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Aviso de Recrutamento

N.° de referéncia do recrutamento: C032-MLM-2026-E

Cargo: Assistente Administrativo

Tipo: Tempo inteiro

Nimero de vagas: 1

Condicao de acesso:

(a)
(b)

Ser residente da RAEM;

Idade igual ou superior a 18 anos.

Descricao da funcio:

>

>

>

Apoiar no tratamento dos trabalhos executivos de natureza administrativa e
documental do dia-a-dia da MLM (incluindo impressao, distribui¢do, transmissao e
arquivo de documentos, actividades de contacto interno e externo do departamento,
tarefas administrativas quotidianas do departamento, etc.);

Apoiar nas tarefas gerais de recepgao, incluindo atendimento ao balcao e atendimento
telefonico;

Apoiar na redaccdo e tratamento de diversos tipos de propostas, informagdes,
correspondéncias e trabalhos administrativos, etc.;

Executar as demais tarefas que lhe sejam superiormente atribuidas.

Remunerag¢io: MOP16 000/més, com o gozo das regalias definidas pela Sociedade do Metro

Ligeiro de Macau, S.A..

Perfil do candidato:

(a)
(b)
(©)
(d)
(e)

6]
(8

Habilitacdo académica ao nivel do ensino secundario ou superior;

Experiéncia profissional de dois anos ou superior;

Bons conhecimentos de chinés e de inglés, escritos e falados;

Bons conhecimentos de mandarim falado;

Dominio das aplicagdes e ferramentas informaticas de escritorio (incluindo
Microsoft Word, Excel e PowerPoint);

Sentido de responsabilidade, entusiasmo e empenho pelo trabalho;

Capacidade de analise independente, espirito de trabalho em equipa e capacidade
para trabalhar sob pressao.

Factor de preferéncia:

(a)
(b)
(©)
(d)

Habilitagdo académica de licenciatura ou superior;

Experiéncia profissional de trés anos ou superior;

Experiéncia em fun¢des administrativas de escritorio ou na area de aquisi¢ao;
Frequéncia de cursos ou acgdes de formag¢do nas areas de Direito ou

Administra¢@o Publica, ministrados por institui¢des de Macau.
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Métodos de selec¢io: Prova de conhecimentos, entrevista profissional e andlise curricular.

Os métodos de seleccdo acima referidos tém caracter eliminatdrio, cujos candidatos
aprovados serdo notificados oportunamente pela MLM em relacdo a sua participa¢do na
préxima etapa. Quanto aos candidatos reprovados, que se consideram excluidos, ndo serdo
notificados para o efeito.
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English for reference only

Recruitment Notice

Recruitment No.: C032-MLM-2026-E

Position: Administrative Assistant

Employment Type: Full Time

No. of Vacancies: 1

Employment Conditions:

(a)

Resident of the Macao Special Administrative Region;

(b) Adult aged 18 or above.

Job Description:

>

>

>

Assist in the execution of general daily administrative and clerical tasks for the
Company, including the printing, circulation, delivery and filing of documents;
internal and external liaison for the department; routine departmental administrative
duties, etc.;

Assist with general reception duties, including front desk reception and answering
telephone calls;

Assist in drafting and handling proposals, reports, correspondence, administrative
tasks, etc.;

Perform other duties as assigned by superiors.

Renumeration: MOP16,000 per month, with benefits as defined by Macao Light Rapid

Transit Corporation, Limited.

Job Requirements:

(a)
(b)
(c)
(d)
(e)

€]
(2

Holder of secondary school graduation certificate or above;

Possess two years or above of working experience;

Proficient in writing and communication in both Chinese and English;

Proficient in communication in Mandarin;

Familiar with the operation and usage of personal computers and office software,
including Microsoft Word, Excel and PowerPoint;

Have strong sense of responsibility, enthusiasm for work, and commitment;

Possess independent analytical ability, team spirit and the ability to work under

pressure.

Preferred Requirements:

(a)

Holder of Bachelor’s degree or above;
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(b) Possess three years or above of working experience;
(c) Possess working experience in office administration or procurement;
(d) Attended courses or trainings related to law or public administration hosted by Macao

organisations.

Metro Ligeiro de Macau
Macao Light Rapid Transit

Selection Methodology: Knowledge examination, professional interview and curriculum vitae
analysis.
Each stage of the selection process is eliminatory in nature. The Company will notify

qualified candidates in an appropriate manner to participate in the next stage of assessment.
Candidates who do not pass the assessment will be disqualified without further notice.



