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Administrative Executive – CARE 
MustaphaRaj is a firm of Chartered Accountants based in Petaling Jaya that is well-established to deliver a wide range of professional services to a broad portfolio of business and private clients.
We offer innovative solutions in a creative and practical approach that combines technical knowledge, depth of experience and professional understanding in diverse industry sectors ranging from manufacturing, trading, banking, technology to engineering, construction, pharmaceuticals and health businesses.
[bookmark: _GoBack]The Administrative Executive will perform the various responsibilities and report to Senior Administrative Executive.
Job Requirements:
· Possesses minimum Certificate or Diploma in Business Studies/Administration/Management, Personal Services, Secretarial or equivalent.
· Required skill(s): able to interact and communicate well with colleagues, work independently and organize complex clerical task.
· Required language(s): Bahasa Malaysia, English.
· Proficient in office productivity tools (e.g. Excel, Word and PowerPoint).
· High attention to detail, follow-through and accuracy.
· Team Player and strong discipline towards deadlines.
· At least 5 year(s) of working experience in the related field is required for this position.
· Preferably Seniors Executives specializing in Clerical/Administrative Support or equivalent. Mature candidates are welcome to apply.
Job Responsibilities:
· Assist in administration tasks which includes documentation, filing, correspondences, coordinating & following up on pending matters & business support functions.
· Follow and adhere to work processes and standard operating procedures in performing day-to-day tasks.
· Resolve customer queries/complaints as per standard operating procedures and channel to respective operations team for immediate resolution.
· Provide feedback to supervisor on improvement areas based on customer/client issues.
· Liaise with respective operations team for issues, follow-up and actions.
· Able to join immediately.
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MUSTAPHARAJ SDN BHD is a member of MGI Worldwide. MGI Worldwide is a network of independent audit, tax, accounting and consulting firms. MGI Worldwide does not provide any services and its member firms are not an international partnership. Each member firm is a separate entity and neither MGI Worldwide nor any member firm accepts responsibility for the activities, work, opinions or services of any other member firm. For more information visit www.mgiworld.com/legal. which brings together the expertise of more than 5,000 professionals in over 260 locations around the world
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