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WENZHOU-KEAN UNIVERSITY

Job Description - Associate Director of University Affairs

Department: University Affairs Report to: University Affairs Director

Responsibilities:

1.

Manage the affairs of external relations and coordinate reception, outreach and
travel abroad approval procedures;

Organize and arrange large-scale external conferences and activities at school
level; Manage relevant communication and liaison about external affairs;
Responsible for the contacts and cooperation between university and society;
Contact with governments, peer universities and other external institutions on
behalf of WKU;

Coordinate the contacts and reception with visitors, especially the senior
leadership of Kean, USA; Manage appropriate reception for university;

Develop overall plans for WKU employees to travel abroad on Official Business
Leave, coordinate travel approval procedures and overseas accommodation
arrangements.

Qualification:
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Master degree or above;

Over 5 years’ external affairs related and administrative working experience;
Excellent fluency in both oral and written English;

Sincere, enthusiastic, outgoing and good at communication;

Highly organized and disciplined, excellent management and organizational skills,
and event planner;

Ability to travel internationally.



