M H R

WENZHOU-KEAN UNIVERSITY

I L U B F5——AT B B AR 5 B B
RS 1: EH SR IR

B BRI A D NARCRE B 1] P9 A 5K AR
EHLESITHERT, 4EP TN, FTTRAME B A
FOTARARE T BT E L, BT & A
PR A DT A AR AR

P58 PN 251011 56 10 B A i i -5 25 S T 5
B 25 A T A B

e T AT IR -

M‘%%’ﬁ:

Wil LA B2z P, DL E AR
FATRGR IS 7 I, R IVA 8 B g
FA R A B I i 52 5 RE T .

{Uivy G
1. HEANE Y MR TR FRHEREHE.



i M B R A

WENZHOU-KEAN UNIVERSITY

Job Description — Administrative Assistant and Logistics

Management Coordinator

Department: Logistics and Assets Management Report to: Director

Responsibilities:

1. Responsible for assisting the director with administrative works.

2. Manage the department’s email box and website contents, and make
announcements.

3. Responsible for auditorium and telephone management, as well as staff housing

arrangement.

Coordinate with student recruitments.

Complete Logistics-related reports and data reporting as requested.

Coordinate with the management of contractors or outsourcing teams.

Perform other duties as required.
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Required Qualification:

1. Master’s or higher degree, with at least five years of work experience.
2. Good writing skills and communication skills.
3. Professional Working English.

Preferred Qualification:

1. With overseas education background and relevant working experience enjoys
priority.



