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WENZHOU-KEAN UNIVERSITY

Job Description - Academic Management Specialist

Department: Academic Affairs Report to: Associate Director

Responsibilities:

vk wnN e

Manage and coordinate the assets in department;

Compile and manage the budget;

Fill and manage archives;

Take the admission related work of department;

Attend commencement arrangement, attendance record and regular meetings of
department;

Other tasks allocated by supervisors.

Required Qualification:

Master degree or above;

Have a certain ability of budgeting and archives management;

Good level of English and Chinese proficiency with fluent speaking and writing
ability, capable of external communication work;

Motivated to work at university context, and capable to work under high pressure.

Preferred Qualification:

1.

Study experience in Sino-foreign cooperative university or oversea educational
background is preferred;

Relevant working experience in archives administration or teaching management
in higher education institutions or organizations is preferred.



