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LIST OF VACANCIES REQUIREMENTS JOB DESCRIPTION

SENIOR 
ADMINISTRATION 

EXECUTIVE

✓ BACHELORS OR EQUIVALENT
✓ 5 YEARS & ABOVE WORKING EXPERIENCE IN RELATED 

FIELD
✓ FLUENT IN ENGLISH AND MALAY
✓ WORKING LOCATION : KUANTAN, PAHANG

✓ RESPONSIBLE FOR OVERSEEING ADMINISTRATIVE OPERATIONS, ENSURING 
COMPLIANCE, AND SUPPORTING GOVERNANCE FRAMEWORKS. MANAGES 
PROCUREMENT PROCESSES, SUPPLIER COORDINATION, AND BUDGET-
RELATED DOCUMENTATION WHILE MAINTAINING FINANCIAL CONTROL 
ALIGNMENT. ACTS AS A CENTRAL LINK ACROSS DEPARTMENTS TO SUPPORT 
OPERATIONS, PROJECTS, AND COMMUNICATION. DRIVES PROCESS 
IMPROVEMENTS THROUGH SYSTEM ENHANCEMENTS AND EFFICIENCY 
INITIATIVES, WHILE ALSO PROVIDING ADMINISTRATIVE SUPPORT FOR HR 
FUNCTIONS, STAFF COORDINATION, AND ORGANIZATIONAL DEVELOPMENT

✓ ADDITIONAL RESPONSIBILITIES WILL BE SHARED AND DISCUSSED DURING 
THE INTERVIEW SESSION
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