
CR/097722 | Executive Assistant

Job Information

Recruiter
JAC Recruitment Singapore

Job ID
1616026  

Industry
Other (Recruitment Services)  

Job Type
Contract  

Location
Singapore

Salary
Negotiable, based on experience

Refreshed
October 6th, 2026 10:26

General Requirements

Minimum Experience Level
Over 10 years  

Career Level
Mid Career  

Minimum English Level
Fluent  

Minimum Japanese Level
None  

Minimum Education Level
Associate Degree/Diploma  

Visa Status
No permission to work in Japan required  

Job Description

COMPANY OVERVIEW

A well-established global enterprise offering a diverse portfolio of technology products and business solutions designed to
support growth, collaboration, and digital transformation.

This is 6-month agency contract role – renewable. 

JOB RESPONSIBILITIES

Coordinate onboarding for new hires across the team.

Ensure timely setup of laptops, software, system access, and other onboarding resources.

Conduct new hire orientation sessions and act as a key onboarding contact.

Provide administrative support to senior leaders, including calendar management and meeting coordination.
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Manage travel arrangements, itineraries, and logistics for executives and visitors.

Prepare and submit expense reports, ensuring policy compliance.

Support hiring managers with onboarding activities and basic setup/troubleshooting.

Organising company wide events and logistics for it.

Partner with regional administrative teams to improve onboarding processes.

Gather feedback and recommend process improvements.

Support ad hoc administrative tasks, reporting, and team initiatives.

 

JOB REQUIREMENTS

Atleast 8 years of experience in executive administration.

Strong experience in calendar management, travel coordination, and expense processing.

Proficient in Microsoft Office Suite, Outlook, and Teams.

Experience in Global/ Regional /ASEAN exposure coordination.

Skilled in complex calendar management, executive visit coordination, and vendor/supplier engagement, event
management.

Able to manage full international travel planning (multi‑leg itineraries, logistics, visa, accommodation).

Expense management with accurate, timely submissions. 

 

Interested candidates who wish to apply for the above positions, please click "Apply now".

We regret that only shortlisted candidates will be notified.

Working Location: Singapore

Bhadoria Shilpalekha Vikas (R1876178)

JAC Recruitment Pte. Ltd. (90C3026)

 

#LI-JACSG

#countrysingapore

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.sg/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.sg/terms-of-use
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