C‘i CCI FRANCE CHINE
hEEEIAES

Front desk administrative assistant
Location: Shanghai

RESPONSIBILITIES

e Screening incoming calls and greeting guests in a professional manner
WIBRTRE. BEFAE
e Assistant to CEO for the tasks assigned by CEO
SERY CEO i BB IES
e Management of Office supplies
AERM. ARFNER
e Management of couriers and mail distribution
REEEMBRRA
e Drafting company news letter, managing company website and social media account
EERNSHMER, #PR2SENEMEARS
e  Office facility maintenance
NEERREHINERE
e Calculation on all kind of office expense
ITEMREETE B
e Complete the tasks assigned by office manager
ERNAELZLERZ FHEIES
e Assistance for GM in case of any request.
TERAAERZ THETES

QUALIFICATIONS

e College degree or above
REWULEFER

e  Good command of English; written and oral. French is a plus but not mandatory.
MENFRXPEHALFIAGE . FEBZID A LA

e Good communication skills , professional and pleasant phone manner, proactive, and ability to work as a
team member.

EREHNDBINEES, BAGIEREE. TIERRER). sE%EanR0E

APPLICATION
Please send your resume and your motivation letter to: sh-recruitment@ccifc.org
Mail subject: Front desk administrative assistant

With over 10 years of experience, CCl FRANCE CHINE Recruitment Department supports companies in their
recruitment needs and helps candidates find a professional opportunity across China.

To access more job offers, consult ccifc.org


https://www.ccifc.org/services/hr-services.html
mailto:sh-recruitment@ccifc.org

