Junior Composition and Conversation 2004 S 

Job Description Work Sheet
Section E: Chelsea Wei & Irene Kim
I. Job Wanted List:
	Date
	Title
	Nature
	Location
	Work Experience
	Age
	Education
	Salary

	03/12
	Executive Secretary
	Full time
	 Taipei
	Min. 2 years  　　 
	 22  above
	 College graduates
	Unspecified

	Why it is suitable for English majors: 
This job requires good speaking and writing skills in English.


II. Job Description 
	Job Title: Executive secretary of foreign office manager

	


	【Responsibilities】
	1. Implement changes where necessary
2. Responds to inquiries and administrative problems

3. Control over manager’s appointments (screen calls, answer questions, receive correspondence and reply to mail not requiring manager’s signature)

4. Arrange conferences, prepare agenda, notify participants

5. Data Entry/Updating/Research

6. Organize and gather information

7. Takes phone or visitor messages and delivers to appropriate individual

8. Greets visitors to the office and directs them to appropriate individual

9. Performs other related duties as required

	【Job Type】 
	Office administrative

	【Nature】 
	Full-time

	【Location】 
	 Taipei City

	【Payment Range】 
	 Salary will be commensurate with experience.

	【Work Hours & Holidays】 
	 9 am to 5 pm on weekdays
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 Job Qualifications
	




	【Age】
	 Above 22 years old

	【Education】
	 College graduated

	【Major】 
	 English majors preferred

	【Work Experience】 
	 Minimum 2 years secretary/staff experience

	【Language】 
	1. fluent in reading, writing, and speaking English
2. excellent grammar, spelling, and punctuation

	【Computer Skills】 
	1. excellent typing skills.

2. Windows and Microsoft Office applications—Word processor, Spreadsheets, etc.

	【Other Skills】
	1. strong verbal and written communication tactics
2. strong project management and organizations skills
3. strong presentation skill is a must

4. high level of passion with a helpful disposition

5. self-motivated

6. enjoy working in a team environment

7. ability to handle and resolve recurring problems

	【Contact Information】        
	If you are interested in joining us, please send your resume with current and expected remuneration packages to the address below:
1. Senior Human Resources Manager, William E. Connor & Associates Ltd., The Harbourfront, 6/F, Office Tower II, 18-22 Tak Fung, Hung Hom, Kowloon, Hong Kong

2. phone: 02-243-3300

3. fax: 02-243-3313


	Description of the Company

	【Kind】
	Business marketing

	【Staff】
	More than 1,000 employees

	【Capital】
	Approximately over 10 billion

	【Address】
	Senior Human Resources Manager, William E. Connor & Associates Ltd., The Harbourfront, 6/F, Office Tower II, 18-22 Tak Fung, Hung Hom, Kowloon, Hong Kong


	【Tel】
	02-243-3300

	【Fax】
	02-243-3313 

	【URL】
	jobapplication@weconner.com.tw
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Business profile：
	  

	Company Name：Conner—source the future
1.History: Established in North America since 1960
3. Main Commodities/ Services: A global product sourcing and marketing organization

4. Company Directions: Devoted to sourcing and marketing products from 35 countries
5. Area of work: A US owned multinational firm headquartered in Hong Kong with 37 offices throughout China, Europe, Africa and North America as well as the newly established office in Taiwan.
6. Work environment: we provide an excellent career opportunity to a good performer.
7. Benefits:

        (1) Rewards—an annual bonus and business bonus

        (2) Insurances—labor insurance, health insurance, and community insurance

        (3) Other—two chances of going abroad each year are provided

	Personal data provided by job applicants will be used strictly for recruitment only. Applicants who are not invited for interview in 8 weeks may consider their applications unsuccessful. Information of unsuccessful applicants will be deleted from our files after 2 years.


