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Business Development Operations Coordinator
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Location: Beijing
Starting date: ASAP

About the Company:

Building on over 30 years of successful presence in capital markets with over 200 clients and 36,000 users worldwide, this
company has developed an unmatched competence in the design and implementation of integrated trading, risk
management, processing and clearing solutions for buy- and sell-side financial institutions, corporations and utilities
located across the globe.
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The Role:

e The Business Development Operations Coordinator is a role to ensure operational excellence and seamless execution
of business development initiatives.
WS HRIZE hE RIS SRR SR HINEHE SFFTERT.

e The team works closely within the business development team, providing them with necessary resources, data and
tools to effectively manage their day-to-day activities.
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e The primary goal is to maximize sales effectiveness and support the overall operations of the business development
team.
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e Additionally, the team collaborates with various internal stakeholders to ensure all relevant processes are streamlined
and efficiently executed.
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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
https://www.ccifc.org/services/hr-services.html
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e The business development operations team leverages best practices, tools and data-driven processes to monitor the
execution of sales plans and provide valuable business intelligence for informed decision making.
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¢ You will collaborate closely within the business development team and other internal stakeholders to streamline the
business operations processes, drive operational efficiency and improve productivity.
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e More specifically, your missions will be:
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Missions:

Sales operations:
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Receive and review client questionnaires and RFls, centralize them within a dedicated system, assign questions to the
corresponding teams, and manage timelines.
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e Regularly follow up with internal teams to ensure timely completion of responses, resolving potential delays, and
escalating urgent matters when needed.
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e Provide support to the business development team by ensuring accurate and up-to-date information is available to
in a timely manner.
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e Support for all teams involved in sales activities: presales assistance coordination, meeting preparation and
coordination, data gathering and coordination.
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e Assist in writing documentation on key processes capturing procedures, guidelines, and best practices to ensure
consistency, efficiency, and compliance across teams.
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Credit Control:
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e Maintain our client APAC credit policy & procedures to ensure compliance to group policy and adoption of best
practice taking consideration of local business environment.
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Review the order to cash process and ensure no obstacles/flaws to hinder timely collection and collectability.
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Regular statement of account status reports for internal management review, and highlight to management issues
and problems and propose solutions.
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Work with Legal department for any collection effort through legal procedure.
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Processes optimization and increase productivity.
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Handling customer complaints, including investigations and submitting report.
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To work closely with Finance/Sales Admin team to ensure the accuracy of AR status at any point.
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Other duties as assigned.
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Requirements:

Bachelor’s degree in business administration, or a related field.

THEESEXEZWFTFAL

Minimum two years administration and coordination experience, any customer facing activities experience would
be a plus.
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Proficiency in utilizing, and willing to learn a variety of tools to support business operations, such as CRM, ERP...
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Excellent communication skills in English, both written and verbal, with the ability to convey complex information in
a clear and concise manner.
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Strong organizational skills and the ability to manage multiple priorities and deadlines effectively.
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Good negotiation and coordination skills.
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Ability to analyze data and provide valuable business intelligence.
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e A proactive and passionate approach to work, with the ability to independently seek information, solve complex
problems, and deliver results in challenging situations.
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Our client offers competitive remuneration package and comprehensive fringe benefits including medical and life
insurance to the right candidates.
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Application:

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