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PR/160954 | Personal Assistant to President

Job Information

Recruiter
JAC Recruitment Malaysia

Job ID
1618531

Industry
Bank, Trust Bank

Job Type
Permanent Full-time

Location
Malaysia

Salary
Negotiable, based on experience

Refreshed
October 20th, 2026 10:22

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
None

Minimum Education Level
Associate Degree/Diploma

Visa Status

No permission to work in Japan required

Job Description

About the Company

Our client is a foreign banking institution operating within the financial services industry. This opportunity involves providing
executive-level administrative, operational and coordination support to the President's Office, with exposure to senior
leadership and key business activities.

Responsibilities

« Manage the CEO’s schedule, meetings, travel arrangements and daily administrative matters.

« Prepare correspondence, reports, presentations and meeting materials for senior management.

« Coordinate with internal departments and external stakeholders on behalf of the CEO’s Office.

« Organise board and management meetings, including agendas, minutes and follow-ups.

« Monitor key deadlines and action items, while supporting ad hoc projects, research and confidential matters.
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https://www.careercross.com/en/company/detail-329505

Requirements
« Bachelor’'s Degree in any relevant discipline.
« Minimum 3 years of relevant experience in a Personal Assistant or Executive Assistant role, preferably supporting
senior management.
« Stable employment track record with demonstrated commitment in previous roles.
« Strong command of English, with excellent communication and interpersonal skills.
« Highly organised, proactive and hands-on, with the ability to manage multiple priorities and confidential matters.
« Proficient in Microsoft Office, with strong administrative and coordination skills.

#LI-JACMY

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