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WENZHOU-KEAN UNIVERSITY

Job Description — Housing services Specialist

Department: Student Affairs Office Report to: Coordinator, Residence Life and
Housing Center

Responsibilities

1.Room allocation, including accommodation arrangement for freshmen, room selection at the
end of spring and Fall semesters, daily check-in, check out and room change, Off-Campus housing
approval.

2.Update the information of accommodation arrangement and register the change of
accommodation.

3.Update the Residence Halls introduction information on the website.

4.Making accommodation fee list.

5.Cooperate with IT to optimize the Accommodation Management system.

6.Residence Halls assets management, including asset purchase and disposal, accommodation
contract and asset list signing, asset compensation, etc.

7.Hold regular meetings of student affairs, property management company and logistics
departments to communicate and coordinate the facilities problems of the residence halls and
other issues related to student accommodation experience.

8.Coordinate and deal with emergencies related to housing services.

9.Undertake other assigned tasks.

Required Qualification:

1.Master or higher degree;

2.Good command of English and Chinese;

3.Strong sense of responsibility and initiative, and good organizational skills;

4.Good interpersonal and liaison skills, and an ability to lead a team to work on multiple tasks
under pressure;

5.Ability to handle emergencies and special cases;

Preferred Qualification:
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1.Master or higher degree in computer or related areas from a reputable university;
2. years' post-qualification related work experience;

3.Familiarity with both Chinese and American higher education systems;
4.0verseas study or working experience;

5.Working experience in a Sino-foreign collaborative university.



