
 TECHNICAL/EXECUTIVE ASSISTANT JOB DESCRIPTION 
JOB TITLE TECHNICAL/EXECUTIVE ASSISTANT  
JOB SUMMARY To provide strategic, administrative, secretarial and operational support to 

the executive office, act as the primary point of contact for internal and 
external enquires on all matters pertaining to the Office of the MD/CEO 
 
Also serve as a liaison to the board of directors and senior management 
teams; organize and coordinate executive outreach and external relations 
efforts; and oversee special projects. 
 
Any other assignments as assigned by the Executive Office. 

DEPARTMENT EXECUTIVE OFFICE 
REPORTING 
RELATIONSHIPS 

Reports To: MD/CEO 

 
 
KEY TASKS 

To ensure that technical and administrative tasks are completed in a timely 
manner and support the technical personnel in the delivery of the specific 
piece of work or project. 

 
 
 
 
KEY RESPONSIBILITIES 

 Acting as the point of contact between the CEO and 
internal/external clients 

 Work with CEO to organize and execute assigned business 
projects on behalf of clients (business process improvement, 
business plan writing, marketing planning, etc.) according to 
client's requirements 

 Receiving the CEO calls, taking messages, routing 
correspondences and handling requests and queries appropriately 

 Attend meetings with assigned clients when needed and perform 
an initial assessment of a problematic situation 

 Work with business Analyst in identifying issues, designing and 
conducting analyses, synthesizing conclusions, and helping to 
implement change. 

 Information preparation duties which includes writing letters and 
memos, compiling data for reports, creating computerized 
presentations, writing reports, transcribing dictation, editing, 
proofreading and other. 

 Develop and execute research plans and activities 
 Develop reports and presentation slides as assigned by CEO 
 Setting up and managing both electronic and paper filing systems, 

as well as taking steps to ensure that the company and the MD 
follows all applicable record-keeping requirements. 

 Maintaining diary, arrange meetings and appointments and 
provide reminders. 

 Making travel arrangements. 
 Attending meetings and preparing reports by collecting and 

analyzing information. 
 Researching opportunities (events, projects, trainings, businesses, 

etc), and engaging networks relevant to the work of the MD 
 Managing social media handles and working with MCC to ensure 

that the activities of the MD and the company are promoted. 
 Researching and preparing speeches and presentations in a 

variety of format to support the activities of the MD 
 Supporting business interests of the company and MD with 

research, contacts and proposals 
 Any other duties assigned by the Executive Office. 

COMPETENCE 
REQUIREMENTS 

Core skills: 
Strong computer skills including; Microsoft Office Software (Word, Excel, 
PowerPoint, Outlook and Project), email tools, Datazen publisher and 
AUTOCAD.  
High level of accuracy, numerical competence and attention to detail. 
 



Generic skills: 
 Possess solid organizational and planning skills; 
 Excellent written and verbal communication skills in English; 
 Result oriented and creative thinking. 
 Must have effective interpersonal skills: Problem-solving, decision-

making, negotiation, listening and assertiveness; 
 Proficient in report writing and presentation; 
 Excellent schedule and time management skills; and 
 Must possess strong analytical skills, integrity and numerical 

competence. 
 
 
 
 
 
 
SPECIFICATION/ 
QUALIFICATION 

Qualification: 
Minimum of BSc. or its equivalent in office management or technical and 
executive support or related field. 
 
Minimum Experience: 
2 to 3 years’ previous experience as technical/executive assistant in the built 
environment, real estate, electrical/mechanical services and construction 
industry is preferred.  
 
Professional Membership: is an added advantage. 

 


