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WENZHOU-KEAN UNIVERSITY

Job Description - Specialist for the School of Design, College of

Architecture and Design

Department: Academic Affairs Report to: Directors of College & AA

Responsibilities:

1. To assist in the planning and implementation of college activities, including
conferences, lecture series, workshops, portfolio reviews, exhibitions, etc.

2. To assist in the program development, scheduling and registration, competitions,
budget planning and reimbursement, recruitment plan, field trip liaison for design
programs.

3. To provide consulting and services to students and faculty for their academic and
research success.

4. To cooperate with the college public relations, including websites and other social
media platforms.

5. Other tasks.

Required Qualification:

1. Master's Degree or above.
2. Fluency in spoken/written English and Chinese.
3. Ability to work effectively and efficiently in a team.

Preferred Qualification:

1. Design related majors.
2. International universities and oversee study experience.
3. Familiar with organization for student activities.



