O U 0O 0 O O O O O O O : assist the
general manager with routinework D U O O OO0 O OO OO be
responsible for everything when the general manager is away [ [ [
OO000000000 Manager O U : be responsible for the
main activities of the company such as manufacturing and sales [J [
OO00000000000 make decisions U LI [ handle
difficult situations at work [1 [J [0 O O [J deal with problems and
complaints [ [ [0 [ sign contracts [1 L1 [1 L1 monitor expenses
claims O O O O O O O Secretary LI [ : make/answer telephone
calls I /00 OO O make/take notes, minutes and messages [1 [ [ [
00000000 deal with files and correspondence [ [ [ [
[ O write memos and reports O U 0O O O O O O work at
computer for word processing L O 0 O O O O O O receive guests
and visitors [J [0 J OO O O arrange meetings [J [ [J [0 make
appointments U [0 O O 0O O Office Administrator U [0 [ [ : send



sales invoices [1 [1 [J [0 [J [0 pay purchase invoices L1 [1 [ [ [ [
[1 [0 process staff expenses [ U1 [0 00 0 00 100Test LI OO 00 O O [
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