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Our growing company is hiring for a private equity. We appreciate you taking the
time to review the list of qualifications and to apply for the position. If you don't
fill all of the qualifications, you may still be considered depending on your level of

experience.
Responsibilities for private equity

e Handle all travel arrangements both domestic and international

 Successfully coordinate meetings and conference calls involving multiple
parties across multiple time zones

e Conduct light company and industry research

e Manage and organize ad-hoc projects including event planning

e Handle light personal assistant work

» Provide phone coverage to those supported and others as needed

o Offer backup coverage for other members of the Administrative Team as
needed

e Complete a broad variety of administrative tasks

e Effective communication with client, investors and other associated

e Critical background knowledge of

Qualifications for private equity

¢ College degree mandatory

e Minimum of 5 years work experience in either a Private Equity, Investment
Banking or Buy-Side environment

 Solid exposure to TMT related transactions

e Native/Fluent Mandarin is a must, Fluent English essential

e 7+ years of public or private Private Equity experience

e Experience with Distressed dEBT



