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MFMC CAPITAL
Advertisement Number: MFMC/1/2022/15

Description of Services
Corporate Affairs Executive
BACKGROUND

Corporate Affairs Executive is responsible for managing MFMC’s corporate reputation,
contribute to strategic decision making and capable to operate with limited supervision.

SCOPE OF SERVICES

Corporate Affairs Executive will carry out the following tasks.

e Manage calendars and set up meetings assigned for MD

e Arrange executive travel, hotel and dining arrangements as needed

e Drafting letters and documents for the department

e Develop corporate articles, press release, announcements, newsletters

e Manage Social Media content of the corporation

e Maintain appointment schedules of MD and DMD

e Maintain and bring necessary upgrades for internal and external communication of the
company (Memos / Emails / Presentations / Reports)

e Taking Meeting minutes and record keeping of such documents

e Manage corporate affairs department of the company and assist Company Secretary in
any matters related to the Board of Directors

e Perform appropriate duties assigned by management

e Build internal relationship with all internal departments and manage external
stakeholders

e Provide assistance in organizing and executing company/corporate events

e Monitor office supply levels; reorder when appropriate

e Develop and carry out an efficient documentation and filing system for both paper and
electronic records

e Other duties as assigned by the management

REQUIRED QUALIFICATION AND EXPERIENCE

The applicant should possess following educational background and experience.
e Undergraduate Degree in relevant field
e Priority will be given to candidates with relevant experience
e Strong communication and interpersonal skills.
e Attention to detail and organization skills.
e Good decision-making and problem-solving skills.
e Good working knowledge of Microsoft Office.



e Excellent relationship-building and interpersonal skills.
e Ability to organize, plan, and prioritize.

e Excellent written and verbal communication.

e Ability to keep confidential information

Salary: Competitive Salary (MVR 13,000 to 18,000)

Interested Candidates, please complete the Online Job Application Form and upload CV along
with relevant documents via link; https://form.jotform.com/213531409438454
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