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Position: Office Assistant - 6 months Internship

Potential permanent contract after 6 months of internship.

About CCIFT:
The Chamber of Commerce and Industry France Taiwan (CCIFT), created in 1991, is a non-profit

organization registered under the Department of Social Welfare of Taipei City Government. The CCIFT
belongs to the worldwide network of French Chambers of Commerce and Industry Overseas (CCl
France International), which consists of 126 Chambers in 95 countries and represents more than

35,000 companies.

The CCIFT specializes in business services to large companies as well as Small and Medium
Enterprises (SMEs). Our members are mostly, but not all, French-invested companies. They represent
all industry sectors, ranging from commodity trading to high-end technology and services. Any
international-minded company wishing to be part of the CCIFT business community is welcome to

enroll.

What we do:
The main purpose of the CCIFT is to develop relations between its members and the Taiwanese

businesses community, facilitate and support trade and investment between France and Taiwan, by

focusing on efficient networking and a wide range of business services.

Our Mission:

- Torepresent and bring together our members' business community in Taiwan and contribute to
its development.

- To be the place of choice for the French economic community to meet and share experiences,
ideas, seek advice, services, contacts, and find stimulation to grow.

- To provide assistance, advice and services to the French companies willing to export to or set up
in Taiwan as well as to the Taiwanese companies willing to develop their activities in France.

- In coordination with other French organizations (CCEF French Trade Commission, etc.), we are
recognized as a French Organization for local economic contacts between France and Taiwan.

Your mission as an Office Assistant:

» General Administration Tasks (30%)
- Phone answering & forwarding
+ Incoming and outgoing mailing distribution
- Meeting room booking assistance
- Payroll and accounting follow up for clients
- Document Management and Archiving
- CRM data entry

TEL: +886 02-27217599 / Fax: +886 02-27519865
14F.-3, No.57, Fuxing N. Rd., Songshan Dist., Taipei City 10595 Taiwan
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»  Accounting (30%)
» General accounting/bookkeeping tasks
+ Invoice preparation
+ Payment request preparation
+ Petty cash management
+ Monthly report preparation
- CRM data entry

>  Business Center Management (two locations) (35%)
- Front desk reception
- Office supplies and inventory management
» Equipment maintenance and repair (supplier management)
+ Business center notice/announcement distribution
+ Quotation inquiry by project
- CRM data entry

>  Supporting Function (5%)
- Event, communication and other activities support
*Your attendance may be required in some evenings or weekends to participate in special

events.

Compensation & Benefits:
- TWD 28,000 / Month or TWD 175/Hour
- Social Insurance coverage
- 4 days paid leaves

Direct Support line: Administration Manager

Skills and Requirements:
- High flexibility to work on multi task assignments & fast learning

- Positive attitude, target and problem solving oriented

- Patient, details oriented and well organized

+ Autonomous, independent yet team player spirits

- Strong written and verbal communication skills in business oriented environment (Native in
Mandarin Chinese, Advanced English required)

- Familiar with MS Office

- Student or fresh graduated preferred

Working Hour: Monday to Friday from 9HOO to 18H00 (3 days minimum per week working days are
negotiable)

If you are interested and fit with the requirements, please send your ENGLISH CV to:
Mathilde LIAO at admin@ccift.org.tw

TEL: +886 02-27217599 / Fax: +886 02-27519865
14F.-3, No.57, Fuxing N. Rd., Songshan Dist., Taipei City 10595 Taiwan




