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#Community Executive (Customer Services)
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PN1=] Job Description

Requirement

1) Greet and provide exceptional customer service to Host company members, visitors,

Diploma 0|42 5t2]

guests.
Community 2) Respond customer service-related queries/ re.quests.from clients/ visitors/ guests over
Execytive various channels (e.g. at the centre front desk, via emails or calls)
(Customer 3) Assist with Host company members move in, move out experiences (e.qg., setting up a
: studio, handling necessary studio reinstatement works)
Services)

4) Assist with day-to-day operations of company centre to ensure a satisfied staying /
working experience at Host company-working spaces
5) Follow internal SOP to complete some related administrative work
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