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Title: Business Development Assistant

BRI EFR: &SRR ENIE

Location: Shanghai
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Position Overview BR{siiifiA&

This role supports the Business Development function through hands-on analysis, market
research, project coordination and day-to-day communication. Working closely with the
Business Development Manager, internal teams and external partners, the position contributes
to business initiatives, industry engagement and market-related activities.

ZRAABBEIEST. TiREM. MENARBEER, ALShRRERMES, F51
SHREE. ABANRIMBEIEKFRERNE, FHEEHV ST, TWEERTHAXE
o

The role has a strong focus on business development activities in the automotive market. Prior
exposure to the automotive industry will help the candidate better understand customer needs,
market dynamics and industry structures. Through structured analysis and reliable execution,
the position supports informed decision-making and the smooth implementation of business
development priorities.
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Job Responsibilities T{EERSE

e Collect, organize and analyze customer and market data to support business
development activities and decision-making.
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e Conduct market and customer research, including industry trends, competitor landscape
and customer needs, with a focus on the automotive sector.
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Support the preparation and coordination of meetings, industry events, workshops and
internal projects to ensure smooth execution.
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Assist in communication and coordination with internal teams, partners and customers,
including meeting follow-up and documentation.
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Prepare clear and professional reports, presentations and briefing materials for internal
and external use.

BEZEEM. TUISENRMNIRE. B XBEERER.,

Support day-to-day business operations, track tasks and timelines, and provide timely
updates and follow- up
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Job Specifications

Education #H &&=

Bachelor’'s degree or above.
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Skills &2

Solid Excel skills (e.g. pivot tables, formulas, charts) with the ability to structure data and
derive clear insights.
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Confident use of PowerPoint and Word to prepare structured presentations and
professional reports.
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Good business English, both written and spoken, for emails, documentation and meeting
support.
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Strong ability in data collection, market research and information structuring.
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Good time and task management skills, with attention to detail, accuracy and reliability.

AERFNNESESEEREN, FTEAD. BEESTETEML.

JERWEAX AT HE 19 5 DRC B2/ K 1 5 = 0505P
Unit 0505P Tower 1,DRC Liangmagiao Diplomatic Office Building
No.19 Dongfangdonglu, Chaoyang District, 100600 Chaoyang District, Beijing.
Tel.: + 86 (0) 10 — 65900067
E-Mail: bj@vdachina.com.cn



VDA- QMC
BESETLHE
FRREEFOFEN AT
CHINA

Personal Attributes #2/v& /%

e Reliable, structured and detail-oriented working style.
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e Team-oriented mindset with a willingness to support others and contribute through
execution.
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e Curious, proactive and willing to learn, with the ability to work efficiently in a multi-task
environment.
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Industry Background & Experience (Important) A WEE58% (EX)

e Background in the automotive industry is strongly preferred, with a good understanding
of the automotive market value chain and key players.
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o Initial experience in business support, market analysis, project coordination or customer-
related roles is a plus.
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¢ Willingness to accept occasional domestic travel for meetings, industry events or
customer-related activities.
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Our BJ office address is as follows:
IEETHHEXERARE 19 S DRC LR MA A 1 5 F 0505P/Q

Unit 0505P/Q Tower 1, DRC Liangmagiao Diplomatic Office Building, No.19 Dongfangdonglu,
Chaoyang District, Beijing

Our SH office address is as follows:
ERmKTX &I 9068 SRRHH 4 6 SH 501 =
Room 501, Building 6, HQ Sky Bridge No. 968 Jianzhong Road Changning District, Shanghai
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