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As the Driver/Admin for our friendly Shanghai office, your role will consist of two key
responsibilities. The first is supporting our team as well as the entire China region with
general operational and administration duties. These duties will be varied and are key to
running a busy office including managing office supplies, maintaining the office
environment, banking, customs clearance, supporting events and functions, undertaking
special projects, and office management.

The second involves being the dedicated Driver for the office. This involves looking after
our car schedule and studying the routing for each appointment to ensure our colleagues
arrive at their appointments safely and on time. You will also be responsible for the
condition and paperwork of the office vehicle.



You will spend approximately 60% of your time on operational and administration duties
and the other 40% as the dedicated Driver.
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You will possess sound organisational skills and have an open and willing to learn mindset.
You will also need to have fair English (written and oral) communication and listening skills
as well as the following:

o Afull driver’s license without infringements and at least 3 years driving experience

e Knowledge of driver protocols and safe and smooth driving skills

e Ability to estimate travel time and select least congested routes, knowledge of
using a vehicle navigation system and smart phone

e Ability to manage priorities and organise timetables

e Solid knowledge of MS Office suite and be comfortable with technology

e Experience providing efficient and effective customer service and administrative
support
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