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Company Profile
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The Melchers China organization is a member of the globally operating Melchers
Group. Headquartered in Bremen, Germany, C. Melchers GmbH & Co. KG is
privately owned and established its first Asian branch in 1866 in Hong Kong. The
company has been engaged in doing business in Asia ever since.
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Administration & Customer Service Executive
TREEFRBER

Location: Shanghai

TARMES: B

Report to: Business Development Director

TR B R A

Job description:

TAERER

Responsible for administration, front desk operations, and overall service center
coordination. Provides direct client service, spare parts management, and support
to watchmakers and management

BERETOLITE - piEEE KRG LIE - BT PROIRE - EEE
A R BT E TR R 3% -

1. Handle reception duties: Serve as first point of contact for clients and visitors,
greeting clients, answering calls, managing inquiries

HEHR  (EREFFPIEIFAE —HEA > HEES - RHEEE - mH s

2. Manage all administrative tasks for service center operations

BRSO BRI P A T TS

3. Direct client-facing for watch service inquiries and requests

FELREA R %5 P B SR RS s s A oK
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4. Manage watch administration processes and documentation

B R TEURAENI R

5. Provide general after-sales support

st BRIk

6. Provide support to watchmakers and management on daily operations

Re4EERTAIE B TR It H e SR

7. Communicate with aftersales team of relevant brands in foreign countries.
L4 MH R cnhR Y & 12 B R A

8. Manage spare parts inventory and procurement coordination

B L R AT R PRI

9. Coordinate workflow between the technical team

T AL i e P Y AR A

10. Coordinate technical training for brands' POS/boutique staff, {7 ke POS/HE
w8 AR s

11. Participate in special projects as assigned

S BT ECHYR B B2

Requirements:

ERRER :

Bachelor degree or above

AR E

2-3 years of relevant experience

2-3 FEAHR TIEEEER

Good command of both written and spoken English and Chinese, Germany is a
plus

A FEB A SGE RN CIRERE ST
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Proficient in MS office, with good excel skills
#EiE MS Office » Excel {& FH 244k

Effective communication skills with internal and external parties

BB RIS ME YA OB iR

Experience in luxury goods or service industry preferred

EEEJELE AR S ST

Excellent communication and organizational skills

A NG SR AE

Detail minded, systematic at work & proactive

CEEANED - TIF&RE - BB EE)

Applicants are requested to send their CV and expected annual salary to Jojo Zhang
at jojozhang@melchers.com.cn
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