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KEY RESPONSIBILITIES

« Manage Corporate Support operations including governance, internal communication and administrative coordination.

« Coordinate internal communication between Kuala Lumpur and Malacca to ensure consistent information sharing.
« Support corporate governance and risk management activities including PDPA and documentation control

« Manage contract documentation, stamping coordination and vendor administration processes.

« Oversee general office administration in Kuala Lumpur including facilities, repairs and office readiness

« Lead Corporate Support team activities and provide daily operational guidance.

« Plan and support internal events and employee engagement activities with HRGA.
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« Support MD/ DMD with reporting, presentations, and coordination of corporate matters.

« Coordinate internal and external activities related to Corporate Support Functions.

JOB REQUIREMENTS

« Experience: At least 5-7 years in governance, compliance, corporate administration, process improvement, or
corporate planning.

« Technical Expertise: Demonstrated ability to develop SOPs or implement internal control measures is an advantage.
« Knowledge Areas: Strong familiarity with PDPA, audit procedures, and ISO documentation is highly preferred.
« Collaboration: Capable of working independently while engaging effectively with senior management.

« Personal Qualities: Maintains high standards of integrity, confidentiality, and accountability.

#LI-JACMY
#StateKualaLumpur

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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