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Executive Assistant 
高管助理 

 
 
Location: Guangzhou 
Sector: e-commerce / Luxurious products 
Starting date: ASAP 
Job Reference: CDS-2024-011 
 
 
ABOUT THE COMPANY  
Our client is one of the largest e-commerce sites in China, they are specialized in online discount. They mainly 
sell clothing and cosmetics, but also develops a variety of other products such as small home appliances, toys, 
and daily necessities. 
 
 
RESPONSIBILITIES 

1. 负责与外国品牌商交流的会议翻译与记录工作; 
Responsible for translation of meetings with foreign brands. 

2. 日常陪同上级高管练习英语，并协助处理日常工作； 
Accompanying the superior to practice English and assist with daily work. 

3. 根据业务需要承担出差任务，为团队提供支持。 
Undertake business trips according to business needs and provide support to the team. 

 
REQUIREMENTS 

1. 全日制本科及以上学历 
Bachelor’s degree or above 

2. 十年以上相关工作经验(会议翻译、英语教学、商务经验) 
10 years + related working experience (in conference interpretation, English teaching, business development) 

3. 良好的中英文听说读写能力，如熟悉法语更佳（英语/法语母语者优先）； 
Good listening, speaking, reading, and writing skills in both Chinese and English, familiarity in French would be a 
plus (English/French native speaker preferred). 

4. 对于外籍候选人，倾向于已经在中国境内、已有中国工作经验的候选人 
In terms of foreign candidates, those who are already in China and already have work experience in China would 
be preferred. 

5. 思维活跃，具备国际视野； 
Active thinking and international perspective. 

6. 学习能力强、执行力强、抗压能力强、自我激励。 
Quick learner, self-motivated, strong resistance to compression. 

https://www.ccifc.org/services/hr-services.html
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APPLICATION  
Please send your resume and your motivation letter to: 

sc-recruitment@ccifc.org 
Mail subject : Your name |  Job title - location [Job reference] 
Ex. Your name | Executive Assistant - Guangzhou [CDS-2024-011] 

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

