fin M R

WENZHOU-KEAN UNIVERSITY

MKALUL B B ——REFBE L
RIS SRS ICHRAURL: R

RIAZER 5T -

L B EAEEEHEHESES, eI TR E R BOR K IE; ;
2. URBHERTIEAEHIIT AN, B4 TAE;

3. WrBhESEWAMEAR T, Jral & R 2 oA T2

4. PrBIERIIRIAE B S R

5. SERFARAZ AT AR

DS S i

L B LE B TR 2

2. it R VL A
HABRI P OCERE . HAWARE . SR RE ) ATBUE ERE
A ERTFCREST 5

(Uivv i

1. BAEFER&EESHAERAR, WhibsE80E A% 2B RME
2. AR R AN A2

3. HpAREFEMLS.



I

WENZHOU-KEAN UNIVERSITY

Job Description - Assistant Director of Admissions Office

Department: Admissions Office
Report to: Director of Admissions and Career Development

Responsibilities:

1.

Assist the Director with center operation at all levels of administration, and define
departmental policies and procedures;

Assist the Director to make and implement strategic plan the admissions;

Assist the Director to make strategic plan for admissions and develop diverse
methods of admissions.

Be responsible for team building and training of colleagues.

Complete other tasks assigned.

Required Qualification:

1.

At least five years’ administration experience in higher education sector with
reference to admissions and recruitment.

Master degree or above.

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

Preferred Qualification:

1.

Familiar with higher education policy at home and abroad, better with experience
in higher education student recruitment management.

Have relevant working experience in university or educational setting enjoys
priority.

With overseas experience enjoys priority.



