
Our company is growing rapidly and is looking for an assistant. To join our growing
team, please review the list of responsibilities and qualifications.

Responsibilities for assistant

Acting as first point of contact for incoming client calls
Preparing / amending draft presentations and documents
Coordinating sales and business development efforts for the office to
enhance and sustain ongoing sales, servicing, and overall support for clients
and prospects
Facilitating travel arrangements, roadshows and diary management
Creating customized and detailed itineraries for roadshows and off-site
meetings
Working closely with Marketing for the scheduling of client events locally
Monitoring sales force (CRM system) and verifying the integrity of the data
inputted by the sales team
Assisting the US Sales team with ad-hoc production and research of
markets/clients & prospects
Supporting the sales function with administration relating to pipeline
Management/Prospect classification
Scheduling appointments on behalf of the sales team where appropriate

Qualifications for assistant

1-3 years of administrative experience preferred, with interest in learning
various facets of marketing and media
Bachelor’s degree with business concentration preferred
Media/Entertainment background highly preferred
Digital media, account management, and sales interest highly preferred
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