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WENZHOU-KEAN UNIVERSITY

Job Description — Recruitment Specialist

Department: Human Resources Department Report to: Coordinator

Responsibilities:

1.

5.
6.

Explore, expand and maintain domestic and overseas recruitment channels,
promote and manage recruitment information timely to ensure effectivity;
Cooperate and communicate with departments and colleges with regard to the
whole recruitment process which starts from recruitment needs collection until
positions are filled;

Work closely with departments and colleges regarding to recruitment process
which shall be timely followed up and provide feedback;

Fully support all kinds of recruitment activities, such as organization and execution
to ensure every procedure meets up with the university recruitment policy and
rules;

Other HR administrative work and paper work;

Undertake other assigned tasks.

Qualification:

Required:

1.

A Master degree (or above) is required in human resources management, Law or
other management related fields.

2. At least 2 years experience in human resources field.

3. Excellence oral and writing skills in both Chinese and English;
4. Team work oriented and willing to make contribution.
Preferred:

5. Rich experience in recruitment activities.



