	项目助理 (Project Assistant)

	At Huawei Technologies, we look for people who share our vision: to enrich live with communication. We are a leading supplier of next generation telecom networks and currently serve 37 of the world’s top 50 operators. Our people are committed to providing innovative products, services and solutions, and understand it as their mission to create long-term value and growth potential for our clients. We currently have a vacancy for Project Assistant in Germany

	Job description
	项目助理  ( 为期4个月)

	Responsibilities
	1. 负责项目培训组织及协调；
2. 培训进度监控及跟踪；
3. 文档管理：制作、分类、归档、保存及销毁；
4. 信息管理：收集、分发及跟踪信息管理：收集、分发及跟踪；
5. 文档管理：制作、分类、归档、保存及销毁；
6. 良好的团队意识，有效执行项目组培训计划。


	Skills/Experience
	· 有办公室助理类工作经验
· 为人责任心强、细心，服务意识好
· 执行力强

	Qualifications:


	· 本科以上（含本科）学历

· 熟练使用德语、英语

· 熟练使用MS Office各常用办公软件

	Your 1st contact
	Please send your detailed Resume/CV in English by Email to Recruiting.EU@huawei.com indicating the position you apply and earliest start date. 

	 About Huawei 


	Founded in 1988, Huawei Technologies is one of the fastest growing telecommunications and network solutions providers in the world, and plays a leading role in the provision of all IP-based FMC solutions. We sincerely invite ambitious ICT and Telecom Professionals to join us and realize their potential with Huawei! For additional information, please visit us now at http://www.huawei.com.


