Position Title
:  Administrative (Procurement) Assistant (Guangzhou)
Department
:   Sourcing and Procurement
Based in
:   Guangzhou
Reports to
:   Manager, Sourcing (Guangzhou) 

Description
As part of Theme Parks and Resorts Sourcing and Procurement, the Administrative (Procurement) Assistant will be a part of a team responsible for managing the information of sourcing and quality control in China to support sourcing needs in our various Theme Parks and Resorts worldwide.
This position requires excellent language skill in both spoken and written English/Putonghua as the individual will be responsible for interfacing with his/her business colleagues in US/Europe/Asia and local suppliers in China. The individual has to be diligent in documenting and supporting the team members in identifying suitable source of supply for various types of commodities used in theme park and hotels, developing vendors, driving product and services solicitations and taking responsibility for the Vendor relationship.  The individual has to be self-motivated, possess drive, enthusiasm and be a team player.
Key Accountabilities
· Coordinate and update calendar for the team locally and overseas including appointments, meetings, visits and travels
· Build filing system and file all necessary documents in hard copy and soft copy for working documents including SOP, Corporate Policy, Leave record, Conference call record, Gift record, vendor survey form, site visit report, MOU & FAMA, Purchase Order, legal documents, meeting agenda etc.

· Solicit general information from potential vendors and update the information strictly in the Vendor Data Base on time according to the updates from each team members on regular basis

· Co-ordinate logistics for team players on business 
· Co-ordinate the delivery of samples to internal and external stakeholders

· Collect the Tradeshow information all over the world

· Be a casual buyer to purchase stationeries, business name cards and office necessities

· Support and monitor the Travel & Expenses reports

· Ensure compliance to corporate, local statutory and regulatory requirements.  

· Demonstrate exemplary integrity and ethics in all instances
Critical Skills Required
Core Skills:

· Good command in written and spoken English & Putonghua.  Ability to speak Cantonese is a plus.

· Proficient in MS software, like Excel, Word, Power point and PC skills

· Extensive administrative assistant experience in China, preferably with foreign owned companies solid experiences
· Demonstrated ability to collaborate in a team environment

Industry Knowledge:

· Experience with SAP or other ERP a plus
· Office Automation certification or Secretary certificate is plus
Specific Requirements:

· 1+ years administrative assistant experiences
· University Degree in Business, English, Secretary administration
· Internal/external business consulting experience desired
Other Requirements:
· Willingness to travel (mostly within China)
· Proven integrity record
