Project Assistant (Internship)

Application deadline: ASAP

Please send your resume and short letter of motivation to:
pm-bj@bencham.org

Project Assistant (Internship)
Starting date: ASAP
Duration: 3-6 months
Allowance: 1,000 RMB/month
Location: Beijing, China
The Benelux Chamber of Commerce, Beijing:
The Benelux Chamber of Commerce’s main objective is to facilitate information sharing between its
members, the Benelux Embassies and other interest groups. We oversee a powerful network of Benelux
companies and professionals, helping them exchange views and experiences on doing business in
China. We obtain this goal through connecting people by organising a wide range of activities and
providing services catered to everybody’s needs. Through an open and personal relationship with our
members, we are able to more easily anticipate our members’ wants and needs.
BenCham has been growing at a steady pace since it was established in 2001 and currently has over
380 members. It contains 3 chapters; one in Beijing, one in Shanghai and one in Guangzhou (Pearl
River Delta).
As an independent, non-profit organisation, BenCham is managed by a small team on full-time
secretariat of both Benelux and Chinese staff a group of volunteers and is guided by an active Board of
Directors. BenCham sustains itself through membership subscriptions, sponsorships and event fees.
Job Description:
The function of the Project Assistant is to assist the Project Manager in ensuring that all the activities
and projects of Benelux Chamber of Commerce in China, Chapter Beijing are executed in a timely
manner, within budget and that they reach the pre-set goals and targets. The internship offers a broad
variety of responsibilities, from preparation of events/projects, promotion and strategy, to the final
execution of these events.
Main Tasks:
Skills:
-

Assisting the Project Manager in organizing, seminars, summits, conferences, InterChamber
networking events and dinners and promoting these activities online and offline.
Assisting on current key projects, ensuring smooth communication between all parties
Attending networking events/exhibitions to promote the Benelux Chamber of Commerce
Establish relations with potential members or partners
Writing and copy-editing communication and marketing materials
Assisting in writing and designing promotional material and spreading this material
Assisting in the production of the monthly newsletter and weekly event update
Assisting with project administration (transparent and accurate)
Strong social skills: outgoing and confident in dealing with members, stakeholders and partners
Excellent communication skills: Proficient in written and spoken English
Fluent Chinese required, both written and spoken
French, Dutch or Luxembourgish language skills are a strong asset
Bachelor/Master degree student
Strong interest in business in China
Skilful in MS office / Photoshop skills are a strong asset
Great organizational skills and a high degree of accuracy
A proactive team player and a self-starter, energetic and presentable
Hardworking and motivated
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Remarks:
This internship will provide you with valuable and substantial working experience. The Chamber of
Commerce offers involvement in various key projects and exposure to a wide range of foreign
businesses and organizations in Beijing. Your responsibilities will be many and broad, which makes this
a perfect learning opportunity.
To work in China requires having a visa. You are fully responsible to arrange a valid visa prior to
your internship with BenCham, this includes all costs involved. Various external factors change
the type of visa required and the documentation/procedures that need to be taken in order to obtain
the visa. BenCham can only provide you advise but can by no means guarantee a valid visa. If a valid
visa cannot be obtained, an internship at BenCham cannot be fulfilled.
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