行政经理(助理)实习生招聘
公司情况：某大型中资金融机构法兰克福分公司/分行。
岗位性质: 
行政助理实习生（全职）
主要任务：

1、 接转电话，收发传真，接待来访客人；
2、 整理存放文档资料，收发管理信件快递，发放公文；
3、 协助完成办公资产、办公用品与杂物的采购、维护和管理，统计行政费用的使用情况；
4、 维护公司日常办公秩序和办公环境，协助定期检查；
5、 领导安排的其它临时性工作。
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1、 德语英语口语流利,熟悉书面往来信函写作；
2、 熟练使用各类办公软件；
3、 工作勤劳认真,善沟通, 学习能力强, 身体健康；
4、 在德国长期居住熟悉环境，有计算机维护经验或者人力资源管理经验，有德国驾照者优先考虑。
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1、优厚的薪酬和培训机会；

2、正式的书面实习合同来保证您的合法权益；
联系方式：
请您将中英文或者中德文简历(附照片)发送到邮箱： frankfurt_branch@bankcomm.de
Administration Assistant (m/f) internship
The Bank of Communications, Frankfurt Branch, was founded in 2007. The parent company in China is one of the country’s leading banks with over 68,000 employees. Over 2.600 branches are operated worldwide, incl. in Hong Kong, New York, Tokyo, Singapore, Seoul, Frankfurt a. M. and Macau. The bank is regarded as a bridgehead for trade between China and Europe and operates the following types of business in particular: National and international payment processing, Overseas trading (export/ import), Lending, Deposit banking, Foreign exchange trading, Cash management, Money transfers

Work Location: Frankfurt, Germany
Job Type: Administration Assistant trainee (full-time)
Job Summary: 

· Daily office work, including reception / office environment maintenance/ office supplies management / conference room management / booking transport, hotel and taxi / post letters / information processing

· Provide administrative support to the department, including checking attendance / payment request / asset management / supplier management and other administrative support work.
· Provide administrative service to ensure smooth operation of departmental daily work
Qualifications:

· Languages: German / Chinese / and/or English 

· Proficient handling of automated office equipment and software (such as WORD / EXCEL / PPT OFFICE, etc.)

· Good communication and organizational skills; dedicated, meticulous and hardworking

· Open character, lived in Germany for some years, familiar with local living environment
· We offer: 
· A great team environment in a casual, comfortable setting 

· Supportive and collaborative teams and company leaders 

· Official internship contract to guarantee your benefit

Contact: 

Please send your detailed Resume/CV in English and Chinese or in German and Chinese by e-mail to Frankfurt_branch@bankcomm.de 
