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® To coordinate and communicate on daily project activities among
stakeholders of the project, such as JICA Expert from Japan, officers and staff in the Customs
Department, staff of JICA Thailand Office and other JICA personnel, other people whom the
Project deals with;

e Translate letters and document between Enelish and Thai;

e To interpret for JICA Expert in case the Assistant attends meetings
and site visits in and outside Bangkok regarding project activities;

e To work in other daily administrative works for the Project such as
reproducing documents, making appointments for JICA Expert, arranging transportation and
accommodation for project activities, arrangement of maintenance of machineries and
equipment in the Expert’s Office, assisting procurement and payment for the Project Office,
dealing with phone calts and postal matters;

® To Assist in such duties that may arise from the project activities

and/or as deemed necessary or as requested by the JICA Expert
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