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Main Responsibilities:

Provide secretarial administrative support to the P&G Department to facilitate its development of new
products and technologies. Work will include secretarial duties (travel and meeting arrangements, typing, filing
etc. ) acting as a key communication facilitator for regional and global P&G colleagues and may include
management of independent administrative projects for the department.

Requirements:

* College graduate or vocational school graduate.

* 1-2year secretarial/administration experience in a foreign or Joint Venture company preferred.

* Good communication skill including fluency in English & Mandarin.

* Have good computer skills including Word and Excel,etc.

* Energetic personality who likes to take initiative and is good at problem solving and working effectively

with others.
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