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The Joint Management Committee (JMC) is looking for
a full-time Facility Manager.

Roles and Responsibilities

1 Plan, manage and carry out cyclical preventive and breakdown
maintenance works for the entire building, M&E systems, lifts, Audio-
Visual-Lighting systems and CCTV system

2 Plan, manage and carry out general upkeep, waste disposal and
maintenance of building and management of carpark to ensure that
they meet health and safety standards and also legal requirements

3 Plan, manage and carry out building improvement works and A&A
projects

4 Plan, manage and track the Facility Office budget for each financial
year

5 Prepare for and carry out emergency response drill and fire evacuation

6 Act as liaison person with government agencies pertaining to building

matters, security and emergency response

7 Secretariat for the JMC. Prepare reports for JMC meetings

8 Prepare documents to put out tenders or quotations for engagement
of contractors/vendors. Project manage, supervise and coordinate the
work of contractors/vendors

9 Coordinate and monitor activities of contract suppliers. Manage and
review service contracts to ensure facility management needs are
being met

10 Manage the booking of Columbarium niches and the upkeep of the
premises

11 Other ad hoc duties that may be assigned from time to time by JMC
Qualifications and Reguirements

1 At least a Diploma in Engineering/Facilities Management/Building or
equivalent
2 Preferable minimum 3 years of working experience in a related area

3 Proficient in Microsoft Office applications (especially MS Excel) and
computer-aided drafting software such as AutoCAD

4 Meticulous, analytical, organised and adheres to deadlines

5 Independent and takes initiative to improve process effectiveness and
efficiency

6 Good team player with strong interpersonal skills

7 Good verbal and written communication skills

8 Able to communicate effectively in English and Mandarin

Please send your resume to JMC (Attention: Ng Ee Kiat at eekiat20@gmail.com)
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The Joint Management Committee (JMC) is looking for an
Accounts Executive cum Administrator (part time)

Roles and Responsibilities

1
2

Maintain full set of accounts

Assist in the preparation of annual budget including monthly
tracking of actual expenses vs budget and implementation of other
budgetary controls

Prepare for and oversee the annual financial audit by external
auditors

Record and maintain inventory of fixed assets using the FAST
computer software

Administrative work relating to joint facilities in JMC

Handle phone and walk-in enquiries for Columbarium niche
application (both in office and outside office hours)

Manage and oversee the Columbarium software system which
processes the registration of niche applicants, niche installation
and various data reports

Update niche installation directory, match donation list from
contractor and ensure that quarterly payment to JMC are done on
time

Other ad hoc duties that may be assigned from time to time

Qualifications and Requirements

1
2

(o) IO IS~ OF )

7
8
9

At least a Diploma in Accounting or equivalent

Preferable minimum 3 years of working experience in a related
area

Conversant in using the MYOB accounting software

Proficient in Microsoft Office applications (especially MS Excel)
Meticulous, analytical, organised and adheres to deadlines
Independent and takes initiative to improve process effectiveness
and efficiency

Good team player with strong interpersonal skills

Good verbal and written communication skills

Able to communicate effectively in English and Mandarin

Please send your resume to JMC (Attention: Richard Kooi at
richardkooi@hotmail.com)
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