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ACCOUNT / 
ASSISTANT 
ACCOUNT

▪ DIPLOMA / DEGREE IN ACCOUNTING, FINANCE, OR RELATED FIELD
▪ 1–3 YEARS OF ACCOUNTING OR FINANCE EXPERIENCE (FRESH 

GRADUATES ENCOURAGED TO APPLY)
▪ BASIC KNOWLEDGE OF ACCOUNTING PRINCIPLES & FINANCIAL 

REPORTING
▪ PROFICIENT IN MS EXCEL AND ACCOUNTING SOFTWARE
▪ STRONG ATTENTION TO DETAIL AND ACCURACY
▪ GOOD ORGANIZATIONAL AND TIME MANAGEMENT SKILLS
▪ ABLE TO WORK INDEPENDENTLY AND MEET DEADLINES

WILL BE 
INFORMED 
DURING 
INTERVIEW
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TECHNICIAN ▪ CERTIFICATE / DIPLOMA IN ENGINEERING OR RELATED FIELD
▪ 1–3 YEARS OF TECHNICAL OR MAINTENANCE EXPERIENCE (FRESH 

GRADUATES ENCOURAGED)
▪ BASIC KNOWLEDGE OF MECHANICAL / ELECTRICAL SYSTEMS
▪ ABILITY TO TROUBLESHOOT AND REPAIR EQUIPMENT
▪ HANDS-ON SKILLS WITH TOOLS AND MACHINERY
▪ STRONG PROBLEM-SOLVING SKILLS
▪ ABLE TO WORK INDEPENDENTLY AND IN A TEAM

WILL BE 
INFORMED 
DURING 
INTERVIEW



16 APRIL 2026 (JUMAAT)

https://myfuturejobs.gov.my/careerfair

ANJURAN PEJABAT

KUMARA:  019-694 4406

POSITION JOB REQUIREMENT SALARY

ADMIN ▪ DIPLOMA / DEGREE IN BUSINESS ADMINISTRATION OR RELATED FIELD
▪ 1–2 YEARS OF ADMINISTRATIVE EXPERIENCE (FRESH GRADUATES 

ENCOURAGED)
▪ PROFICIENT IN MS OFFICE (WORD, EXCEL, POWERPOINT)
▪ GOOD ORGANIZATIONAL AND FILING SKILLS
▪ STRONG COMMUNICATION AND INTERPERSONAL SKILLS
▪ ABILITY TO MULTITASK AND HANDLE OFFICE OPERATIONS EFFICIENTLY
▪ ATTENTION TO DETAIL AND ACCURACY
▪ ABLE TO WORK INDEPENDENTLY AND AS PART OF A TEAM

WILL BE 
INFORMED 
DURING 
INTERVIEW
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HOUSEKEEPING 
CUM 
RECEPTIONIST

▪ MINIMUM DIPLOMA OR EXPERIENCE IN RELATED FIELD
▪ 1–2 YEARS EXPERIENCE IN HOUSEKEEPING OR FRONT DESK (FRESH 

CANDIDATES ENCOURAGED)
▪ BASIC KNOWLEDGE OF CLEANING PROCEDURES AND HYGIENE 

STANDARDS
▪ ABLE TO HANDLE GUEST CHECK-IN / CHECK-OUT AND 

RESERVATIONS
▪ GOOD COMMUNICATION AND CUSTOMER SERVICE SKILLS
▪ FRIENDLY, PRESENTABLE, AND WELL-GROOMED
▪ ABILITY TO MULTITASK (CLEANING + FRONT DESK DUTIES)
▪ BASIC COMPUTER SKILLS (BOOKING SYSTEMS / MS OFFICE)

WILL BE 
INFORMED 
DURING 
INTERVIEW


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5

