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WENZHOU-KEAN UNIVERSITY

Job Description -Director of Admissions and Career

Development

Department: Admissions and Career Development
Report to: Deputy Secretary of University CPC Committee, Vice Chancellor

Responsibilities:
1. Coordinate admission and students career work, formulate related plans and policies,

and implement it;

2. Lead the research of domestic and foreign admission policies and develop diversified
enrollment methods based on national conditions;

3. Lead the establishment of a professional student career advise team, and provide
students with opportunities for internship, internship and employment;

4. Lead the establishment of alumni work system and regulations, conduct the
connection, coordination and service between alumni and Alma mater;

5. Lead the team building and development in the department;

6. Complete other tasks assigned.

Required Qualification:

1. At least 10 years’ work experience, including 6 years’ administration experience in
higher education sector with reference to admissions and Career Development.

2. Master degree or above.

3. Excellent fluency in both oral and written communication in English and Chinese, skills
in coordination, administration and research.



