
BIOMETRIX SINGAPORE Administrative Staff position 
 
Biometrix Inc. requires Administrative and management support relating to the operation of Biometrix Singapore. Areas 
of focus in our Singapore operations [ 1)  Clinical Research Project Management; 2)  Subject/Panelist Recruitment ; 
3)  Business and Technology Development; 4) Regulatory Services] 
Support personnel and management in our Singapore and US offices. Work closely and be in daily contact with 
Administration in Biometrix (San Francisco, US) headquarters. Person will be an extension of the US office.  
(a)         Performs administrative duties for the office. Responsibilities may include screening calls; managing calendars; 
making travel, meeting and event arrangements; preparing reports and financial data; training and supervising other 
support staff; and customer relations. May also include maintenance, custody and supervision of Biometrix's business 
records, papers and documents, ledgers, journals and reports, and the preparation, distribution and recording of all bills 
and statements for professional services rendered by Biometrix.  Staffing duties (recruitment and hiring of staff, both 
permanent and temporary/on-call). You will work with US staff to determine where the needs are. It will be your job to 
find and recruit these candidates. 
Provide administrative support to Biometrix’s Global (Asia) Business and Technology Development Coordinator. May 
often be the link between this individual and the US office AND this individual and potential clients.  
Provide support to the Clinical Research Manager. Assist with the recruitment of Study panelists/participants. Find, 
develop and execute new resources for subjects. Create relationships with research public and private sectors, agencies, 
institutions, individuals and establishments to identify and establish possible partnerships and/or acquisitions that will 
give Biometrix immediate access to at least a 100,000 person active database with relevant and applicable clinical trial 
participants. Ensure that the resources of the organization are able to produce quality services and products at the right 
time and cost, and that the customer expectations and requirements are met. 
(b) Handle dealings with Landlord(s) for Biometrix Singapore office(s).  
(c) Biometrix financial deposit, bookkeeping, payroll, tax matters, accounting services and all revenue of Biometrix 
will be handled by an independent professional book keeping and accounting group. May occasionally work with the 
outside bookkeeping and accounting group.   
(d) Supervision and coordination of the day-to-day, non-clinical business aspects of Biometrix in Singapore.  
(e) The provision of all equipment and office supplies required by Biometrix   
 May include all necessary electricity, heat, water, uniforms, forms, telephones, medical supplies, office supplies, 
postage and duplication services, provided, however, that all such supplies acquired and services shall be determined to 
be reasonably necessary in connection with the day-to-day operations of the Biometrix. Manage relationships with 
Vendors.  
(f) The preparation and filing of all forms, reports and returns requirement by law in connection with 
unemployment insurance, workers' compensation insurance, disability benefits, social security and other similar laws 
(excluding personal or corporate income or franchise tax forms of Biometrix or Biometrix' s employees or contractors) – 
this may be handled by independent professional bookkeeping and accounting group. May occasionally work with the 
outside bookkeeping and accounting group. 
(g) Reception, secretarial and transcribing services and the maintenance of records.  



(h) All advertising, marketing and promotional activities conducted on behalf of Biometrix, provided that shall 
consult with Biometrix  prior to implementing any new advertising, marketing or promotional activities and Biometrix' s 
approval shall be required before implementation which approval shall not be unreasonably withheld and shall be based 
on compliance with standard practice and ethical considerations. 
(i)      Vendor/Consultant/Contractor/Off-site Employees Management: You will also be responsible for locating and 
monitoring vendors and inside/outside consultants/contractors we engage for various projects. You will keep track of 
the progress of their work and submit daily update reports to management. You will also research and submit 
vendors/consultants/contractors for other upcoming projects to management. 
 
(j)       Point of contact when scheduling meetings and appointments with Singapore individuals and organizations when 
Biometrix CEO/President is in Singapore office. Follow up on meeting outcomes.  
 
Preferred Requirements: - 3 to 5 years of experience in office administration working in a small office, or from a larger company but able to implement on a smaller scale. - 4 year college degree in Biological Science preferred. Other fields (Business, Marketing or Social Sciences) may be acceptable based on experience. Must have post-graduation job experience.  - Experience working in a CRO, clinical research, regulatory, technology, marketing research or cosmetics environment preferred.  - Experience working in the local Singapore branch of a US (or other foreign) corporation is a plus! - Strong knowledge on Microsoft Office software (e.g. Word, Excel, Google Docs). - Strong computer abilities and database skills. - Marketing and customer service skills. - Ability to adjust to fluctuating workloads and priorities. Multi-tasking skills are a must. - Meticulous attention to detail. - Sensitivity to confidential matters is required. - Must be stable and reliable and possess excellent work ethics. -  Positive attitude and problem solving skills. - Must be able to operate in a team setting, and display leadership skills as well as sensitivity and understanding of international cultures in a global, multi-ethnic environment.   
Please forward resumes to Marita Em or Jennifer Lee (Biometrix US / San Francisco) at mem@biometrixinc.com or 
jnglee@biometrixinc.com 
 
 
     
(Rev. 2.2016) 
 


