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Pipes and Data Cable Installation
________________________________________________________________________________________


SUBJECT
:
Administrative Assistant Position
JOB DESCRIPTION

· Maintain records and create reports
· Document and purchase project/office items
· Maintain supplier list and other office records
· Perform others task as may be assigned by management.

QUALIFICATIONS

· Female and must not be more than 35 years old.

· Graduate of any  BS Degree. 
· Computer knowledge on MS Excel, MS Word, and MS PowerPoint is required for this position. Knowledge of any accounting software is an advantage.
· Can communicate well and willing to work long hours and do overtime work, if needed.
· Self motivated, driven, hands-on, and can work with minimal supervision.
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