Administrative Executive 
Location : Subang Jaya 
Salary Range : RM2,200 – RM2,800 
Working Hours : Monday – Friday (9am – 6pm) 
Key Responsibilities 
· Track and update order status for operations 
· Plan and arrange collection & delivery schedules from/to client’s premises 
· Handle Invoices, Delivery Order, Purchasing and Payroll for less than 10 
               employees 
· Prepare weekly and monthly operational and sales reports. 
· Handle customer inquiries via phone, WhatsApp, and email 
· Maintain accurate records of orders, deliveries and payments 
· Support general administrative tasks such as filing and data entry 

Requirements 
· Minimum SPM / Diploma in Business Administration or related field 
· Preferably 1–2 years of administrative experience 
· Basic knowledge of Microsoft Office 
· Good communication and coordination skills 
· Able to multitask and work in a fast-paced environment 
· Detail-oriented and well-organized 

How to Apply 
Send your resume to : leela@stratem.com.my 
Or WhatsApp : 019-2633460
