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Sales Administration (CxO Office)
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As a Sales Administrator in the CxO Office, you will provide critical support to the Management Strategy Office and ensure
smooth communication across related departments. This role involves handling financial products, promptly updating legal
amendments, and improving operational processes to ensure accuracy and efficiency.

Key Responsibilities

*Provide secretarial support to department executives (3 Executives).
*Manage projects for team members.

*Create documents and perform data entry tasks.
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*Proficiency with Microsoft Office applications.
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*Excellent communication skills and a proactive approach.
*Experience as an executive secretary.

*Organization skills.
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