BELIEVE IN YOUR POTENTIAL

Executive - Personal Assistant to Chief Marketing Officer

We are seeking a dynamic and highly organized individual to provide comprehensive support to the Chief Marketing
Officer (CMOQO). This role combines executive assistance with creative and digital responsibilities, ensuring smooth
coordination of the CMOQ’s activities while contributing to marketing initiatives.

Roles and Responsibilities
 Manage the CMO’s calendar, appointments, and travel arrangements.

* Coordinate and manage all documentation activities including taking minutes and preparing
reports, Board presentations and assisting in Marketing related activities.
* Act as the primary point of contact between the CMO and internal/external stakeholders.

* Support branding initiatives and maintain consistency across all platforms.

Candidates are required to have

* Bachelor’s degree in Marketing, Business Administration, or related field.

« Minimum o3 years of experience in executive assistance or marketing support.

* Proficiency in MS Office and design tools (Canva, Photoshop, Illustrator). ’ >
* Familiarity with social media platforms and basic analytics. {

* Excellent communication, organizational, and multitasking skills.

* Creative mindset with attention to detail.
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By applying you consent to the processing of your personal information for recruitment purposes and acknowledge that reference checks maybe conducted. You also confirm that you have reviewed and understood AlA’s Privacy Statement, available
in the AIA website and expressly provide your full and informed consent to the same. Should you be shortlisted by AlA, further formalities will be followed to ensure compliance with the laws and regulations on the protection of personal data.




