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POSITION EXECUTIVE ASSISTANT
LOCATION Johor

INDUSTRY Education

TYPE Full Time

JOB SUMMARY

Reporting directly to the CEO, the Executive Assistant provides support in a one-to-one
working relationship. The Executive Assistant serves as the primary point of contact for
internal and external stakeholders on all matters involving the CEO Office. The Executive
Assistant also serves as a liaison and secretary for the Senior Leadership Committee and a
range of committees; organises and coordinates external relations efforts; and oversees
special projects. The Executive Assistant must be creative and enjoy working within an
expanding and agile environment that is objective-driven, results-driven and community
oriented. The ideal individual will have the ability to exercise good judgment in a variety of
situations, with excellent written and verbal communication, administrative, and organisational
skills, and the ability to maintain a realistic balance among multiple priorities. The Executive
Assistant will have the ability to work independently on projects, from conception to completion
and must be able to work under pressure at times to handle a wide variety of activities and
confidential matters with discretion. The role requires excellent interpersonal skills, requiring
negotiation and influencing across senior staff and an understanding of leadership challenges
and approaches within a complex environment. The role requires extensive engagement with
senior figures from professional bodies, corporations, governments and external agencies;
this will require the ability to be responsive but also proactive and forward thinking in both
communication and logistical arrangements.

Administrations:

® Manage all administrative aspects of the CEO Office in an efficient, effective and
professional manner, ensuring accuracy and confidentiality at all times. In executing
this responsibility, work independently, knowing when to seek advice from the CEO
on critical and sensitive matters and ensuring important information and
documentation is always brought to the CEQO’s attention promptly

o Work effectively with the wider administrative and academic teams in relevant areas
in supporting the CEO Office

e Manage and coordinate the collation of all relevant documentation including business
papers for the Board of Directors, to ensure timely provision to the CEO. To identify
gaps or shortfalls in information and search for sources to fill them and to brief the
CEO prior to attendance at meetings.

® Provide a proactive identification of activity that needs to be managed and
progressed on behalf of the CEO, ensuring that issues are properly progressed
through appropriate routes and staff, following up and ensuring the CEO has
complete and relevant information

® Provide a courteous, professional and knowledgeable point of contact, promoting the
positive image of the University at all times.
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Correspondences:

Deal with incoming mail and email, both independently and on behalf of the CEO,
assessing its significance and ensuring that the CEO is engaged only with essential
items that require his/her attention and response

Draft high-quality correspondence on behalf of the CEO.

Diary and Travel Planning Management:

Manage an extremely active calendar of appointments ensuring no conflicting
meetings or activities. In executing this responsibility, prioritise meetings, activities
and deadlines effectively.

Ensure the CEO's schedule is followed and respected, creating best access to the
CEO's time.

Keep the CEO well informed of upcoming commitments and responsibilities,

following up appropriately

Arrange complex and detailed travel plans and arrangements including visa
application and bookings for hotel, flight and taxi. Many of the trips involve multiple
time zones.

Prepare all agendas, with full briefing documentation, itemised time schedule,
overview of each meeting, full details of people to be met, relevant addresses and
any other relevant information for each trip. Ensure the electronic calendar is kept up-
to-date with full meeting information, i.e. venue addresses, phone numbers,
attendees eftc.

Relationship Management:

Build a strong network of key contacts within the University and also externally,
including large corporations, government, the public sector and the media, in order to
ensure excellent working relationships at the appropriate levels, to facilitate efficient
dissemination and exchange of information and to promote a positive and
professional image.

Develop an understanding of the leadership role of the CEO in a complex academic

environment and use the necessary influencing and negotiating skills required to
support the CEO in the development and delivery of agreed priorities.

Assist the CEO in relevant advancement activities to support the expansion
programme and the university Strategic Plan

Special Project:

Undertake special projects, as identified by the CEO. This may involve conducting
research, data analysis and gathering background materials required for the project.
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JOB REQUIREMENTS

Bachelor’s Degree in related field

Experience in the similar administrative support role will be an added advantage.
Able to handle Microsoft Words, Excel, Outlook and Power Point.

Able to produce clear, accurate and concise written documentation.
Experience of analysing data and presenting summary information clearly.
Able to organise calendar effectively.

Able to successfully plan and deliver administrative projects within stipulated
timeline.

Able to work well with minimum supervision.

Able to independently solve a range of problems by responding to varying
circumstances, whilst working within standard procedures.

Able to solicit ideas and opinions to help form specific work plans.

Work effectively with a diverse range of people.

High level communication skills. Able to seek and clarify detail.

Experience of providing advice on administrative procedures to colleagues.
Very good standard of spoken and written English and Bahasa Melayu.
Able to deal with sensitive information in a confidential manner.
Independent and highly motivated.

Work well in a changing environment.
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