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Oil & Gas Processing Equipment Sales & Marketing company in South Korea is looking for an

Executive Assistant for the CEO.
Responsibilities:

Support the CEO
Help with business correspondence
Schedule calls and meetings and keep appointment calendar up to date
Assist with planning travel
Keep track of important industry events
Help with special projects
Prepare the conference room for meetings

Attend client meetings & events with the CEO, and make sure he is well-prepared for the meetings

Assisting with preparation of various documents as requested
Provide other supports as requested

Quialifications:

Bachelor’s degree
Fluent in Korean and English
Must have flexible schedule
Excellent interpersonal skills
Exceptional organizational and time management skills
Adaptable to changing circumstances
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