Executive Secretary
(to be based in GBM Headquarters in Ara Damansara, Petaling Jaya)

Career level: Manager

Organisation: The Girls' Brigade Malaysia

Location: GB HQ, Petaling Jaya, Selangor
Employment Type: Full-time

Reports To: National President / Executive Committee

Job Purpose
To provide high-level administrative and organisational support to the National Executive of The Girls’
Brigade Malaysia. The Executive Secretary will coordinate communication, maintain records, and ensure the
smooth operation of national programmes and governance functions, in line with the aim and motto of the
organisation.

Key Responsibilities
1. Administrative Support
- Manage schedules and correspondence of the National President and Executive Committee.
- Organise and coordinate national meetings, conferences, events, logistics and travel arrangements.
- Prepare, collate and distribute agendas, minutes, and reports for executive and board meetings.
- Maintain, update, and ensure proper filing of official documents, records, and databases (physical
and digital).

2. Communication

- Serve as the primary communication hub between the national leadership, GB companies, and
external stakeholders.

- Draft, edit and proofread official correspondence, statements, reports and newsletters.

- Ensure effective and timely communication of updates and initiatives to all relevant parties.

- Maintain contact lists and communication databases.

3. Records and Governance

- Maintain accurate records of membership, minutes, policies, and decisions.

- Support the preparation and submission of statutory documents and annual reports.

- Assist in the documentation and review of governance policies and standard operating procedures.
- Ensure data integrity, and proper record-keeping practices throughout all databases.

4. Project Coordination

- Provide administrative and coordination support for national projects, camps, campaigns, and
special initiatives.

- Track timelines, action items, and deliverables for assigned projects.

- Assist with basic budget tracking, claims processing, and financial documentation in coordination
with the Treasurer.

5. Liaison Duties

- Act as liaison with government agencies, international Girls’ Brigade bodies and other
organisations.

- Facilitate and support partnership and collaborative initiatives.

- Represent The Girls’ Brigade Malaysia in selected engagements when required.



Qualifications and Requirements

- Minimum Diploma or Bachelor's degree in Business Administration, Office Management, or related
field.

- At least 3 years of relevant experience in an administrative or executive assistant role, or
similarly-skilled role.

- Excellent written and verbal communication skills in English and Bahasa Malaysia.

- Strong organisational, documentation, and multitasking skills, with attention to detail.

- Demonstrated experience handling a broad range of administrative, coordination, and liaison
responsibilities.

- Proficient in Microsoft Office Suite and digital communication tools.

- Alignment with and commitment to the Christian values and aim of The Girls' Brigade.

Personal Attributes
- Integrity and confidentiality in handling sensitive information.
- Mature, dependable, and able to work with minimal supervision.
- Proactive, solution-oriented, and adaptable in a multi-stakeholder environment.
- Strong interpersonal skills with a warm, professional, and service-oriented demeanor.
- Able to work both independently and collaboratively with volunteers and leaders.
- Proactive and solution-oriented mindset.

Preferred
- Prior involvement with a Christian or youth-based organisation.

- Familiarity with the structure and ministry of The Girls’ Brigade.

Interested candidates can apply at https://tinyurl.com/joinGBM.

Please apply before 28-February 2026.



