
To enhance our two person team in Kuala Lumpur, we are searching for a:

These are your tasks:
 - �You�support�our�sales�and�service�engineers�in�their�office�

work
 -  Customer support by phone and email in English language
 -  Creating quotations and maintain records / reports in 

accordance to company procedures
 -  Maintenance of the CRM (MS Dynamics) system
 -  Coordination of customer visits
 -  Active support for pre- / aftersales activities at shows or 

customer events
 - �Other�administrative�office�duties
 -  Co-ordination and support on activities related to local logistic 

and banking issues

These are our expectations:
 -  3-5 year experience in a similar position
 -  Good English language skills
 - �Good�knowledge�of�Microsoft�Office
 -  Flexibility to do different tasks
 - �Friendly,�helpful,�confident�and�engaging�personality
 -  Good administration skills
 -  Candidates must possess at least Diploma/ Advanced/ Higher/ 

Graduate Diploma in Business/ Adminstration/ Management or 
equivalent

Office management assistant (m/f/d)

Our offer to you:
We offer a diversified job and pleasant working atmosphere in a continuously growing international company. Due to the strong corporate 
culture and flat hierarchy, our mid-sized company provides the advantage of great reactivity. Furthermore, we offer trainings that optimally 
prepare you for future tasks. Diverse inter-divisional projects guarantee comprehensive knowledge of work processes as well as a successful 
integration into the team.

Become part of our Malaysia team

As a global player and manufacturer of innovative 
measuring, control, inspection, analysis and sorting tech-
nologies, SIKORA is active in the most important growth 
regions. More than 300 employees at our headquarters 
in Bremen, Germany, and in the international subsidiaries 
provide our customers innovative product solutions and 
individual service.

We are looking forward to your significant application documents including the next possible date of entry and your salary 
expectation. Direct your application and queries to sales@sikora-sea.com or +60 3 5022 2740

SIKORA SOUTHEAST ASIA
Weng Kian Lee, T1-13-07, The Square @ One City, Jalan USJ 25/1C, 47650 Subang Jaya, Selangor Darul Ehsan, Malaysia

www.sikora.net


