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THE EXecuTivE CENTRE

The Executive Centre (TEC), established in 1994 with HQ in Hong Kong, we are the
leading premium serviced office operator in Asia Pacific. With 52 premium grade A
offices across 18 major cities, the company provides office, virtual office, meeting
facilities, and a broad range of business support services.

We have four centres in Sydney -
1 Bligh Street, RBS Tower, Australia Square and Northpoint Tower
and we invite you to join our dynamic team for the following positions.

Client Service Associate / Client Service Leader

Job Summary
* Develop rapport and assisting clients with enquiries/requirements
+ Handle clients’ telephone calls/enquiries in a professional manner
*+ Provide secretarial and administrative support when required
« Coordinate conference/meeting room bookings and update in ERP system
« Ensure service productivity and quality standards are achieved
= Ensure smooth running of the centre's operations

The Candidate

« Degree/GCE '0°/'A levels/Diploma in related disciplines

+ 2.5 years' In the hospitality/service industry eg. hotel

= 3.5 years' supervisory experience for Client Service Leader position
Fluent in English, Chinese/Cantonese language a plus
Pleasant and cheerful personality with excellent interpersonal skills
Positive attitude with interest in delivering excellent service
Possess strong PC and internet skills

QOutstanding candidates will have the future opportunities to work in our centres
around the region

Interested candidates please forward your CV and photograph to
hr_dept@ExecutiveCentre.com

Shortlised candidates will be invited to our interview sessions In Sydney
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