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POSITION DESCRIPTION FOR RESEARCH ASSISTANT

ABOUT INTAGE

· Since 1960, the INTAGE Group has been a pioneer and leader in the field of marketing research in Asia. We create globally unique and innovative business models that combine marketing know-how with IT solutions. Top 9 Global Ranking off marrket Research companies. 
· 2174 employees

· 39.9 billion JPY in revenue
· For more information please go to:  http://www.intage.com.vn
THE JOB BRIEF

Responsibilities:
-
Assist, be prepared and coordinate with other teams and other members during the time of before, on-going and after projects.

-
Prepare all documents that required and necessary for the project to kick off. Making sure everything is going under the timeline and according to requirements. 

Specific responsibilities include:


* 
Project execution

-
Involving in taking research briefs, developing proposals

-
Mainly in charge of commissioned projects to ensure project timelines and quality or any changes/challenges to be updated to team head/client timely

-
Preparing all the required materials (questionnaire, project briefing note etc.)

-
Liaising with related departments to ensure the consistent and timely communication and cooperation

-
Keeping track of the project progress and quality 

-
Involving in preparing and checking financial paperwork relating the projects

* Report: analysing data, putting data into charts and making recommendations. 

DESIRED SKILLS AND EXPERIENCE

·
Bachelor’s degree

·
Good communication skill in both English and Vietnamese

·
Time management Skills

·
Communication Skills

·
Negotiation Skills

·
Well versed with Microsoft Office
