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Job Title:
Operations Assistant   
Issue date:
January 2023
Location: 
Taipei/Taichung
Purpose: 

The Operations Assistant reports directly to the Operations Director for day to day works. The assistant will support the operations and project teams with day to day administration tasks relating to project delivery.
Key Deliverables:

· Conducting administration duties such as booking travel and accommodation.

· Applying for visas for any incoming foreign technicians.

· Recording detailed inspections onto the company’s system. 
· Liaise with project and site managers to co-ordinate their requirements and ensure optimal utilisation of resources.
· Resolve problems that arise during daily work activities in an open and efficient manner.

· Working with the company’s systems, E.g. Crewsmart and ERP.
· Travel to project sites as required to support the company including out of hours work. 
Qualifications/Skills/Experience

Required
· Ability to prioritise workload and effectively complete tasks
· Highly developed Organisational Skills

· Excellent written and spoken communication skills
· Flexibility and good at working in time-pressured situations

Ideal

· Driving licence 
· Electrical / Mechanical background  
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