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ROLE PROFILE
	Role Title
	EA & Office Administrator
	Internal Reference
	ODC-0370
	Business Unit / Group Function
	ODC
	BU Team / Sub-Function
	Administration

	Location
	Seoul, Korea
	Team Leader Role
	Managing Director Korea
	Role Level
	5
	Team Members
	No
	Role Purpose 

To provide executive level secretarial and administrative support to the Managing Director, being a key point of contact of businesses, operations, and all internal and external contacts. Extend admin support to the leadership team and efficient administration of office to ensure effective service level maintaining high standards of efficiency.


	Accountabilities

• Provide comprehensive secretarial and administrative support to Manging Director Korea, across correspondence and production of relevant documentation including reporting to ensure key stakeholders are represented at a professional standard while maintaining full confidentiality.
• Effectively carry out the prioritisation and management of conflicting schedules, organisation of relevant travel arrangements and management of Managing Director’s T&E expenses to ensure efficient management of the expenses and daily diary.
• Provide travel arrangement (e.g., bookings) for key stakeholders (Leadership Team, Board members, external and internal customers, and visitors) ensuring optimal/cost-efficient use of resources. Be responsible for managing relationship with all travel partners, service providers including ticketing, visa, and local travel and hotel arrangements for wider team.
• Maintain, update, and drive continuous improvement to databases, e- systems, administrative procedures, and internal/external communications to improve efficiency of operations and ensure that information can be easily accessed, stored and secured as required.
• Effectively administer data records and manage tracking of relevant Company property (e.g., IT equipment, POS, and storage warehouses) to ensure effective administration including record and data keeping, processes and controls are administered smoothly.
• Manage the efficient and effective running, presentation and coordination of the regional offices, from expenses in line with budget, upkeep, administration of supplies and processes, to ensure compliance in line with health and safety standards and an accurate representation of our brands.
• Owns as Admin In-charge for coordinating and supporting internal communications and logistics for event management during trainings, conferences, and similar events.
• Work closely with the key internal and external stakeholders (e.g., Global Health & Safety team, external regulatory compliances) to review health & safety requirements, implement health & safety regulations to local requirements per Global guidance, to ensure compliance with statutory regulations and Global guidelines.
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