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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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HUB/DC - Operations Coordinator
HUB/DC- Eiz thif

Location: Shanghai
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Report to: Operations Manager
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Job description:
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This role will be responsible for the daily operations and management of the Non-
Bonded Distribution Center (DC), Bonded warehouse (HUB), for a leading
German toy manufacturer.
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1. Coordination role and window contact to all relevant parties (internal,
external, brands)
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2. Bills review, costs control
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Handle full set Import /Export shipping documents (e.g. Invoice, Packing List,
B/L, out of CCC list application), work with customs brokers to carry out
customs declaration, paying duties by using Single Window, customs
inspection on site, etc
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Working closely with forwarders and clients to ensure smooth, efficient & safe
flow of import/export goods
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Inventory management, warehouse performance management
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Record and monitor daily operation volume, report quality issues, forecast ear
tag operation process lead time.
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Arrangement of processing plan, rational allocation of resources, on-time
completion of processing tasks
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Escalation point for logistics issues, i.e. wrong delivery, wrong labels etc.
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Assist to translate for remote machine fixing between Germany and HUB
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Conduct HUB and DC monthly operation report, debit note etc.
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Optimize processes, improve productivity at the HUB, reduce production
costs
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Weekly meetings with the German logistics department to report on the work
of the HUB
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13. Monthly meetings with all relevant German departments to report on the work
of the HUB and DC
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14. Other operations dept. related matters
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Requirements:
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Bachelor degree or above
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Minimum 3 to 5 years logistics, supply chain experience, preferred with Key
account operation service side
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Good command of both written and spoken English and Chinese, Germany is a
plus
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Proficient in MS office, with good excel skills, Power BI skill is a plus
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Effective communication skills with internal and external parties
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Detail minded, systematic at work & proactive
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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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