Job Description

Position Title: Commercial Administrator/Admin Specialist

RIDLARR: 55 & B/ATEUL A

Location: Raffles City Shanghai
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Direct Reports to: Commercial Manager
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Cross Reports to: Senior Business Director
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Department: Commercial Department
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Staff directly responsible for: None
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Office daily Administration works, including but not limited to purchase office stationery,
manage office supplies, daily expense statistics and reimbursement.
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Support to Commercial Manager with different contracts review, modification and negotiation
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Support to Business colleagues and facilitating interactions with other departments
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Project pipeline update and analysis
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Client’s background investigation
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Draft business or commercial department reports
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Prepare Business proposals and tender documents
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File project related documents
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Meeting/Conference/Appointment coordination & arrangement with internal/external teams,

preparing related materials and record meeting minutes when required
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10. Setup new company
FEMIE A A
11. Maintain a good relationship with internal and external departments

5o ] A RN A B T TR R R AFIIR AR

Job requirement:
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Bachelor degree
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Major in English, Marketing, Finance or Law is preferred
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At least 3 year of administrative experience
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Competent user of Microsoft word, power point, excel, Outlook
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Good communication and people skills
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Able to understand how to offer solutions and solve problems, client focused approach to work,
Strong priority setting and be able to manage multiple tasks
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Fluency in written and spoken English
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Willing to work overtime if task is under short lead time & is emergency
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Willing to travel
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