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Working at Melchers 7EZE & T4E

We give major importance to mutual respect and tolerance in any relationship,
regardless of the person or position. Our flat hierarchies allow for quick feedback
and access to management. Our low staff turnover reflects our reliability and
stability as an employer. In order to drive success, we work with annual objectives
for each staff member and operate in an environment of providing feedback and
seeking continuous improvement from all teams and employees.
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As part of our team, we offer the opportunity to gain practical experience in a
dynamic working environment and to gain insight into the operational processes of

our company. We are looking for a:
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Trainee — ShowCase
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Location: People’s Square in Shanghai
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Report to: Administration and Technical Executive & Director of Operations
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Job description:
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1. Project Support Operations: Including but not limited to researching, organizing,

and archiving materials to ensure the accuracy and completeness of project

information.
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Clerical Work Handling: Such as preliminary translation and proofreading of
textual contracts (both Chinese and English), preparing and submitting order
requests, and written communication with clients and suppliers.
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Assistance in Daily Operations: Familiarity and participation in daily operational
activities of projects, including inventory management, logistics tracking, etc.,
to ensure smooth processes.
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Project Documentation Management: Maintaining all project-related
documents, including meeting minutes, progress reports, etc., ensuring timely
updates and sharing of information.
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Administrative & Coordination Tasks: Supporting various administrative needs
of the project team and facilitating interdepartmental coordination.
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Participation in Project Optimization: Proposing improvement suggestions
based on daily work observations and feedback to enhance project efficiency
and quality.
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Requirements:
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1. Education Background: Graduate student (in pursuit of a degree), majoring in
Business, Logistics Management, International Economics and Trade,
Operations Management, Business Administration, or related fields.
Preference will be given to those with an interest in project management.
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2. Language Ability: Excellent oral and written communication skills in both
Chinese and English, capable of fluent contract translation and business
communication in both languages.
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3. Technical Skills: Proficient in MS Office/Office 365, especially Word, Excel,
PowerPoint, and Teams.

HARFRE: Ki@EMS Office/Office 365, Jut &Word. Excel. Powerpoint.

Teams.

4. Thinking Ability: Possessing outstanding critical thinking and problem-solving
skills, able to quickly adapt in a fast-paced work environment and find effective
solutions.
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5. Work Attitude: Proactive, highly responsible, able to work independently and
meet deadlines, with good teamwork spirit.
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Traineeship
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*  Full-time or part-time traineeship.
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*  Preferable 6 months (but flexible)
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*  Working student at least three days a week
MEAEDTIE=R

*  Open to travel within Shanghai to other business sides
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Applicants are requested to send their motivation letter, CV, and expected annual

salary to Jojo Zhang at jojozhang@melchers.com.cn
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