Malaysian
Philharmonic
Orchestra

Executive (Data & Information)
Department: Chief Executive Officer’s Office
Location: Level 2, Tower 2, PETRONAS Twin Towers, Kuala Lumpur City Center

Requirements:

e Recognized university degree, in related fields
e Minimum 1-3 years of working experience

e Music background is an added advantage

e Proficiency in written and spoken English

e Possess good planning and interpersonal skills

Job Purpose:
Develop and maintain efficient process, system, information, database for optimum utilisation to support business
requirements.

Key Accountabilities:

1. Business Process and System Management

Evaluate and identify gaps in the processes, data flows, systems of Malaysian Philharmonic Orchestra (MPO)
covering artistic management, orchestra management, music education and talent development; provide
recommendations and solutions for more effective and efficient systems and processes in order to achieve
operational excellence.

2. Database Management

Evaluate, implement, and maintain best of arts database system for MPO and Malaysian Philharmonic Youth
Orchestra (MPYO).

Coordinate the creation and maintenance of data including details of guest artists, conductors, agency, and fee
structure, MPO and MPYO musicians, audition candidates etc. for up-to-date and accurate reporting and further
utilization by authorized parties.

3. Schedule Management

Collate and coordinate the distribution of monthly MPO schedule to relevant parties at least one month in
advance.

Affirm instrumentation for each repertoire piece, in consultation with the Library and update weekly seating /
casting template in a timely manner.

4. Evaluation Post Performance with Guest Artists and Conductors

Develop online survey for evaluation of MPO guest conductors and artists. Manage the collation of evaluation
from MPO musicians; tabulate and analyze the survey results for future improvements.



5.

6.

7.

Information Management
o Create and maintain website for MPO musicians to access up-to-date information, including weekly rehearsal
orders, seating, and castings.

e Coordinate the timely update of weekly rehearsal orders, seating, and castings on the appropriate MPO bulletin
boards.

Recording Management

e Act as primary liaison for MPO/MPYO recordings and other A/V productions. Supervise the planning, budget,
logistics, and set-up for recordings. Assist with the recording, mixing, mastering, and editing processes, as
assigned.

Other Duties as Assigned by the CEO
e Plan and execute all other duties as assigned by the CEO.

Generic Accountabilities:

1.

Networking and Relationship Building

e Foster and sustain effective working relationships and rapport with the government authorities, business and
management institutions, national and key industry players and service providers in order to keep abreast with
latest development in the relevant markets and capitalize on insider status and strategic alliances to capture
opportunities for new business ventures and enhance public confidence in the company business solutions,
products and services.

Good Governance

e Enforce the implementation of applicable procedures and guidelines and affect the compliance to statutory and
legislative requirements in order to ensure conformance to the established Limits of Authority (LOA), policies and
government regulations to safeguard company and shareholders’ interest, image and reputation.

Mindset, Behavior & Culture

e Develop and implement distinctive mindset, behavior and culture within the working team to achieve high work
performance by adopting and implementing value interventions, tools and methodologies to promote and instill
high sense of commitment, ownership, integrity and loyalty that will contribute to operational excellence.

Leadership & Capability Development
e Drive the development of competent working team that will enhance and sustain staff capabilities in achieving
high performance delivery to ensure internalization of the right leadership and capabilities in executing their jobs.

HSE Policies and Code of Conduct

e Communicate, interpret, and champion the execution of the objectives and provisions of the Health, Safety and
Environment (HSE) policies and Codes of Conduct and Business Ethics (COBE) within the working team and
undertake appropriate mitigation and/or intervention programs.



Interested candidates are invited to submit a complete CV stating personal particulars, employment history,
qualifications and current salary together with a passport sized photograph.

Please direct your applications via email to the following:

Manager (Human Resource & Administration),
Finance & Corporate Services Department
MALAYSIAN PHILHARMONIC ORCHESTRA
Level 2, Tower 2

PETRONAS Twin Towers

Kuala Lumpur City Centre

50088 Kuala Lumpur.

Malaysia.

Email: career@mpo.com.my

®  Only shortlisted candidates will be notified.
* All applications will be treated in the strictest confidence.
® Closing Date: 31 January 2024


https://petronas-my.sharepoint.com/personal/muknoazlida_dfp_com_my/Documents/Desktop/Recruitment_Proposal/Posting/career@mpo.com.my

