SENIOR ADMINISTRATOR

The candidate’s duties and responsibilities will include, although Qualification, experience and skills required:
not restricted to, the following:

e University degree (Management/Finance/Law) and/or studying for a
professional qualification;

Manage a portfolio of client companies, ensure its day to day administration works e Minimum 3-4 years working experience in the global business sector. Previous

and that they are compliant with the laws and all infernal requirement;
Company formation/Fund set up;

Arranging for board meetings and preparing minufes;

Licising with Authorities namely ROC/FSC/MRA etc;

Perform due diligence for client companies and regular file reviews;

Attend all emails, client insfructions, audit queries including infernal company
requirements/ ad-hoc work;

Coach and review the work of junior staff memlbers.

experience in management companies would pbe an advantage;
e Good communication skills;
e Well versed in written English;
e Proficient in Microsoft Office (Word, Excel, Outlook);
e Flexible & able to work under pressure;
e Ability to delegafe with good leadership and monitoring skills;
e Jeam oriented with ad good fime management and interpersonal skills.

Visit our website: www.intercontinentaltrust.com
Apply here
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Intercontinental Trust Lid E: hr@intercontinentalirust.com
Level 3, Alexander House, 35 Cybercity, Ebene W: www.intercontinentaltrust.com

Intercontinental Trust Ltd


https://intercontinentaltrust.com/
https://ap13.bipocloud.com/IHL/action/submitverification/3e5af208dd01893342b4838e6637475a8787fc04fab0fc348c50d6b70fdbda59f4661127b4e857e888620991ed75fe3590e7fcde3ca2ee9110c4037c9500dc9ef1c71fbdc408f5b7a6f737fe4cd38700225015edc8086c109d79aa2e833eace755c33767874a76fc6e6c4835af5c7209

