
 

 

POSITION 
DESCRIPTION 
 

 
POSITION TITLE:  

 

 
ADVERT TITLE:  

 
  

LOCATION:   MALAYSIA ☐  PHILIPPINES ☒  THAILAND ☐  VIETNAM ☐ 

 
 
ASW COMPANY OVERVIEW  
 
ASW is creating the world’s most talented international family through hiring and growing talent into long-term 

careers with Australian companies. ASW is a recruitment and talent specialist, that partners with Australian 

companies to help them build highly capable international teams.  We enable Australian companies to meet 

their business goals by accessing and retaining premium talent in emerging markets and giving that talent the 

opportunity to grow, learn and develop.  Together we embed international teams into respected Australian 

businesses, both functionally and culturally, to deliver enduring and transparent people solutions.    

THE OPPORTUNITY 
 
Our partner, a leading full-service Australian insurance broker, is looking for a Business Development 
Coordinator to join their dynamic team. This mid-sized insurance broker is transforming the industry, going 
beyond policy placement by deeply understanding clients' businesses, adding value, and delivering tailored 
insightful insurance advice. 
 
In this role, you will support the Strategic Growth and Business Development Team by providing essential 
administrative assistance to drive business growth and enhance team efficiency. Join a company celebrated for 
its innovative approach, supportive culture, and commitment to excellence. If you’re organized, proactive, and 
eager to make an impact, we’d love to hear from you! 
 
KEY RESPONSIBILITIES  
 

• Manage prospective client data and opportunities using the Fortix CRM system.   

• Prepare for new business meetings by researching companies and attendees.   

• Identify and shortlist potential clients from databases.   

• Collaborate with the marketing team to deliver social media content, EDMs, and external 
communications.   

• Develop and refine sales email templates.   

• Oversee sponsorship and association agreements.   

• Assist in team reporting and follow-up actions for prospective clients.   

• Brainstorm and implement new business initiatives and process improvements.   

• Ensure adherence to processes for onboarding new business accounts.   

• Coordinate and participate in monthly New Business Meetings.   
 
SKILLS, EXPERIENCE & QUALIFICATION 
 

• Minimum of 5+ years of experience in a similar business development or marketing field (preferred). 

• Excellent verbal and written communication skills. 

Business Development Coordinator  

Business Development Coordinator  
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• Strong time management, organizational skills, and attention to detail. 

• Proficient in MS Office applications and CRM.   

• Ability to manage multiple projects and meet deadlines. 

• Team player with a strong work ethic. 

• B2B experience and US or Australian industry exposure are desirable. 
 

 
ASW OFFERS 
 

• A diverse, inclusive, and supportive company culture. 

• Competitive remuneration. 

• Opportunity to collaborate and work with global clients and stakeholders.  

• Medical benefits. 

• Great Paid Leave entitlements. 

• Team outings, travel opportunities, company parties/events, and other exciting activities. 

• Exposure to an international environment, working with people across Malaysia, Vietnam, the 
Philippines, and Australia. 

• Industry and role-related training. 

• Ongoing career opportunities. 


