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Project Title : Human Resources Working Manual in English Version

By : Miss Sirintra Ruangrongkul
Advisor : Tanatpan Sukprasert

Degree : Bachelor of Arts

Major : English Business Communication
Faculty : Liberal Arts

Semester / Academic Year : 3/2018

Abstract

Landco Sport and Musical Company Limited is an import-export company for wholesale and
retail of sporting goods, Thai musical and international musical instruments. Moreover, there are
several miscellancous gadgets, both of home and abroad. This company is stable, reliable, famous and
has been well known for sports equipment and musical instruments for over 30 years. This is the reason
why many employees want to work and be a part of the company, whether Thai or foreigners, such as
Myanmar., However, within the organization, the job description is only in Thai language. This has
been causing problems that created communication breakdowns for foreign applicants. In addition, may

also caused errors in misunderstandings in communication and inconvenience in providing information.

Therefore, the trainee has created this project to solve the errors and flaws stated above, and to
facilitate foreign applicants entering into work contracts by translating the job description of company
to English, and collect English vocabulary about logistics, accounting and IT. This information was
presented in the form of a handbook. This project, "Human Resources Working Manual in English
Version" hopefully will be useful and guide staff in the Landco Sports and Musical Co. Ltd., including

foreign applicants.

Keyword: English handbook /Translation /Human Resources working /Job Description /Foreign

applicants
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Position : Warehouse worker
Department : Logistic
Chain of Command Supervisor : Warehouse Chief

Subordinate

Awareness

1. Duties and responsibilities of own's positions

2. Follow the rules and regulations of the company

1. Check product receipt when the product arrives

2. Deliver goods when the delivery note arrives.

3. Goods, Maintain a neat to orderly and clean warechouse

4. Random, counts and inspecting inventory as are assigned.

5. Record Stock card every time the receipt of good into and delivery of goods out.

6. Other duties, as assigned.

Gender : Female - Male
Age : 18-45 years old
Education level : Not limited to educational background

Professional Certificate To-
Experience : - Warehouse work

- Ability to work under pressure
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Key Competencies
L e sas | veiy
1. Warehouse work 1. Communication Skills 1. Honest and reliable

2. Expertise in their field 2. Be positive, Positive thinking

3. Good relationship

4. Organizational awareness

5. Enthusiastic to gather new knowledge

6. Have a good job tracking

Position staff Department Head Head of HR Managing Director
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Position: Account Payable Clerk ( AP )
Department: Accounting & Finance
Chain of Command Supervisor: Kavisara Panchum

Subordinate:

Awareness

1. Tax law

2. Company policies

1. Receive documents, check original invoice and bill of landing, record receipt voucher into the Accpac
Program

2. Record creditors (Accrued debt) in Accpac and Excel Program

3. Prepare payment vouchers divided by payment type and prepare a receipt by separating the Pay In slip
according to the date the statement together with attach the Pay In slip

4. Prepare a certificate of withholding tax in all cases paid for the payment voucher and prepare an input tax
report along with attaching forms with the Revenue Department

5. Prepare the purchase report both domestic country and abroad

6. Check the petty cash expenses recorded in the Accpac Program

7. Randomly check stock and join the stock count (Green Zone)

8. Other duties, as assigned.

Gender : Female - Male
Age : 23-45 years old
Education level : Bachelor's degree in Accounting

Professional Certificate : -

Experience : - Report Payment Voucher
- Debt settlement and Creditors in the system
- Withholding Tax.53, 3, 30

- Prepare input tax report, Account payable evaluation and cost
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Key Competencies

1. Accounting Program 1. Compare and Edit 1. Hardworking
2. Microsoft office 2. Problem Solving Skills 2. Honest and reliable
3. Traceability 3. Detail-oriented
4. an extremely Creative 4. High sense of responsibility

5. Good Co-ordination
6. Regulatory compliance of

Company

7. Problem Solving Skills

Position staff Department Head Head of HR Managing Director
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Position : IT Support

Department : IT Department

Chain of Command Supervisor : Executives and IT department managers
Subordinate
Awareness
1. Follow the rules and regulations of the company 4. Acknowledge the organizational structure
2. Know about labor legislation 5. Follow with various company policies
3. Know about labor relations right 6. Work according to duties and responsibilities

in own’s positions

1. Correct action or give advice to solve basic problems Including providing services according to the request
of users of information systems.

