SmithStreetSolutions
y 20 Jinchuang Road, 10th Floor
) Yangpu District, Shanghai
PRC 200433

Document Production Associate (Job Code: DPAQ7)

Introduction

SmithStreetSolutions is a newly-established Knowledge Process Outsourcing firm with
offices in Shanghai, New York and Nanjing. We are looking for smart and motivated people
who are looking for a good place to develop their career. We want team-players who will
help us create a multi-cultural business that is successful and unique.

Production Associate at SmithStreetSolutions is an instrumental part of creating client
presentations. Production Associate interacts with professional teams from across the globe
and must be able to thrive in a fast-paced environment. This job is open for people who are
looking to develop themselves for the long-run. You will improve your English language
skills and cultural understanding by working side-by-side with talented foreign employees.
Moreover, you are going to get a deep understanding about how major global corporations
make decisions because you will put together the presentations and documents that are used
to turn ideas into action.

Responsibilities

In a fast-growing and dynamic company like SmithStreetSolutions you will have the
opportunity to define a role that suits your talents and interests. Initially, we see your
responsibilities along a number of broad areas:

Create English-language client presentations using Microsoft PowerPoint
Collaborate with global teams to design and edit presentations

Support additional functions such as data entry and translation
Contribute to the growth and operational development of the firm

Requirements

The most important thing that we are looking for in our employees is attitude and outlook.
We are looking for people who want to develop the firm, and grow their own skills and career.
However, other things being equal, certain qualifications are desired:

— Undergraduate degree attained

— Art/Design, Business, or English-language degrees are a plus
— Microsoft PowerPoint, MS Word, and MS Excel skills

— Good English communication skills — both written and verbal
— Typing speed equal to or exceeding commonly-used standards
— Strong organizational skills and attention to detail

Please submit a cover letter and resume to campus@smithstreetsolutions.com. Please quote
the Job Code DPAO7 and the school name in your email subject.
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