
 
 

 

Job Description 

General Administrative Intern   
 Job grade: n/a 
 Job code:  n/a 
 Report to: HR & Engagement Manager   
 Manages: n/a 
 Department: Human Resources   
 Profit centre: AATC Bangkok 
 Revision date: August 2019 

Duties in Respect of CMS: 
• Administration 
• Health and Safety 
 

Overview  

The AATC Genera Administrative Intern will act as the point of contact for all employees, providing 

administrative support and managing their queries. Main duties include preparing regular reports and 

organizing company records in the most effective and efficient manner in accordance with company 

policies and procedures.  

 

Main activities and Job Functions  

• Maintain and update company databases  

• Organize a filing system for important company document  
• Update company policies as needed  
• Maintain a company calendar and schedule appointments  
• Prepare reports and presentations with statistical data, as assigned 

• Schedule in-house and external events, as assigned  
 

Experience, Knowledge and Skills Required 

• Proficiency in basic business applications such as Microsoft Office 
• Must be able to work collaboratively with all colleagues  
• Problem-solving abilities 

• Detail oriented  
• Work well under deadlines  

 

NOTE:  This job description is not intended to be all-inclusive. It is designed to indicate the general nature 
and level of work performed by employees within this classification. It is not designed to contain or be 
interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of 
employees assigned to the role.  The employee may perform other related duties as required negotiated 
to meet the ongoing needs of the organisation. 

 

 

 



ASIAN AVIATION TRAINING CENTRE LTD. 

Founded in 1996, AATC, an EASA ATO is a Thai registered company and a provider of both pilot and maintenance 
training. 

Situated within easy reach of Bangkok Suvarnabhumi International Airport, our training facility offers a modern 
training environment. Our ATR42/72 simulators are independently qualified Level D by EASA under JAR-FSTD-A for 
4 aircraft versions 42-300, 42-500, and the 72-212A (72-500) and the 72-212A and 72-210E is Level D approved by 
the Thai DCA. The ATRs have also been Level D approved by amongst others, Vietnam, Botswana, India, Malaysia, 
New Zealand, Australia, Bangladesh, Nepal, Philippines, Rumania, China, Oman, Pakistan, Philippines, South Africa, 
UAE, PNG, Tanzania and Myanmar authorities. 3 full mock ups, configurable to all ATR 42/72 versions are also 
available. 

The ATR 72-600, both A320 & A330 simulators are qualified Level D EASA under CS-FSTD(A) and by the Thai DCA and 
have also been Level D approved by various authorities including Cambodia, Fiji, Hong Kong, Lao, Philippines and 
Vietnam authorities. Mock ups of all Airbus types are also available. 

Classrooms, briefing and debriefing rooms, EASA approved Flat Panel Trainers (FPT) are also available.  

AATC operates 24 hours a day, 365 days a year providing training facilities and services to over 70 airlines from all 
parts of the world. 

 


