
Swiss-Chinese Chamber of Commerce (SCCC) is a facilitator of sustainable economic 

relationships between Switzerland and the People's Republic of China. The Chamber helps to 

establish and develop successful business interactions between Swiss and Chinese companies. The 

SCCC Geneva Chapter is looking for a motivated young professional.  

Office Assistant (2 half days per week, flexible) 

Location: Geneva 

Duration: to be determined 

Start: immediately 

Job Description: 

 Support Executive director in the administrative work. 

 Translate the Website of SCCC Geneva Chapter from French to English. 

 Support the management of the new Website. 

 Support to organize the events, update communication tools, contact with members, 

etc.  

 Handle the basic accounting affairs. 

 Database support: help to managing the member list, follow up on information 

submitted by new and existing members, updating and correcting database for cancel 

members. 

 

Essential Skills Requirements: 

 Good oral and written English (native language), good oral and written French, 

additional language such as Chinese is an advantage. 

 Good IT skills, including Microsoft Office software: Word, Excel, Powerpoint; plus 

Internet skills and social media and WeChat  

 Strong organizational skills with attention to details, service oriented with positive 

working attitude and professional behavior. 

 Any background welcome, students preferred. 

Essential Character Set: 

 Like administrative work 

 Open-minded, quick learner and strong team spirits. 

 Excellent communication, coordination, and analytical skills. 

 Result-oriented, excellent execution skills. 

Compensation & Benefits: 

This internship will be a unique chance to launch your career, giving you an insight into 

various sectors of event organization and the business world in general, and enabling you to 

interact with numerous private corporations and governmental entities, as well as 

professionals with very diverse backgrounds and activities. At SCCC Geneva Chapter, the 

internship positions are unpaid. 

If you are interested in this position, please send your CV, a cover letter, as well as 1-2 

references to Ms GAO Yunfei info.geneva@sccc.ch 

Please be noted that ONLY candidates who have been selected for an interview will be 

contacted. 
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