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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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Operations Coordinator
BEWR (k%)

Location: Shanghai
Report to: Operations Manager
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Job description:
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1. Responsible for the preparation, review and processing of customs
declaration, inspection and related documents for import and export.
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2. Handling enquiries and reviews from customs and tax authorities as well as
disputes over import and export goods.
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3. Coordinating and communicating with customers on specific processes,
solving customers' problems and relevant policy updates.
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Understand and grasp the relevant policy information in time; and
communicate the relevant information notification to the collaborating
departments.
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Coordinate communication and co-operation with customs, logistics, freight
forwarders, warehouses, business units, operations, accounting to ensure
smooth, efficient and safe logistics.
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Ensure that the import and export business is in line with relevant laws and
regulations and the company's internal processes.
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Continuously optimize the process to improve the efficiency and accuracy of
customs clearance and reduce the risk of business operations.
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Bills review, enter payment applications in the system according to the
requirements of payment applicants, and follow up the payment process.
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Produce purchase orders according to the needs of business departments
and issue POs to suppliers.
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Follow up the progress of POs to ensure that the orders are shipped on time.
PREFRIGIT BB, BRARIT gy R Tt .

To make registration of all expenses.

T % T3 A AL

Other operations related matters.
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Requirements:
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College degree or above, international trade, logistics, customs clearance and
other related majors preferred.
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With more than 2-3 years of experience in import and export customs operation,
familiar with import and export process, familiar with customs declaration and
inspection process and documentation system, proficient in the use of single
window and electronic port system.
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Familiar with customs HS code, Incoterms, import costing, commodity
inspection, claims and relevant laws and regulations.
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Good communication and coordination skills and sense of responsibility, strong
analytical and problem-solving skills, able to independently deal with complex
issues and adapt to strong work pressure.
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Responsible, rigorous work attitude and good service consciousness.

A PR TR S RN R I 55 =R

Mastery of business English, good English reading and writing skills, able to deal
with English documents and communications, excellent spoken language is
preferred.
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Proficient in the use of office software, such as EXCEL, WORD, etc..
A A, a1 EXCEL. WORD %,
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8. Proactive sense of constantly updating skills knowledge base and focusing on
the collection of relevant government policies.
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9. Effective communication skills with internal and external parties, attention to
detail, working systematically and proactively.
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10. Self-management, task management, strong sense of prioritization and urgency,
motivation to complete tasks and problem-solving skills.
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Applicants are requested to send their CV and expected annual salary to Jojo Zhang
at jojozhang@melchers.com.cn
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