GR Korea

[H* M2F HME H GR Korea Project Assistnat (1 year contract)]

GR Korea is pleased to announce a great opportunity for Project Assistant. In this busy and varied
role, you will be responsible for providing research and secretarial support to the GR Korea team.

GR Korea is part of the GR Company, a rapidly growing international government relations and
public affairs consulting firm with offices in Seoul, Washington D.C., London, Tokyo and Osaka,
Singapore and Taipei.

You will be expected to fulfil the following main tasks:

e Provide research support for internal projects and client work to assist consultants;

e Provide secretarial support, including coordinating meeting schedules, booking meeting
venues, drafting call notes;

e Support event organizing by liaising with relevant stakeholders, booking event venue,
creating briefing packs and printing relevant materials, etc;

e Support company-related initiative to drive engagement with GR Korea;

e Give general administrative support.

You will need to have the following skills:

e Excellent verbal and written communication skills;

e Strong analytic and research skills;

e Be an effective team player with well-developed interpersonal skills;

e Be organized and detail-oriented,;

e Have the flexibility to be productive in a number of different situations and environments.

We require that you have:

e Graduate /undergraduate student or fresh graduate with BA (preferably in political science,
international relations, public administration, business)
e Native-level Korean and fluency in English (TOEIC 850 or above)
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