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                                Commodity Supplies Global Logistics (Shanghai) Co., Ltd

Position:	HR&ADM Intern
Location:	Shanghai
Contact:	Holly Zhu
E-mail:	holly.zhu@commodity.ch

Key tasks & responsibilities: 
· Recruitment support: Assist in posting job openings, screening resumes, conducting preliminary phone interviews, and coordinating interview schedules. Maintain recruitment channels and update talent pool database.
· HR documentation & data management: Maintain and update employee rosters and personnel files, ensuring accuracy and timeliness of information. Organize and archive HR and administrative documents in both physical and digital formats.
· Administrative support: Manage office supplies procurement and inventory. Coordinate with administrative service providers (property management, telecommunications, courier services, etc.) and handle expense settlements. Support meeting arrangements, visitor reception, and general office coordination.
· Event & activity coordination: Assist in planning and organizing employee engagement activities, team-building events, and festive celebrations. Support internal meetings and company events as needed.

Requirements:
· Bachelor's degree
· Internship or work experience in HR or administrative fields will be a plus;
· Proficient in English and Mandarin;
· Proactive, detail-oriented, and self-motivated;
· Strong communication and interpersonal skills with a sense of responsibility and confidentiality;
· Proficient in Microsoft Office suite, especially Excel;
· Able to work under pressure and handle multiple tasks simultaneously;
· Available to work at least 3 days per week for a minimum of 2 consecutive months.
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