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WENZHOU-KEAN UNIVERSITY

Job Description - CBPM Assistant

Department: Academic Affairs Report to: Dean of CBPM

Responsibilities:

1. In charge of the design and implement events, workshops and other academic-
related activities.

2. Maintains the college websites and other social media platform.

Participates in practicum programs’ management and coordination.

4. Liaises with faculty and administrators to best serve academic needs of students.
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Required Qualification:

1. Master Degree or above.

2. Previous experience in organizing events and activities with Good organizational,
problem-solving and interpersonal communications skills.

3. Fluency in spoken/written English.

4. Ability to work effectively and efficiently in a team.

Preferred Qualification:

1. US Academic background with experience in working in a multicultural
environment is preferred.



