Location: Blacktown
Employment Type: Full-time

About Us
We are a growing importer and distributor of food packaging products, supplying customers across Australia. With warehouses located nationwide, we are committed to delivering quality products and outstanding customer service.
We are seeking a proactive and detail‑oriented Office Allrounder to support both our office and warehouse operations, ensuring smooth daily workflow across all departments.

Key Responsibilities
· General administrative duties, including filing, data entry, and document handling  
· Handling paperwork related to daily operational processes (office and warehouse)
· Providing support and coordination for warehouse management
· Assisting with purchasing, logistics, and basic PO / Invoice processing
· Managing customer and supplier enquiries
· Maintaining office supplies and simple inventory
· Supporting ad‑hoc tasks assigned by supervisors
Requirements
· Strong attention to detail and good communication skills
· Knowledge of SAP / MYOB is a plus
· Proficient in MS Office
· Experience in administration, purchasing, or logistics is an advantage

