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WENZHOU-KEAN UNIVERSITY

Job Description — Legal Affairs Specialist

Department: University Affairs Report to: Director of University Affairs

Responsibilities:

1.

Provide legal advice on WKU’s critical decisions, management, contracts,
documents that involves legal issues;

Draft or review, modify key legal documents of WKU, participate in the
formulation and implementation of university rules and regulations;

Provide policy and legal advice for various departments and units within WKU;
Coordinate closely with the outside law firm and carry out legal affairs related to
WKU; and Perform additional tasks or duties as assigned by University Affairs or
other designated university leaders.

Required Qualification:

1.

LL.M (Master of Law) or equivalent, and pass the national judicial examination
and hold A certificate

Proficiency both in written and spoken English, proficient in drafting and
preparing legal Documents both in Chinese and English

Ability to work collaboratively and effectively in a team environment.

Preferred Qualification:

1.
2.

Working experience in judicial system or law firm
Overseas education or overseas working experience background



