
 

 

 

 

POSITION DESCRIPTION 

ASSISTANT TO GCMs  
 

 

1. General information: 
Job type:   Full time Temp 

Report to:  GCM  

Location:  HCM – 58 Pham Ngoc Thach 

 

2. Job description: 
 Providing administrative and clerical support to GCMs. 

 Scheduling meetings and arranging conference rooms. 

 Alerting managers about cancelations or new meetings. 

 Managing travel arrangements and scheduling calendars for GCMs 

 Handling information request. 

 Greet and receive visitors. 

 Prepare confidential and sensitive documents. 

 Coordinates office management activities. 

 Prepare agenda for meetings and taking minutes in the meetings; preparing and 

distributing papers and documents for meetings. 

 Operating office equipment: photocopy machine and scanner. 

 Maitaining hard copy and electronic filling system. 

 Maintain and protects operations by keeping information confidential. 

 Other supporting works as requested. 

 

3. Job requirement 
 Male prefer. 

 University background: Economics, Business, Commerce. 

 Advanced English skills: writing, speaking, listening. 

 Advanced computer skills: Microsoft Office, Power Point. 

 Knowledge of office equipment and machines. 

 Good oral and written communication skills. 

 Good customer service skills. 

 Reliability, responsibility and open-minded people. 
 


