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1. Executive Assistant

Job description
The executive assistant is responsibility for managing the daily activities of the General Manger and the company activities. In addition, the executive assistant is in charge of financials and HR related topics. As executive assistant, you are a key player to manage the interactions between the General Manager, the team and the daily company activities.
Job duties
· Personal Assistant of the General Manager
· Administrative & secretarial support on companies requirements,
· Maintain company archive requirements
· Manage HR activities in the company
· Financials by handling payments, government and tax office
· Manage office facilities and warehouse
· Organize company meetings and responsible for regular meeting reports

Job Requirements
· Bachelor degree in Finance/Business Administration
· At least 3 years’ related working experience
· You are a male/female between 24-35 years of age
· Communication and written skills in English CET 6
· Communication and written skills native Mandarin
· Professional & proven skills in Microsoft Office  (Word, Excel and PowerPoint)
· You need to be organized, responsible, cooperative, motivated and efficient
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