
We are Xyicon, a US-based SaaS company helping solve unique client 
problems in an equally unique way. Our product Xyicon is used by some 
of the world's biggest companies (Prologis, Kaiser, NetJets) to run their 
business.
 

We’re looking for a proactive and resourceful Technical Personal 
Assistant to support our C-level management and the Engineering teams 
at Xyicon. This is an exciting opportunity for someone who thrives in a 
fast-paced environment, finds their feet in ambiguity, and stays focused 
when priorities shift.


About you:

Colombo LK | Full-time
WE ARE
HIRING

Click Here to Apply

Technical 
Personal 
Assistant

Key responsibilities:

Our Sri Lankan team's salaries are pegged to the US Dollar, which 
allows you to be a part of a US company while being based in Sri 
Lanka. So, if you are looking to join a company where you can grow 
personally and professionally, keep reading.

Apply now - Technical Personal Assistant

 Strong ability to write and communicate in English

 A bachelor's degree in Information Technology or Engineering would 
be an added advantage

 You’re willing to learn about the latest and greatest cutting-edge 
technology

 You’re a self-starter and love to work autonomously. You’re able to 
identify gaps and streamline processes with little or no guidance 
from others

 You’re able to always juggle multiple responsibilities with unwavering 
attention to detail

 You have excellent communication skills and are an expert in 
working with MS office packages to the newest systems

 Exceptional organizational skills and impeccable attention to detail.

 You will provide business and administrative support to the C-level 
management and the team

 Assist in creating technical presentations and proofreading technical 
articles

 Provide assistance with the creation of social media content related 
to the company's latest technologies

 Coordinate our C-level management's complex and ever-changing 
diary, ensuring all meeting logistics are taken care of. This includes 
arranging international travel itineraries and bookings

 Act as a primary point of contact for all internal and external 
communications with the management

 Manage, prioritize, and respond to emails on behalf of the 
management by managing their inbox

 Lead internal communications within the team on behalf of the 
management and their direct team

 You’ll own meeting agendas, take notes & actions when needed, help 
the team unpick problems, and keep them aligned and accountable.



Who are we?

https://forms.clickup.com/3358735/f/36g0f-7923/PZFV0YMOAR9W0XSAD8

