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Administrative Assistant (Receptionist)

Job Responsibilities:-

1\

Provide secretarial services to the company’s senior management, covering
personal and business affairs.

Provide general Office & Reception daily administrative support; verify
administrative-related documents and invoices; arrange payments; handle filing
and keep record.

Responsible for office contracts, negotiation, new sourcing, renewal or
cancellation; conduct price comparison and make recommendations.

Assist in handling office and staff quarters maintenance; obtain quotations,
compare and follow the project.

Assist in organizing company events; complete other duties assigned by the Head
of General Affairs Department.

Perform reception duties including guest greeting, taking incoming calls and
messages; handling mails and parcels, order stationery, printed materials, office
equipment and other office supplies.

Backfill tea lady and office assistant’s duties to serve beverage and maintain office
clean and tidy.

Job Requirements: -

Bachelor’s Degree;

Business Administration, Human Resources Management, Administrative
Management or a related discipline is preferred.

1-2 years of experience in HR and administrative management is preferred,
experience in records management is an advantage.

Fluency in Mandarin, English and Cantonese; good written skills in Chinese and
English.

Proficient in MS Office applications.

Outgoing and proactive with a presentable appearance; good business service

etiquette and communication skills.
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