
   

Position + Profile 
 
JOB TITLE: Personal Assistant 

DIVISION / SECTOR: Property Services 

REPORTS TO (title): Associate Asset Management Director, WC  
Dotted line to Office Manager 

DATE PREPARED / REVIEWED: June 2017 

LOCATION: Chengdu, PRC 

 

Position Overview:  (the primary reason the position exists) 

 
This role is to provide administrative assistance to Property Services team and DV Team in 

Chengdu office professionally.   

Key Responsibilities: 

 

+ Provide assistance to the Property management and operations 

+ Prepare correspondence, reports, budgets, minutes and presentation materials for 

business meeting and needs. 

+ Maintain diaries, organise meetings and liaise with clients, business associates, 

consultants, contractors, investors etc. 

+ Prepare letters and proposals to prospective customers, business partners and 

associates. 

+ Ensure the accurate control of documentation associated with the functions of 

property related arrangements. 

+ Set up and maintain good filing system. 

+ Support Property Operations with centralized ordering and purchase 

+ Provide general administrative functions (filing, archiving of documents etc.) for 

North China PS team 

+ Make travel arrangements, maintain appointment schedules and arrange meetings 

and conferences  

+ Assist to control the arrears on regular basis. 

+ Assist to prepare operation/CAPEX budgets and manage the recovery of outgoings 

from tenants;  



+ Assist Monthly reforecast of income and expense for all properties. 

+ Assist Reconcile tenants accounts when necessary; 

+ Assist to process of suppliers’ invoices, answering correspondence and queries. 

+ The administration of and payment of and all statutory payments  

+ Assist to manage tenant invoices and collection. 

+ General ad hoc tasks reasonably requested by the company.  

 

Reporting Relationships: 

 
This position reports directly to Associate Asset Management Director, WC and Dot line to 

Office Manager or any other person assigned by the Company. 

Competencies: (knowledge and soft skill requirements of this position) 

  

+ Good written and verbal communication.  

+ Customer service focus. 

+ Initiative and problem solving. 

+ Good interpersonal skill and respect for others. 

+ Sharing knowledge and teamwork. 

+ Independence and detail-oriented. 

+ Professionalism in all aspects of the work both verbal and in demeanour. 

+ Understanding of the company’s business activities and initiative and effectiveness 

shown in the role. 


