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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. The highly

diversified group operates from over 17 locations in Greater China and serves customers in 15
industries in the machinery and industrial products, healthcare, and retail sectors.
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To support our growth, we are looking for a:
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E-Commerce Intern
Location: Shanghai
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Report to: E-Commerce Manager

Job Description:
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1. Assistance in Daily Operations: Familiarity and participation in daily operational activities of

projects, including sales tracking, inventory management, , etc., to ensure smooth
processes.
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2. Project Documentation Management: Maintaining all project-related documents, including
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meeting minutes, progress reports, etc., ensuring timely updates and sharing of
information.
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Communication and coordination: Supporting various communication needs of the project
team and facilitating interdepartmental coordination. Communication and coordination with
external suppliers, such as TP companies.
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Participation in Project Optimization: Proposing improvement suggestions based on daily
work observations and feedback to enhance project efficiency and quality.
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English translation work for some materials.
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Requirements:
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E-commerce major will be perfect, marketing, international trade, business management
can be secondary consideration.
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The internship period is 2-6 months, at least 3 days per week.
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Conscientious, diligent and good communicator is preferred.
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Technical Skills: Proficient in MS Office/Office 365, especially Word, Excel,
PowerPoint.
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5. Fluent English will be a plus.
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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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