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B4 #R: Operation Compliance Trainee
Reporting to: Operating Compliance Manager
Working Location: Shanghai/Hangzhou/Chengdu/Guangzhou/Beijing

JOB ACTIVITIES /TASKS

- Assist OCT with various routine check and audit.

- Support OCT with daily document management.

- Act as interpreter and translate documents when needed.

- Involve in assigned projects and track progress of projects under the instruction of the OCT Manager.

- Support OCT Manager in activities or meetings internally and externally.

BACKGROUND AND COMPETENCIES REQUIREMENTS

Qualifications:

- Independent, proactive, and self-motivated.

- Excellent organizational, project management and interpersonal skills.

- Excellent judgment as well as the ability to work with extremely confidential documents and information.
- Ability to work under pressure, manage priorities, handle multiple tasks with tight deadlines.

- Excellent communication skills both in Chinese and English.

- Excellent computer skills and proficiency with PowerPoint, Excel and Word.

Education:

- Sophomore or above
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