Vacancies in TEEAM Secretariat

Deputy Executive Secretary

Responsibilities

· Prepare reports, meeting minutes & correspondence

· Plan activities & meetings

· Attend events and reporting

· Prepare newsletter publication materials

· Website information updates

· Respond to members’ enquiries

Requirements

· Degree holder with some years of working experience in similar job responsibilities

· Fluent in written & spoken English & Mandarin  

· MS office and internet savvy

· Able to handle multi-tasking roles & work independently

· Possess initiative with good interpersonal skills

· Possess own transport

· Preferably female

Interested candidates are invited to email your resume & passport photo stating current & expected salary to   teeam52@gmail.com  or teeam@streamyx.com  Only shortlisted candidates will be notified.

