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������� Assist Tax Manager in all aspects of translations, both verbal and written, including technical translation of 
fiscal literature. 

 
Maintain correspondence and subject files. 
 
Ensure that stationary supplies are kept well stocked. 
 
Prepare presentations for ConCom and Tax Subcommittee. 
 
Prepare monthly timesheet for tax department. Organize and minute weekly staff meetings 
 
Maintain all the documents connected with vacations, days off and overtime. 
 
Perform other AD HOC tasks as assigned by the Tax Manager 
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