73
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PEHEBAI®S

H&JpBhE
GMO Assistant

Location: Shenzhen

Sector: Marketing, Communication, PR
Starting date: ASAP

Job Reference: CDS-2024-005

ABOUT THE COMPANY

Established in the 1960s, our client pioneered the street furniture concept and is today leading worldwide outdoor
advertising company. Our client entered China market in 2005. The Company’s businesses now span in 12 cities across
China, including Hong Kong and Macau, focusing on metro, bus, airport media and street furniture, providing a
comprehensive and diverse range of advertising media products and services to help customers reach over 171 million
China urban population each day.

RESPONSIBILITIES

1. ARPEDNEBETHRIE, SREAREDMEN, SWEEBRSWCE, BT ESRHHEXANE
SUeEE, AMEREIEEIRTHIRE AR RAIRE, hEITeRUd Iz,

s,

Be in charge of daily administration work in GMO including receiving and sending documentations, booking
stationery, preparing meeting, completing meeting minutes, preparing for important events reception, collecting
information related to landlord and market, applying for reimbursement of the company car, integrating the
attendance of driver, dealing with business trip arrangement of GM and his reimbursement and assisting to fulfill

some Chinese-English translation work.
2. REXTHAARRE, BERFEFNSIEERTHE.
In charge of office stationary purchase and reception of visitors.
3. TRSEMSRINIEGE, BRHKBITESRARBSFEEN M, GF6R, HERNE, BES
EXHE, HREFRAERENHMT, 1IER.

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
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hEEEIAS

Accomplish communication with other departments, receive and send out all relevant documentations that involve
GM'’s signature and company chop, including contract, sales quotation, and company chop application etc. to assure

the signature and company chop procedure is implemented and recorded.
4. ARBEDRIHIAE, 7.

Be in charge of classing and storing GMO documentations.
5. SERSEIRELAR SEEIERTHRIE M T(E,

Fulfill other ad-hoc tasks assigned by GM and GM Assistant.

REQUIREMENTS

1. AR, KEANFEEKERULE, HEEEE)UKE,
Bachelor Degree, CET-6 and above level, preferable TEM-4/8.
2. BMTBEENTIERERNRFEROREN, RIFFNESHNEH, BT EE&.

Independent work thinking ability and problem-solving ability. Good organization ability of language. Good at

communication.
3. A0, T, BSRESHUTAORIIERIER, BERMERIR,
Careful, patient, strong implementation ability to missions and sense of responsibility, teamwork consciousness.

4. BRMERTIFHE

Abide by the work arrangement of superior.

APPLICATION
Please send your resume and your motivation letter to:
sc-recruitment@ccifc.org

Mail subject :
Your name | GMO Assistant - Shenzhen [CDS-2024-005]
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helps candidates find a professional opportunity across China.
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