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WENZHOU-KEAN UNIVERSITY

Job Description - College Assistant

Department: Academic Affairs (College of Education)  Report to: Dean of CoE &

Director of Academic Affairs Office

Responsibilities:

1.

Assist the daily administrative work of the college, including budget management,
meeting arrangements, document writing, personnel recruitment, etc.;

Assist various publicity and media channel maintenance of the college, including
promotional arrangements for student recruitment, maintenance of college
website and official WeChat account, etc.;

Provide service and help for students and faculty to ensure the quality of
academic offerings;

Assist the organizing and planning of events, workshops, and other academic
related activities for the college;

Provide support to each program of the college;

Other tasks assigned by the dean/director.

Required Qualification:

Master’s degree or above;

Good oral and written abilities in both Chinese and English, capable of external
communication and interactions;

Good presentation and communication skills;

Good teamwork qualities and high work efficiency.

Preferred Qualification:

1.

2.
3.

Study experience at Sino-foreign cooperative universities or at overseas higher
educational institutions preferred;

Working experience at universities or other educational institutions preferred;
IELTS score of 7 or TOEFL score of 95 or above is preferred.



