Position: Property Assistant 4\l B2

Job Description BRITHEIA -

® Assist property manager to managing all aspects of the assigned office location(s) including:
tenancy, potential tenants staff, facilities, cleanliness, marketing, reporting and overall
perception; WBIHWAIREREIE.HL. BEMES,. RI. ®ik. BE. M.
&I A BT

® FEnsure the smooth operation and consistent quality standards of facilities and tenant services
WIRRFENIER . MPRSRENRLIN—

® Be the face of company and the go to person for tenants/prospective tenants on a daily basis
AP/ BEEMPREEERS
® Manage rental invoicing/payments and cash flow operations EIEMEAZE /A
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® |jaise with Accounting staff in the review and preparation of weekly/monthly reports
SRTARKR, WZAEEER/ BIR

® Attend weekly group manger meetings during property manager’'s absence #JMZZIRARNTE
Hilg), SinEEMNELZERIL

®  Supervise the security guards and cleaner's work. MSEBEBRLMREHNITIE.

® Provide detailed reviews of all existing services and the quality of those services R E
XA ERMAIRS U X LERFRENHFAHE

® Help in the management, organization and execution of events geared towards creating greater
visibility for ANKEN locations and the ANKEN brand at a local or international level
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College degree or above, Property management major is preferred KERIAEZFFH, ¥l EIR

Tk

1—2 years Customer Service or Property Related Experience (Excellent fresh graduate would be

considered)
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Ability of communication and negotiation E &AM BE

Problem solving E& R [0)BAIEE

Proficient in Microsoft office BA% s FR ek I AR {4



