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Core Administrative Skills
· Diary, calendar, and schedule management across executives or multiple time zones.
· Travel coordination, including booking flights, hotels, visas, and itineraries.
· Organizing meetings, video conferences, and large-scale events.
· Minute-taking (formal meeting notes) and document preparation.
· Handling correspondence and email management efficiently.
· Maintaining databases, CRM tools, or other office records.
· Processing expense reports



 
 Technology & Software Proficiency
· Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) — advanced use is often emphasized.
· Video conferencing tools (Zoom, Teams, or similar) for virtual meetings.
· Some roles mention Mac OS and Apple-specific software (Pages, Numbers, Keynote).
· Ability to use IT tools for scheduling, tracking, or reporting purposes.


   Communication & Interpersonal Skills

· Excellent written and verbal communication skills.
· Professionalism in interactions with executives, colleagues, and external stakeholders.
· Ability to liaise with senior executives and cross-cultural or international teams.
· Maintaining confidentiality, discretion, and tact
 

 Organizational & Planning Skills
· Multitasking and prioritizing competing demands.
· Proactively anticipating the needs of executives.
· Coordinating across multiple teams, offices, or time zones.
· Supporting ad hoc projects or initiatives
  
   Experience & Professionalism
· Previous experience as an Executive Assistant, Personal Assistant, or Office Manager.
· Experience in fast-paced, professional, or corporate environments.
· Professional discretion and reliability.
· Some roles prefer exposure to finance, investment, manufacturing, or real estate sectors (optional in some cases).
 Personal Attributes
· Self-motivated, resourceful, and proactive.
· High energy and positive contribution to team spirit.
· Attention to detail and accuracy.
· Flexible and adaptable to changing demands.
· Loyalty, tact, and confidentiality


	Administrative
	Calendar management, travel coordination, meeting organization, minute-taking, expense reporting

	Technology
	Microsoft Office (advanced), Outlook, Teams/Zoom, Mac OS & Apple software (optional)

	Communication
	Professional communication, stakeholder liaison, email management, discretion

	Organizational
	Prioritization, multitasking, proactive planning, ad hoc project support

	Experience
	Exec/PA support experience, corporate/professional office exposure, industry knowledge (optional)

	Personal Attributes
	Proactive, resourceful, adaptable, attention to detail, confidentiality, team-oriented








	
	
	



