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Job Title: Chief Operating Officer Assistant and Transversal Studies Trainee

Summary

. Chief Operation Officer secretary support & Senior Country Officer management assistant back-up

. In charge of providing support to management in CA-CIB Seoul Branch on ad-hoc projects on a
local basis, as well as transversal projects with other business lines and other branches

. Conduct studies and put in place KPI’s on various aspects of the Bank

Key responsibilities

1. Secretary work

- Manage expenses, travel reservations

- Interact with travel agency and other services providers
- Act as COO assistant and SCO assistant back-up

2. Projects / studies management

- Assist COO on several projects

- Conduct studies for the Management of the Bank (expenses follow-up, travel carbon footprint
monitoring)

- Define and design KPI's to support the Bank Management

3. Communication

- Assist on coordinating the internal communication within the Bank

- Interact with regional Communication teams to ensure Korea representability

- Propose ideas to strengthen the communication within the Bank and towards external parties

Job requirements

- Bachelor’s Degree

- Experience in administrative team within the Banking sector preferred (not necessary)
- Knowledge in database software

- Excellent English communication (both oral and written) skill

- Proficient in Microsoft office (Word, Excel, PowerPoint etc.)

- Communication skills

- Coordination and planning skills

- Proactive attitude
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Term of Contract

- 1vyear contract (renewable up to 2 years based on performance)

Required Documents

- CV in English (including contact detail and expected start date)

- Consent Form

How to apply
- Please apply to:

- Crédit Agricole CIB - Chief Operating Officer Assistant & Transversal Studies Trainee (ca-cib.com)

- Selected candidate through Curriculum Vitae screening will be given an interview
- We regret that due to the volume of applications, only successful applicants will be contacted
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https://jobs.ca-cib.com/job/job-chief-operating-officer-assistant-transversal-studies-trainee_93464.aspx

