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WENZHOU-KEAN UNIVERSITY

Job Description —Software and Application

Department: Information Services Center Report to: Coordinator

Responsibilities:

1.

7.

Monitor the office automation (OA) system for the daily operation of Software & Application team;
Support to develop and test the new modules of the OA system.

Work with Register and HR department to make sure the employee/student data, processes, and
procedures in PeopleSoft are correct and compliant with actual business and regulations. Support
transactional data entry into PeopleSoft for all business units in a timely & accurate manner.

Support Business Process Cases about One-Stop Service system's issues or requests. Provide solutions
and communication to clients in a timely manner. Maintain the One-Stop Service system operation
manual to standardize the business procedures and processes.

Serve as project leader on small to medium-sized projects. Ensure Software & Application team’s
contracts, reports and documents be collected and filed in time; Support to collect team’s meeting
dialogue result, make record and give feedback to direct supervisor in time.

Keeping liaison with academics, students and other University departments; Build up constructive
working relationship with each department to understand variable business needs & position
requirements. Provide first line IT support for end-users such as troubleshoot, configure setup and assist
to resolve issues.

Perfect end-user documentation, FAQ and provide staff training; Prepare training guides or videos for
training and drill.

Undertaking any other concerning IT works as assigned by the supervisor.

Required Qualification:

1.

Master Degree is required, with a major in Computer Science/Technology Education/Software
Engineering or other IT related major. CET-6 460, IELTS 6.0 or TOEFL 70 above.

Good English and Chinese oral and written communication skills.

Be skilled in computer using, knowledge of all Microsoft Office programs, especially PowerPoint
production.

Preferred Qualification:
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It will be preferred if you have experience in ERP systems (e.g. PeopleSoft, SAP, Workday, etc.),
programming, or coding.

It will be preferred if you have experience in educational systems (e.g. PeopleSoft, Moodle, Blackboard,
etc.), programming, or coding.

Experience in working in a multicultural global team and have the solid financial knowledge is a plus.
Experience in maintenance, management, installation and configuration of BPM system is a plus.
Familiar with Java or PHP or Python or C or H5 development;

Master the basic syntax of SQL, familiar with Oracle, MySQL and other popular databases.

Have the China Qualification Certificate of computer and software technology.

Good analytical, problem solving, and time-management skills. Strong organizational and project
management skills, be able to work well in a team. Quick learner, patience, interest in learning new
technologies and competent with confidential data.

Have effective communication and customer service skills. Ability to communicate complex business and
basic technical terms and procedures effectively across individuals at all levels.



