
 

EASTERN PACIFIC INDUSTRIAL CORPORATION BERHAD 

Executive, Secretarial 

REQUIREMENT: 

1. Possess at least a recognized Degree in Law, Professional Degree in Secretarial or 

equivalent. 

2. Obtained a valid Licensed Secretary from Companies Commission of Malaysia (CCM) 

or a recognized ICSA Qualification or equivalent. 

3. At least 3 to 5 years’ proven experience in the Company Secretarial Practice. 

4. Familiar with provisions of the Companies Act 1965, CCM regulations and requirement, 

and other relevant rules and regulations. 

5. Possess excellent interpersonal skills with high degree of commitment, responsibility, 

emotional intelligence and able to interact with people at all level. 

6. Must be a team player and able to work under pressure and handle multiple tasks with 

minimum supervision. 

7. Possess a good communication and business writing skills in English and Bahasa 

Malaysia. 

8. Computer literate with knowledge of MS Office (Word and Excel in particular). 

 

RESPONSIBILITIES: 

1. To organize, prepare agenda and taking minutes for board meetings and annual 

general meetings. 

2. To prepare for Shareholders and Directors’ Circular Resolution. 

3. To comply with CCM regulations and requirements and other relevant rules and 

regulations. 

4. To maintain statutory books, including registers of members, directors and secretaries. 

5. To assist clients for any Shareholders or Directors’ resolution and registration form 

requested. 

6. To ensure the filling system and records within the Secretariat Department are well 

managed and in order. 

7. To communicate and assist Shareholders and Directors when necessary. 

8. To implement and maintain Corporate Governance in the Group. 

9. To manage the signing and sealing procedures for legal contracts and agreements to 

ensure compliance. 

10. To monitor changes in relevant legislation and the regulatory environment and taking 

appropriate action. 

 

Interested candidate who meet the above criteria are invited to send the application 

along with the detail CV and a recent passport size photograph to the Group Human 

Resource or email at ghr@epicgroup.com.my latest by 15 March 2019. 

 

Issued by: Group Human Resource, EPIC 
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