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	Personal Assistant to Managing Director m/f

	Huawei is a dynamic and open-minded world-leading telecommunications solutions provider serving 35 of the world’s top 50 telecom operators. Huawei’s products and solutions are deployed in over 100 countries. Over 1 billion people globally are communicating using Huawei’s telecom products and solutions. Huawei has one of the broadest product portfolios in the industry that includes solutions for mobile networks, broadband networks, IP-based networks, optical networks, telecom value-added services, and terminal products. We sincerely invite ambitious ICT and Telecom Professionals to join us and realize their potential with Huawei! For additional Information, please visit us now at http://www.huawei.com/de/


	Key Responsibilities:
	In this challenging position, your responsibilities include:

· Screening telephone calls, enquiries and requests, and handling them when appropriate; 

· Meeting and greeting visitors at all levels of seniority; 

· Organizing and maintaining diaries and making appointments; 

· Dealing with incoming email, faxes and post, often corresponding on behalf of their manager; 

· Taking dictation and minutes; 

· Carrying out background research and presenting findings; 

· Producing documents, briefing papers, reports and presentations in English, German and Chinese; 

· Organizing and attending meetings and ensuring manager is well-prepared for meetings; 

· Liaising with clients, suppliers and other staff; 

· Devising and maintaining office systems, including data management, filing, etc.; 

· Arranging travel and accommodation and, occasionally, traveling with the manager to take notes or dictation at meetings or to provide general assistance during presentations. 


	Qualifications:
	· Bachelor degree or higher in Business Administration or relevant experience
· Minimum of 2 years’ working experience in an assistance function

· Good oral and written communication skills in German, English (and Chinese).

· Good command of Excel, Word, PowerPoint and Outlook.
· Achievement driven, self-confident and effective communicator, open-minded.


	Your 1st contact
	Please send your detailed Resume/CV in English by e-mail to jochen.sturmann@huawei.com , indicating your current salary and earliest start date. 

	
	In order to apply successfully, you must be eligible to live and work in the EU. Documented evidence of the eligibility will be required from candidates as part of the recruitment process.  Recruitment Agencies need not reply.



