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+ Provide secretarial and clerical tasks of all kinds;

+ Assist in daily operation by providing general administrative support;

+ Prepare presentations or any other reports such as meeting minutes, documents translation
and proposals;

+ Assist to schedule and remind all the meetings, appointments, and project deadlines.

+ Assist on any ad hoc or special projects as assigned.
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+ Software development, programming and debugging;

+ Analyze technical requirements and build firmware module designs;
+ System maintaining and customer supporting;

+ To use and integrate usual API;

* Deal with JSON, RESTful dat.
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+ Install, set up, upgrade, maintain various kinds of IT devices, and take inventory;

+ Manage and control Server, Firewall, Internet, Mail System and Virtual Machine;

+ Manage and monitor internet devices opeartions;

+ Answer all the requests and inquiries of users;

+ Write, transcribe, and record operation, application manual, and flow chart, analyse data and
give reports;

+ Design and implement action plan and workflow to tackle problems and breakdowns
shortly;

+ Understand and control IT costs and provide services according to the terms of the signed
contract, and report to manager if there are any add-ons or other requests that stray away from
the agreed budget.
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+ Responsible for all kind of graphic design works;

* Propose the design cases according the company’ s brand and the marketing demand.
+ In charge of advertising material’ s design and making;

+ Follow up the late stage branding design as well as the offline graphic design.
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