	 EQ Part 1: Position General Information


	Job Title : 
Executive Secretary with Communication
	Reports To (Specify the position) :
MD

	Division / Department : 

General
	Job Location : 

Shanghai

	Responsibilities :

■ Local Responsibilities Only  FORMCHECKBOX 
 Regional
	If Regional Responsibilities, specify  no. of countries:

     


	Part 2 : Main Tasks and Responsibilities



	Objectives and Summary of the Position (A short statement of WHY the positions exists)


	· Deliver and execute secretarial and general office work in China in order to ensrue a smooth operation in China. Closely work with secretary in RHQs and other L.Es (Japan, Vietnam, Korea, Thailand and India) 
· Coordinate, implement, drive and oversee communication programs in order to promote the company and its products in China effectively. This includes internal and change communications, public relations, investor relations , event management , product advertising and brand development. Work closely together with Communication in RHQs and with product managers and Industry leads.


	Main Tasks  (Key Accountabilities)


	1. Key Result Areas : Travel Arrangement     
Major Activities :

· Communicate with traveller the destinations and meeting time

· Provide traveler the flights/carriers available

· Book flight and hotel room through travel agent

· Check if visa is required and whether current visa is still valid.  Prepare documents for visa application if necessary.

· Arrange with travel agent to submit the application and ensure visa must be collected before travel date

· Arrange local transport if necessary

Outcome : 

Ensure traveller to have the necessary documents, booked on the correct flight, transport arrangement and hotel reservation for their business trip. 



	2.   Key Result Areas :Expense Claims 
Major Activities :

· Check, prepare and submit home-leave claims for delegates within 1-2 days after receipt of invoice from the colleague
· Ensure boarding passes are attached as requested in policy
· Check, prepare and submit travel expense claims for travelers after credit card transactions are uploaded in the expense system.
Outcome : 

       Ensure correct, accurate and timely expense claims as a result of in-time reimbursement to the    travellers.               


	3. Key Result Areas : Office Arrangement

Major Activities :

· Perform standard office procedures that include make phone call, printing of documents, disseminate information and filing etc.

· Arrange monthly department meeting (book meeting room, send out meeting notification)

Outcome : 

Ensure a smooth business operation in China



	4. Key Result Areas: Meeting Arrangement

Major Activities :

· Book meeting room for the meeting
· Reserve hotel room for the meeting participants 
· Arrange lunch, dinner and team activities.

· Support the meeting participants in administrative functions, e.g. printing of documents, booking of taxi.

Outcome : 

Ensure a smooth operation of meetings



	5. Key Result Areas : Internal & External Communications
· To coordinate with the company’s Regional Communications in all relevant communications activities to ensure alignment in all communications related matters. 

· Manage media/public relations requirements of The company in China in collaboration with regional and global communications team. Work closely with local team to plan and coordinate The company’s indirect and direct communications vehicles, such as intranet/ internet articles, press releases, meetings and presentations. Support regional change management programs, design and execute internal change communications activities for China.
· Work closely with the regional communications network to build strategic communications plans to proactively manage these issues in order to protect and enhance The company’s reputation and brand. Adapt global and regional messages to local needs
Outcome : 
· Ensure a smooth and effective communication internally and externally.
6. Key Result Areas:Event Management & Product Advertising

· Implement marketing communications initiatives, such as customer events, industry target group events, promotions, fairs and exhibitions, product advertising, trade press releases, online activities.

· Execution for initiatives such as local product launches, B2B storytelling, and branding activities
Outcome:

Ensure successful events and proper product advertising 


	Key Decisions
(Describe 1 or 2 typical decisions you have to make, in the course of your job)

	· Filing system

· Office procedures

· Decide on the suitable communication platforms and specific marketing measures to meet various requirements from internal or external audiences.


	Major Challenges
(Describe the major challenges you face in carrying out your job, and what you do in order to overcome them)

	· Negotiate with hotel for good meeting package (e.g. complimentary use of projector, same room rate for single and double occupancy)

· Source for dinner venues, team activities for Global/Regional meeting held in Singapore

· Change of schedules

· Manage cross cultural differences

· Prioritization of tasks Need to take consideration the varying objectives of different stakeholders, product managers, industry leads, functional
· Need to coordinate and manage various marketing activities within the country


	Dimensions
(List the data which will reflect the scope and scale of activities concerning your job. These should be quantifiable numerical amounts.)

	·  


	Number of subordinates and contacts

	Number of subordinates
	Contact with external parties 
(List the types)
	Contact with internal stakeholders (List the types)

	0
	· Travel agents

· Hotel sales representatives

· Stationery suppliers

· Vendors

· Industry associations

· Media

· Fair Organisers 


	· Product managers

· Regional Management

· Regional assistant/secretary

· All local colleagues

· Country sales representatives

· RHQs Communication




	Part 3 : Job Specification and Minimum Qualification



	Education
	· Bachelor’s degree in related subjects – business administration, marketing, communication, 

	Working Experience
	· More than 5~6 years of job experience in the field 
· Experienced in an assistant to the management 

· Experienced in a corporate communications environment

	Technical and Professional Knowledge
	· Computer proficiency in Microsoft Office tools

	Language Skills Required
	· Good command of communication in both written and verbal language (English)

	Other Qualifications and Requirement (Soft Skills required) 


	· Communication skills to develop cooperation and support of others 
· High commitment and willingness to working hands-on


	Part 4 : Competencies


	Competencies

	· Strategic approach and timely action
· Excellent communication and interpersonal skills
· Striving for Achievement/Result Orientation
· Organizational Awareness
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