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Location: Beijing
Starting date: ASAP

About the Company:

Our client is an energy sector company headquartered in Singapore. Its business covers the energy sector
including oil trading, natural gas trading, transportation, shipping, etc., as well as investment consulting and so
on. The positions opened for its company in Beijing are as follows.
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Mission:

o HHEEHMN, #THAEZ, WETHEZHE
Support on the daily calendar of top management team and travel management
o HWESZWHE, XM, RS, WA EREA, UG RERESETAE
Support on the daily meeting, including booking, documentary preparation, minutes, follow-up after the
meeting etc.
o PR RS EET] A VA AT Bl
Provide general coordination and cross-department communication on a daily basis
o UMEHL: HEMET, HRYEHE, SRS
Document translation when needed and file management
o HWIAZATEEHEFSKITAE
Daily support on the administrative matters in the office
o HEZH TAE
Other assigned tasks

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

("‘ CCI FRANCE CHINE
hEHEEI® S

Requirements:

o AEPEPI, BAAR, Figsy Il mENE
Bachelor degree, oversea learning background will be preferred.
o 2KV EEEMBAR
More than 2 years’ Secretary experience will be needed with the same role
o FERHEIHIABWMHWIER, WK Word, Excel 1 PowerPoint
Familiar with Word, Excel and PowerPoint
o HAHILF AT Ui 5 5 RE
Fluent in both written and spoken English
o MMRFEZ, TTELvE, TAEMCo4nEL
Proactive, responsible and pay attention to the details
o HAHRIFHIGIERM, VWIEEEIMIRS =R

Service oriented with good communication and team spirit

APPLICATION :

Please send your resume to: bj-hr@ccifc.org

BHRFBHRIFIBEEMFE: bj-hr@ccifc.org

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
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