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            Sales and Marketing Executive
 
             Apply Now Responsibilities:


	Drive inhouse sales of our training courses and examinations.
	Follow-up and follow- through on our existing clients to create business opportunities.
	Provides administrative support to ensure efficient operation of office.
	Answers phone calls, schedules meetings and supports visitors.
	Carries out administrative duties such as filing, typing, copying, binding, scanning etc.
	Completes operational requirements by scheduling and assigning administrative projects and expediting work results.
	Exhibits polite and professional communication via phone, e-mail, and mail.
	Supports team by performing tasks related to organization and strong communication.
	Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities.
	Ensures operation of equipment by completing preventive maintenance requirements, calling for repairs, maintaining equipment inventories and evaluating new equipment and techniques.
	Provides information by answering questions and requests.
	Maintains supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies.
	Contributes to team effort by accomplishing related results as needed.



Qualifications:


	Minimum SPM / STPM




        

    


        If you would like to pursue a career with MINDT or are looking for an Internship placement, kindly email to us at career@mindt.com.my
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                    MINDT TRAINING & CERTIFICATION SDN BHD

No.18, Jalan Tanjung SD13/2,

Bandar Sri Damansara,

52200 Kuala Lumpur,

Malaysia

                    

                

            

        


            
                
                    
                        


                    

                

                
                    
                    OPENING HOURS

Mondays to Fridays

9.00am - 5.30pm



Saturdays, Sundays and Public Holidays

Closed


                    

                

            

        

  
 
                
  
            
 
            
        

    
 
    
        
            
            

                
            
                
                    
                        


                    

                

                
                    
                    E-mail  info@mindt.com.my

Note: Please add our email info@mindt.com.my to your address book to avoid our email going to your spam folder.


                    

                

            

        

            
                
                    
                        


                    

                

                
                    
                    TELEPHONE   +603 6280 3448



MOBILE   +6011 6518 0600
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