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WENZHOU-KEAN UNIVERSITY

Job Description - Director of University Affairs

Department: University Affairs Report to: Chancellor

Responsibilities:

1.

8.

Coordinate the working relations and related affairs of the various departments
of the Party and the government, according to the instructions and authorizations
of the principal leaders of the school administration;

Take the lead in organizing, coordinating and arranging important meetings and
major activities in or outside WKU;

Responsible for the processing of the Party and government correspondence and
official documents in or outside WKU; examine the drafting of important
documents of WKU;

Coordinate and arrange daily activities of WKU leadership and give feedback on
basic-level works;

Responsible for WKU'’s secrecy work;

Take the lead in supervising the implementation of WKU decision-making and
important affairs;

Take the lead in the 24-hour duty of WKU; coordinate and response to
emergencies;

Undertake other assigned tasks.

Qualification:

Required:

1. Master degree or above;

2. Over 5 years’ experiences in administration, and over 2 years’ experiences as the
person in charge of the department;

3. Excellent fluency in both oral and written English;

4. Sincere, enthusiastic, outgoing and good at communication;

5. Highly organized and disciplined; Excellent management and organizational skills;

6. Ability to travel internationally.

Preferred:

1. University administration experiences or overseas experiences.



