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Kindly send your latest Resume with copy of certificates to:

HUMAN RESOURCES DEPARTMENT (Attn: HR Talent Acquisition)
PENANG PORT SDN BHD (HQ)
LEVEL 5, 5130 TERMINAL PENANG SENTRAL
JALAN BAGAN DALAM
12100 BUTTERWORTH
PULAU PINANG

or email us at recruitment@penangport.com.my by/before 10th November 2025.

ROLES & RESPONSIBILITIES:

1. Prepare and finalize contract documents (LO, TA, SLA), including obtaining legal advice when
necessary to protect the Company’s interests.

2. Ensure all contract documents are finalized, executed, and stamped by tenants or sublessees to
safeguard the Company’s interests.

3. Ensure tenants and sublessees comply with all contract terms to prevent non-compliance issues and
potential losses to the Company.

4. Enforce all requirements in the contract documents, including payment of deposits, utilities, and
submission of necessary documents.

5. Provide accurate and timely data for outgoing payment charges (e.g., quit rent) to the Billing Unit,
Warehouse Services, to prevent company losses.

6. Ensure proper refund of deposits to tenants or sublessees after contract termination or expiry,
confirming no arrears or outstanding issues before premises handover.

7. Ensure high utilization and continuity of tenanted areas by issuing renewal notices before tenure
expiry and confirming tenants’ renewal or surrender decisions to sustain Company revenue.

8. Investigate and resolve tenant or sublessee complaints, obtaining legal advice when necessary to
protect the Company’s interests.

9. Act as ISO Quality and Risk Management System Coordinator for the Warehouse Services Section,
ensuring all relevant documents are organized, reviewed, and updated on time to prevent non-
compliance.

REQUIREMENTS:

1. Bachelor’s degree in Property Management, Business Administration, or equivalent.

2. Minimum 5 years of relevant working experience; experience in property commercialization is an
added advantage.

3. Proficient in SAP system and Microsoft Office applications (Word, Excel, PowerPoint).

4. Strong writing, communication, and interpersonal skills.

5. Confident, result-oriented, and equipped with strong negotiation skills.

6. A persistent and goal-oriented team player with strong responsibility and collaborative skills.

EXECUTIVE, WAREHOUSE
(COMMERCIAL DIVISION)
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