
 

 

Job Description: Admin Executive, UK-China Business & Innovation Hub 

Location: Suzhou 

Package: Competitive salary range between RMB 10,000 - RMB 11,000, based on matched 

qualification and experiences 

Employment Type: Full-Time 

 

About the role 

The China-Britain Business Council (CBBC) is the leading business network promoting trade and 

investment between the United Kingdom and China. Headquartered in London with extensive 

operations across China, CBBC acts as an independent voice for our members providing the 

advocacy, analysis, and access they require to succeed in China. We were founded in 1954. 

The UK-China Business & Innovation Hub is a platform to support UK businesses entering and 

expanding in China, while enabling Chinese companies to explore opportunities in the UK market. 

Beyond market-entry support, the Hub will also serve as a focal point for policy dialogue, business 

exchange and industry collaboration between the UK and China, bringing together government, 

business and innovation partners from both countries. 

The job holder is responsible for supporting Senior Manager on the overall management of the 

Hub and key deliverables including events and supporting British and Chinese companies. The role 

will provide local assistance for the delivery of the Hub’s event programme, and the Hub’s daily 

operation. 

CBBC offers a unique and rewarding opportunity to work at an organization sitting at the heart of 

British business activity with China, while gaining extensive exposure to a diverse network of 

companies, government and other partner organisations. 

Our ideal candidate will be a confident communicator with strong execution skills. They will have 

experience delivering business events, strong management skills, and a positive can-do approach 

to their work. 

For more information about us, please visit our website – www.cbbc.org. 

 

Key Responsibilities 

http://www.cbbc.org/


• Support daily business operation of the Suzhou Hub, including workstation leasing 
service follow-up, client reception, and onsite service coordination. 

• Provide assistant for the smooth running of the Hub’s operations including the office 
space and general administration. 

• Assist the delivery of the Hub’s core objectives in coordination with Senior Manager, Hub 
and CBBC’s Assistant Director, East China, as well as external partners. 

• Assist in commercial service package promotion and delivery, covering desk rental, 
meeting room reservation, business matchmaking events and customised enterprise 
services. 

• Support the whole-process execution of offline business events, including preliminary 
preparation, onsite coordination, guest arrangement and post-event summary. 

• Sort out business data, customer resources and partner information, maintain business 
files and regular work reports. 

• Assist in cooperation scheme arrangement and business document translation (Chinese 
& English). 

• Coordinate internal cross-department resources to ensure the smooth landing of 
business and project objectives. 

Requirements 

• Bachelor’s degree or above, major in Business Administration, International Trade, 
English, Marketing or related fields is preferred. 

• Fluent in oral and written English, capable of independent English communication with 
foreign enterprises and English document sorting. 

• At least 3 years’ working experience in an international business environment. 

• Good business sensibility, clear logical thinking, strong on-site coordination ability and 
executive ability. 

• Familiar with basic business operation, event execution and customer follow-up 
procedures is a plus. 

• Outstanding communication skills, teamwork awareness and pressure resistance, careful 
and rigorous in work. 

• Candidates with experience in international cooperation projects, industrial park 
operation or business service incubation are preferred. 

• Excellent events delivering skills and able to provide careful attention to details and 

efficient communication skills. 

• Quick learner and strong team player  

• Excellent operation and IT skills. 



Benefits and conditions of employment 

CBBC offers a competitive package which includes basic gross salary, social insurance, medical 

insurance, housing fund and generous leave entitlement (annual pro rata leave entitlement of 22 

days).  

We also provide an excellent platform for development opportunities.  

Interested candidates are invited to send a letter explaining how your personality and experience 

meet our requirements and an indication of your current salary and expected salary together with 

a detailed CV to the following email address: CBBCHR@cbbc.org. Please use “Hub Admin Executive 

– Candidate Name” as the subject of the email.    

 

The closing date for applications is 7 July 2026. We encourage early applications. We will be 

reviewing applications as they come in therefore you may be contacted before the closing date if we 

wish to take forward your application. 

 

We regret that only shortlisted candidates will be notified and that applicants who fail to provide a 

covering letter will not be considered. 

 

Telephone enquiries and personal visits will NOT be accepted. 
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