JOB DESCRIPTION 
	Position:
	Executive Assistant/Receptionist
	Department:
	General

	Reports to:
	VP Sales and Business Development
	Location:
	Mandaluyong City

	

	Primary Function

	This role will focus on supporting the marketing department in administrative, graphic design, desktop publishing, website maintenance and other promotional areas. 


	Responsibilities

	· Receives all telephone, email and in-person inquiries for TIN HAO DIMSUM and EST DIMSUM, INC.

· Administrative support to Senior Management.

· Maintain mailing list and databases, maintain current files.

· Manage equipment: maintenance, repairs and upgrades, primary contact for IT Support.

· Track and purchase office supplies with senior management approval.

· Responsible for purchasing raw materials and other commissary supplies.

· Conduct weekly backup of computer files.

· Maintain information boards (job postings, community events, training etc)

· Attend meetings, take and distribute minutes.

· Responsible in preparing weekly schedule for TIN HAO DIMSUM retail staff.
· Work closely with Marketing and Finance.
· Assist in preparation of shipping and receiving.

· Assist in various special projects.

	Qualifications and Experience

	· Completion of a Bachelor’s degree.

· Female.

· 2 years work experience in related field preferred.

· Self-starter with minimum supervision.

· Ability to organize and prioritize a demanding workload.

· Excellent interpersonal skills.

· Must be able to demonstrate excellent written and verbal communication skills.
· Strong skills in Word Processing and other MS Office applications

· Equipment competency – fax, copier, scanner and computer skills


