
 

 
 
TINA RIVER HYDROPOWER DEVELOPMENT PROJECT, 1st floor, Capital Park, Room No. 29, Honiara, Guadalcanal, Solomon 

Islands, TEL: 677-747-3122 

 

Admin Assistant: 

We, Hyundai Engineering Company, the Engineering Procurement and Construction 

Contractor for Tina River Hydropower Development Project (3X5MW) is looking for an 

Admin Assistant for our project. 

The Admin Assistant will perform a variety of administrative and clerical tasks. Duties of 

the Administrative Assistant includes providing support to our managers and 

employees, assisting in daily office needs and managing our company’s general 

administrative activities. 

 

Qualifications: 

 Diploma or Bachelor of Business Administration, Management or Bachelor’s 

degree in relevant field combined with a specialized experience in executing 

similar job functions. 

 Minimum 3 years of relevant professional experience in the administration and 

office management. 

 Proficiency in MS Office, with exceptional knowledge of Excel, PowerPoint and 

Word Document. 

 Knowledge of project and task management tools 

 Must have experience in reviewing and preparing official documents. 

 Ability to work in harmony with a multicultural diverse team, build professional 

skills, and set and monitor tasks. 

 Strong interpersonal and communication skills including in a culturally diverse or 

multi-disciplinary environment 

 Ability to manage a complex project, work to deadlines and establish 

procedures for monitoring and reporting 
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Responsibilities: 

 Answer and direct phone calls 

 Organize and schedule appointments 

 Plan meetings and take detailed minutes 

 Write and distribute email, correspondence memos, letters, faxes and forms 

 Assist in the preparation of regularly scheduled reports 

 Develop and maintain a filing system 

 Update and maintain office policies and procedures 

 Order office supplies and research new deals and suppliers 

 Book travel arrangements 

 Submit and reconcile expense reports 

 Provide general support to visitors 

 Act as the point of contact for internal and external clients 

 Liaise with executive and senior administrative assistants to handle requests and 

queries from senior managers 

 Provide assistance in employee recruitment 

 Prepare and facilitate company’s advertisement 

 Prepare daily time sheets and payroll statement for local and foreign employees 

 Assist in the preparation of visa exemptions & work permits application for 

International employees through the Ministry of Finance & Treasury, Labour office 

and Immigration department in the Solomon Islands 

 Organize and prepare monthly Payments (NPF, HCC, PAYE) 

 Monitor and Update workers’ compensation records 

 

Employment Preference: 

 Bahomea and Malango region of Guadalcanal Islands 

 Solomon Island National 

 MDB project (World Bank, Asian Development Bank) experience holder 

 HR experience will be an advantage. 

Contact: 

The applicants are required to send a detailed CV with cover letter, educational 

certificates and experience testimonials to hojune.lee@hec.co.kr on or before 18th of 

January. 

Short listed candidates shall be called on for interview. 

For more details on the advertised position, call or visit: Mr. Norman Pitabelama, Admin 

Staff, Contact Number:  +677-747-3122 
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