2. Inspect and solve software problems that the company that pays to use such as MS-Office, Adobe Acrobat,
In- House Software etc.

3. Monitor and maintain computer systems and networks in the company.

4. Maintenance of office phone systems such as printers, Uninterruptible power supply to be in perfect
condition and ready to use.

5. Supply computer equipment to replace as necessary.

6. Supply copyright software both Windows, MS Office, Antivirus and other.

7. Intermediated coordinator with software, hardware providers, other office equipment such as telephone
systems, CCTV systems, Broadcasting system and air offices conditioning systems, etc., including and internet
service providers and solving problems.

8. Explore and collect data Spec of equipment, software and requirements for analysis and planning for system
maintenance.

9. Prepare information to computer assets control within the organization.
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Gender :  Female - Male
Age : 22 years old
Education level : Bachelor's degree or higher Computer field

Professional Certificate Do
Certification/Licensing : Car driving license and Motorcycle driving license

Experience . Have experience is an advantage

Key Competencies

1. Human resource work 1. Communication skills 1. Honest and reliable
2. Labor legislation 2. See through someone's trick skills | 2. Be positive, Positive thinking
3. Basic statistical knowledge 3. Problem-solving skills 3. Organizational awareness
4. IT knowledge 4. Logical thinking skills 4. Confidentiality
5. People management 5. Analytical thinking skills 5. Good relationship
6. Creative thinking skills 6. High sense of responsibility
7. 1T skills 7. Working under pressure
8. Counseling skills excellent
9. Expertise in own work skills 8. Enthusiastic to gather new
knowledge

9. Facilitate organizational culture
10. Good Co-ordination

11. Have a good job tracking

12. Leadership

13. Fair

14. Be quick-witted

Position staff Department Head Head of HR Managing Director
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Distribution MINTLNOTUM
Distribution Center f.mfj’ﬂizinﬂa’ UM
Due date MUUAIUAIY
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Free Trade Zone (FTZ) WAMIANES
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Goods or Service Receipt MITUFUMUITOUIT NS
Goods Receipt M3TUTUM
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Identify goods MINTINGNINTIW

Inventory Management
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Just-in-Time (JIT)
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Order Tudedud

Ordering Processing
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Packaging
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Pick-and-pack
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Picking
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Put away
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Quality Assurance (QA)
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Quality Control (QC)
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Reverse Logistic
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Warehouse
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Account Payable (AP) YHHY
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Accrued AT
F
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Administrative expense mlFaelumsusms
Agenda NzMIseyy
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Bill of landing lupsidedum
Bookkeeper NN D

Break-even analysis
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Capital Nnu

Cash discount FIUANUAA

Cash flow ATLUTRIUAA

Certified public accountant (CPA) AeouiyFiuoygne
-E-
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Earnings
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Intangible asset
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Database
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Electronic Mail (E-mail)

J 1 a 4
ﬂWiﬁQﬂﬂWNWﬂﬁéﬂsﬁ}@ﬂ'}WNNWUiZ‘U‘Uﬂ@NWDW]@ﬁ

Electronic data interchange (EDI)

A F) ad a J
fﬂﬁlmﬂlﬂaﬂu‘ll@yaﬂ"lﬂﬂlﬁﬂ‘ﬂﬁﬂuﬂﬁ

Encode M3 e
Encryption Msnseady
Estimation MsyUsziiu
-F-
ﬁﬁ’wﬁ (Vocabulary) ANNYINY (Meaning)
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Hypertext Markup Language (HTML)
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Information security
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Information technology
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Intellectual Property nindaumatlaan

Internet service provider (ISP)
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