Executive Assistant

RE B

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 committed to providing high-quality, in-
trend products with good value to customers.

RESPONSIBILITIES

1 WRIEEE RN NKF EHIpR M, $lE FHER R LSRRI S
Develop and implement an English teaching and coaching plan based on the executive's personal level, common
scenarios, and time availability.

2. SEET BIINES S, WEEERTTIEEAKE
Conduct targeted English practice sessions with the executive to help him improve his English proficiency.

3. DB AT ISR M TE, S5 m e IOENIE S £ SIS TR AL . SME T (EYREN
Py 5 a5
Assist the executive with English-related tasks, including participating in or leading English-dominant meetings,
handling English documents, and hosting and communicating with foreign colleagues.

4. FEIRIFG S5 220K, O 2 WU AR R ST AL BE

Accompany on business trips, providing on-site interpretation and handling related documentation.

REQUIREMENTS

1. EHHAER L B
Bachelor’s degree or above.

2. THEUEMXRTAERR (EEHE . SRR BEE%) ;
10 years + related working experience (in English teaching, conference interpretation, business development).

3. RIFMPIECT SRS e/, WAGEIEEEE GUB/EERREERL)
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. AN N TR TR E S, A ER TAERE
Foreign candidates with a good understanding of Chinese culture and customs and working experience in
Chinese companies would be preferred.

5. BYEEER, AR

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

Active thinking and international perspective.
6. FIREJIE. PAT IR, PR IR, B IRBEU

Quick learner, self-motivated, strong resistance to compression.

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]

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:sc-recruitment@ccifc.org

