[image: Macintosh HD:Users:tfadz:Desktop:MOL_1307_Deliverables:Functional Templates:Letterhead:MOL1307_Letterhead_vFIN_LS Folder:WordVersion:Page1_Header.png]

	[bookmark: _GoBack]JOB DESCRIPTION


Job Title:	Administrative Assistant
Department: 	TW/HK team
Location: 	         Neihu District, Taipei, Taiwan (near the Xihu MRT Station)

Key responsibilities:
1. 提供部門所需資料及支援、跟追案件進度
1. 國內外文件、貨件寄送
1. 行政總務及一般性庶務工作
1. 製作會議記錄並跟進待處理事項
1. 支援公司活動
1. 其他主管交辦事項。
Experience:
1. 熟析電腦基本操作、Excel（含基本公式、VLOOKUP & 樞紐分析功能） 及 Microsoft office等軟體應用。中英文打字 60字以上
1. 能獨立完成工作者，具備良好的邏輯溝通能力與執行力
1. 細心、耐心、積極主動保持良好工作態度
1. 英文 –聽/中等、說/中等、讀/中等、寫/中等
1. 有實際對外、對內溝通經驗，且不怕溝通挫折者佳
1. 歡迎應屆畢業生，有外商行政、業助工作經驗尤佳。
Education:
1. 商學院、生物相關科系佳


About Molecular Devices:
Providing Innovative solutions for 40 years
Molecular Devices makes scientific breakthroughs possible for academic, pharmaceutical, government, and biotech customers. Dedicated to enabling life science labs of the future, where innovative technology and novel research converge, Molecular Devices empowers scientists to advance discovery, driving earlier diagnoses and safer therapeutics for patients. Headquartered in Silicon Valley, Calif., with a footprint around the world, the company’s 1,200 diverse associates are moved by a vision to improve quality of life everywhere.

-Molecular Devices is a life-science technology innovator
Our integrated hardware and software solutions enable automated workflows—from start to finish—for any research application. Whether its cell line development, 3D biology, drug screening—or a combination of the three—our technology maximizes throughput and reproducibility to give researchers more time and greater insights.

 -We’re a Life Sciences company of Danaher Corporation, a fortune 500 global science and technology company
Molecular Devices has been a standalone operating company and brand within Danaher’s Life Sciences Platform since 2010. We work alongside a community of nine fellow Danaher Life Sciences companies, like Beckman Coulter Life Sciences, Integrated DNA Technologies (IDT), Leica Microsystems, and Pall. Danaher’s combined 69,000 associates are united by a shared purpose: Helping Realize Life’s Potential.
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