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Our client specializes in precision manufacturing and advanced materials, providing critical components and assemblies for
semiconductor equipment and other high-tech industries. They are currently looking for Personal Assistant to Managing
Director that play a crucial role in providing comprehensive administrative and secretarial

Job Responsibilities

Maintain and organize MD's schedule including meetings, appointments, and travel management

Coordinate and schedule internal and external meetings ensuring timely communication and follow-up

Manage incoming calls, emails, and other forms of communication on behalf of the managing director

Draft and prepare professional correspondence, reports and documents

Organize and maintain physical and electronics files, ensuring easy retrieval of information

Prepare and review documents, presentations and reports ad required

Make travel arrangements including booking flights, hotel and transportation for the managing director.
Coordinate and set up meetings, ensuring all necessary resources and materials are prepared in advance
Record minutes of meetings and distribute them to relevant stakeholders

Handle sensitive information with discretion and maintain confidentiality in all matters related to the MD's office.
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https://www.careercross.com/company/detail-329505

Job Requirements

« At least bachelor's degree in any field

« Minimum 5 years of experience in similar role, supporting top-level executives (Managing Director, C levels)
« Excellent organizational and time-management skills

« Strong written and verbal communications in English, Malay and Mandarin

« Ability to work independently and collaboratively in a fast-paced environment

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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