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Company Profile
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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
was founded by Carl Melchers (1781-1854) and Carl Focke in 1806. Establishing its first
Asian branch in 1866 in Hong Kong, the company is engaged in doing business in Asia ever
since.
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Melchers is a global company with a wide range of services and trading know-how in diverse
business areas. The services cover the entire value chain — from product development and
manufacture through sales and retailing to marketing and after-sales service.
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It is our mission to create long-term value through customer-centric and customized
approaches. Rooted in our entrepreneurial mindset and openness, we seize market
opportunities without industry boundaries or predefined constraints.
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To Support our growth, We’re looking for a
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Operations Coordinator

Bt
Location: Dalian
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Report to: Operations Manager
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Job description:
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Bills review and entry of payment requests in the system as required by the payment
applicants
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Follow up on payment process.
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Creating purchase orders and placing purchase orders to vendors based on the needs

of the business departments.
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Follow up the progress of purchase orders to ensure the orders are shipped on time.
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Work closely with freight forwarders and business departments to ensure smooth,

efficient and safe logistics.

HEAO ST ERI TR S G A, BRI IR] R 2 4

Doing the records of all expenses.
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Other operations related matters.
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Requirements:
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1. Bachelor degree or above.
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2. Minimum 2 to 3 years of purchasing, logistics or supply chain experience.
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3. Good command of both written and spoken English and Chinese.
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4. Proficient in MS office, with good excel skills, Power Bl skill is a plus.
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5. Effective communication skills with internal and external parties.
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6. Detail minded, systematic at work & proactive.
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7. Self-management, tasks organization, strong sense of prioritization and urgency, a

drive to get things done and adaptable problem solving.
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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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