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Responsibilities &
task

1. Digital assets and data management
 Manage access control to MSAJ accounts (Gmail, SNS, Mailchimp, website etc.).
* Monitor all accounts to prevent breach of data privacy.

2. Social media and mailing management (Facebook, Instagram, Twitter, Mailchimp)
 Manage and grow the association’s social media profiles and presence.
* Plan and schedule upcoming social media content, engage with followers.

3. Website maintenance and development (MSAJ websites, Membership system)
e Assist in the maintenance and updating of the association’s website.
* Ensure the website is user-friendly, up to date, and accurately reflects the association’s activities and events.

4. Analytics and reporting of all digital assets
* Monitor, analyze, and updates on digital data (Ex: Percentage of MSAJ members according to region) for MSAJ reports

and campaigns.
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Current total: 369 members P
Members by Region REGION NO. OF
140 (Total: 369) MEMBERS
120 HOKKAIDO 6
TOHOKU 23
100
KANTO 136
80
CHUBU 56
" KANSAI 98
= CHUGOKU 23
20 SHIKOKU 12

o | - SERESA 15

Hokkaido Tohoku Kanto Chubu Kansai Chugoku Shikoku Kyushu Okinawa

OKINAWA 0
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Members by Sponsorship

JPA-JAD VARA-JAD MARA-KTJ Private Fund Others



Malaysian

Events & ®) Students’
Achievements Association
Japan

1. MSAIJ Career Fair 2024
Manage all accounts and websites for events promotion, engagement.

2. MSAJ Website
Manage to complete the uncompleted functions, update with new information and
came up with new settings and functions to make if more user-friendly.

3. Digital assets (SNS etc)
Manage and control the accounts to ensure smooth delivery of information,
engagement and usage for everyone.
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* Task and management skills
* Teamwork

e Communication skills
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Future improvement

C

1.Task and management

*Make a record for every event/sponsorship/advertisement posted on
mailing and SNS for uniform format.

*Update MSAJ websites and accounts consistently.

*Make a template of guidelines for accounts management.

2.Members engagement

*Make monthly meetings with all members for updates on task
performance.

*Increase communication between members.

*Always update and discuss tasks in group.
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