
Personal Assistant (Reporting to Chief Executive Officer)  
(Based in Kuala Lumpur) 
 
Job Description 

 To provide a comprehensive secretarial and administration service to the CEO 
across her entire range of work and personal needs 

 To maintain and organise the CEO’s diary and ensure liaison with CEO’s driver 
 To maintain and organise an efficient filing system with the aim of ensuring all 

Standard Operating Procedures are met, as well as facilitating easy retrieval of 
information 

 To support the CEO in relation to projects, proposals, bids, etc. through simple 
desktop research, and coordination with other members of the internal team 

 To coordinate with external parties on matters relating to arrangement of 
meetings/appointments, travel arrangements etc. 

 To organise CEO’s travel itinerary, hotel accommodation and transportation  
 To handle CEO’s claim submission 
 To manage all incoming mails for the CEO’s office 
 To ensure the effective management and update of all relevant databases by 

ensuring that all contact points provided by CEO are included in the internal CRM 
system 

 To liaise positively and professionally with colleagues and visitors 
 Commit to working proactively to support both the team and project output 
 To be amiable, professional and approachable at all times with all members of 

the LIBFC Inc team and key external stakeholders 
 Any other ad hoc assignments as required or instructed by CEO/LIBFC. 

 
Requirements 

 Educated to degree level standard or equivalent (desirable)  
 4 years previous experience in a similar role  
 Excellent written and spoken English and the ability to communicate at all levels  
 Excellent IT skills, including effective use of ICT packages i.e. Word, Excel, 

Power Point as well as experience in using a customer relationship management 
system, specifically Salesforce  

 Strong interpersonal skills with an approachable friendly personality  
 Excellent letter/email writing and organisational skills  
 Clear understanding and appreciation of confidentiality of all matters related to 

the CEO  
 Ability to work under pressure to deadlines and adaptable to change  
 The ability to pay high attention to detail, consistently and the willingness to work 

in a flexible manner – e.g. Out of hours if, albeit rarely, required.  
 


