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NUNANNSURATAUNAN (Key Responsibilities):

Assist superior for scheduling, making appointment, communicating and coordinating with both internal and externa parties.

Clear communication with superior for any perceived & retrieved information.

Meeting arrangement and reminding, document preparation, searching and preparing any necessary information and data.

Being personal assistance to superior for any related administrative tasks. This includes information preparing, storing, rearranging files and documents.
Provide both business and personal support to CEO.

Organize and coordinate with other countries’ coordinators.

Other tasks as assigned by supervisor.

N oM N =

segunnsnl (Professional Experiences) WLag mwﬁ'lﬁnux (Knowledge/Skills) :

® Atleast 0-3 years experience as secretary of personal assistant
®  Good command in English — Speaking, reading and writing.
®  (Good analysis skills, positive attitude, able to work under pressure and good problem-solving skills.
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