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Company Overview

A company in the Data Center engineering sector is hiring for a Personal Assistant to support a Project Manager. This role
offers a unique opportunity to work closely with leadership on high-impact projects, contributing to the smooth execution of
operations and strategic initiatives. Working location in Gelang Patah/Iskandar Puteri, Johor.

Job Description
« Provide administrative and operational support to the Project Manager, including scheduling, correspondence, and
meeting coordination.

« Assist in preparing reports, presentations, and project documentation.
« Liaise with internal departments and external stakeholders to facilitate project activities.
« Track project timelines, deliverables, and follow-ups to ensure deadlines are met.

« Manage travel arrangements, expense reports, and other logistical tasks.


https://www.careercross.com/company/detail-329505

« Handle confidential information with discretion and professionalism.
« Support ad hoc tasks and initiatives as directed by the Project Manager.

Qualifications
« Diploma or Degree in Business Administration, Management, or a related field.

« Minimum 2 years of experience in an administrative or assistant role, preferably in a project-based environment.

« Strong organizational and multitasking skills with attention to detail.

« Excellent communication skills in English and Bahasa Malaysia; Mandarin is an advantage.
« Proficient in Microsoft Office Suite and project management tools.

« Ability to work independently and maintain confidentiality.

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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