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Internship Opportunity — PMS Administrator
Optimum Ship Services Ltd is seeking a motivated candidate for a Planned Maintenance
System (PMS) admin opportunity to assist with the following:

e Assist in maintaining and updating the Property Management System (PMS)
database with accurate guest, reservation, and operational information.

e Support daily administrative tasks related to PMS operations, reporting, and system
documentation.

e Coordinate with different departments to ensure smooth system usage and timely
resolution of data discrepancies.

e Help generate operational reports, analyze basic data, and monitor system
performance and user compliance.

e Provide technical and administrative support to staff using the PMS platform,
including troubleshooting minor issues.

e Perform other administrative duties and special projects assigned by the supervisor
to support hotel/property operations.

Ideal candidates are students of Marine Engineering or Naval Architecture with strong
communication and organizational skills, attention to detail, and an interest in shipping
operations and project management. Good knowledge of English and MS Office is required.
This internship offers valuable exposure to the shipping industry and hands-on involvement
in technical and operational processes within a dynamic maritime environment.



