Wednesday, 1 February 2012


Job Title : Executive Assistant (EA) / Senior Administrator
Salary : Negotiable, depending on experience.

Position : Permanent

Location : Singapore
Due to continued expansion, a newly created role has arisen for an Executive Assistant (EA) / Senior Administrator within the Singapore Regional Headquarters office, working for the Global CEO and CEO.


The successful candidate must have: 

· An LCCI qualification or equivalent. 

· At least 4-5 years of working experience in the related field is required for this position. 

· Excellent time management and diary management skills with the ability to accurately prioritise tasks

· Detailed understanding of general office administration functions

· Knowledge of HR processes

· Advanced IT skills including Microsoft Office and Outlook

· Experience of travel management

· Utmost attention to detail

· Ability to work on own initiative

· Ability to maintain confidentiality and discretion at all times

· Must be fluent in English and Mandarin, writing and speaking. 

To apply, please email your detailed CV in MS Word / PDF format to: recruitment1@ftdichip.com with the following details:


1. Reasons for leaving current employment
2. Salary drawn for current employment
3. Expected salary
4. Earliest availability date

No agency applications please.

.


About FTDI
Future Technology Devices International (FTDI) specialise in the design and supply of silicon and software solutions for the Universal Serial Bus (USB). FTDI offer a simple route to USB migration by combining easy to implement IC devices with proven, ready to use, royalty-free USB firmware and driver software. 

FTDI is a fabless semiconductor company headquartered in Glasgow, UK, and has regional offices in Oregon USA, Taipei Taiwan, Shanghai China and a R&D facility in Singapore.

Contact Details –

Future Technology Devices International Ltd.

Email : recruitment1@ftdichip.com
Web URL : http://www.ftdichip.com
