Position: Outbound Flight Operator
Working Place: Liege Airport
Number of People: 2
Language: English (Basic) / French or Chinese
Working House: Full time / Possible 2 shift
Job Description
1.

Coordinate for the ourbound air shipment information and documents base on the SOP.

2.

Coordinate with airport warehouse and transport suppliers for the outbound flight cargo delivery status and documents.

3.

Communicate with ground handler warehouse onsite team for the outbound ULD build up process and flight cargo manifest.

4.

Preparation for the outbound flight pack and FFM and send to destination airport team

5.

Monitor and problem solve for the cargo and flight operation abnormal

Requirement:
1.

College degree and above

2.

Logistics, International Trading, IT and other related majors are preferred

3.

2 year and above logistics and freight forwarder work experience

4.

Good communication skill and adaptability

5.

Team spirit and self-motivation

6.

Good command of Microsoft Office

7.

Belgian nationality or with long-term residence

Please send CV to lgg-job@pekhongyuan.com
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Position: Inbound Flight Operator
Working Place: Liege Airport
Number of People: 2
Language: English (Basic) / French or Chinese
Working House: Full time / Possible 2 shift
Job Description
1.

Coordinate for the inbound air shipment information and documents base on the SOP.

2.

Coordinate with airport warehouse and transport suppliers for the inbound flight cargo breakdown and transfer instruction.

3.

Communicate with ground handler warehouse onsite team for the inbound ULD breakdown process and transfer status

4.

Register and follow the inbound flight ULD management

5.

Monitor and problem solve for the cargo and flight operation abnormal

Requirement:
1.

College degree and above

2.

Logistics, International Trading, IT and other related majors are preferred

3.

2 year and above logistics and freight forwarder work experience

4.

Good communication skill and adaptability

5.

Team spirit and self-motivation

6.

Good command of Microsoft Office

7.

Belgian nationality or with long-term residence
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Position: Warehouse Operator
Working Place: Liege Airport
Number of People: 2
Language: English & French
Working House: Full time / Possible 2 shift
Job Description
1.

Coordinate and control for the cargo delivery and pick up status in the warehouse.

2.

Cargo transport CMR and POD document control and filling

3.

Warehouse cargo inventory daily check and report

4.

Monitor and problem solve for the cargo and flight operation abnormal in warehouse.

Requirement:
8.

College degree and above

9.

Logistics and other related majors are preferred

10. 1 year and above warehouse operation work experience
11. Good communication skill and adaptability
12. Team spirit and self-motivation
13. Good command of Microsoft Office
14. Belgian nationality or with long-term residence
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Position: Accountant
Working Place: Liege Airport
Number of People: 1
Language: English & French
Working House: Full time
Job Description
1.

Verifying the accuracy of invoices and other accounting documents,

2.

Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements,
expense vouchers, receipts, accounts payable).

3.

Reconciles records with internal business departments or external vendors or customers.

4.

Prepare bank transaction application and operation

5.

Prepare financial statements and produce budget according to schedule

6.

Analyze financial information and summaries financial status

7.

Cooperate with external audits to ensure accounting & tax compliance

Requirement:
1.

Bachelor’s or master’s degree in accounting or finance

2.

Minimum 5 years’ experience in accounting positions

3.

Knowledge of Belgium accounting rules, regulations, policies and procedures

4.

Solid Excel skills and exposure to automated accounting systems

5.

Good communication skill and adaptability

6.

Team spirit and self-motivation

7.

Belgian nationality or with long-term residence
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Position: Executive Secretary to General Manager
Working Place: Liege Airport
Number of People: 1
Language: English & French (Basic), Chinese is plus
Working House: Full time
Job Description
1.

Maintain executive’s agenda and assist in planning appointments, meetings, travel etc.

2.

Attend meetings and keep minutes

3.

Receive and screen phone calls and redirect them when appropriate

4.

Handle and prioritize all outgoing or incoming correspondence (e-mail, letters, packages etc.)

5.

Handle confidential documents ensuring they remain secure

6.

Prepare and record company bills and expenses to accounting department.

7.

Monitor office supplies and negotiate terms with suppliers to ensure the most cost-effective orders

8.

Maintain electronic and paper records ensuring information is organized and easily accessible

9.

Conduct research and prepare presentations or reports as assigned

Requirement:
1.

Bachelor’s or master’s degree in business administration or relative majors

2.

Minimum 3 years’ experience in executive secretary or similar administrative role

3.

Knowledge of office management and basic accounting procedures

4.

Familiarity with basic research methods and reporting techniques

5.

Excellent organizational and time-management skills

6.

Outstanding communication and negotiation abilities

7.

Integrity and confidentiality

8.

Team spirit and self-motivation

9.

Belgian nationality or with long-term residence
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