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Executive Assistant

The Executive Assistant to the CEO will provide daily
administrative support by preparing internal and external
correspondence, coordinating meetings, arranging domestic
and international travel, managing his constantly changing

calendar, scheduling appointments, screening phone calls
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and emails, completing expense reports, interacting with
internal and external board members, and being available at

all times when needed.

The position requires excellent interpersonal and
organizational skills, the ability to handle multiple tasks
simultaneously with ease, extreme discretion to handle
highly confidential information, and the flexibility to adapt

to situations and executive’s needs as necessary.

As needed, help CEO with customer meetings, potential
customer meeting may be required, may have opportunity

direct communicating with potential customer.

Hard requirement:

1. Education background/working experience with
marketing/sales required( Economic relevant major also
considered, without significant economic background will
not be considered)

2. Fluent in English required( Both reading and oral English).
3. Additional language skill can be consider as additional

advantage.
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