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About Huawei

Founded in 1988, Huawei Technologies is one of the fastest growing telecommunication and network solutions providers in the world. It is one of the worldwide leading suppliers in the field of Broadband Network (NGN, DSL, MSAN), Mobile Network (GSM/GPRS, UMTS, CDMA), Optical Network, Data Communication, Software and Applications (Intelligent Network). Huawei Technologies experienced a fast growth in the last decade with offices in more than 50 countries in the world and supplied its diversified products and solutions to more than 60 countries including UK, Germany, Spain, France, Italy, Portugal, the Republic of Ireland, Sweden, USA, Russia, Brazil, Peru, Egypt, South Korea, Australia, Thailand and China, etc. We sincerely invite professionals who have rich working experience in IT/Telecom companies to join us and develop together with Huawei. For further information, please visit us now at http://www.huawei.com/

Receptionist in WEU HQ
Job location: Duesseldorf
Main Responsibilities:
· Meeting rooms – Scheduling arrangements as well as room preparation for different needs (meetings or presentations etc.)

· Projectors/Beamer – maintaining (with help from IT), reservation, keeping a log of pick-up and return

· Pool cars – maintaining an inventory of pool cars, documenting complaints from colleagues, etc.

· Incoming courier sending – supporting colleagues with help receiving and distributing incoming mail and packages 

· Outgoing courier sending – Supporting colleagues with outgoing mail and packages

· Stationary for office – maintaining inventory, ordering and distribution of supplies.

· Office facilities – organization of office maintenance and inventory (plus reordering) of supplies. 

· Support projects – providing colleagues with support needed in projects (ex. Contacting suppliers)

· Finance – Preparing invoices (for office supplies) for the finance department

· Support colleagues and guests

· Handling technical support questions from customers – directing the questions to the appropriate colleagues.

· Suppliers – communications and negations with suppliers

· ID Cards / WIN PACK – ordering and distribution of ID cards

· Business cards – ordering and distribution of business cards

Requirements:
The ideal candidate should have a friendly demeanor, organizational skills, fluent English proficiency and multitasking capabilities.

-
Contact info: 
Please send your detailed Resume/CV (photo attached) in English via E-Mail to Recruiting.EU@huawei.com indicating the position you apply, your earliest start date and salary expectation.

Company info:   
Huawei Technologies Duesseldorf GmbH

Am Seestern 24

40547 Duesseldorf 

Germany
Tel. 0049-211 52295 1000
[image: image1.jpg]

[image: image2.png]HUAWEI



