Executive Assistant Job Description
Job Overview
We are looking for an Executive Assistant to handle a range of administrative tasks and support our senior-level managers. The role covers managing calendars, arranging travel, and preparing expense reports.
Responsibilities
1. Coordinate the daily calendars of senior managers.
1. Plan appointments and events.
1. Act as the point of contact among executives, employees, clients, and outside partners.
1. Arrange travel.
1. Manage phone calls and emails.
1. Respond promptly to managers' queries.
Qualifications
1. Work experience as an Executive Assistant, Personal Assistant, or in a similar role.
1. Strong MS Office knowledge.
1. Outstanding organizational and time management skills.
1. Comfortable with office gadgets and applications.
1. Strong verbal and written communication skills.
