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WENZHOU-KEAN UNIVERSITY

Job Description—Secretary of University Affairs

Department: University Affairs Report to: Director of University Affairs

Responsibilities:

1. Drafting different types of administrative documents of university-level,
including work plan and summary, notification; drafting speeches, letters and
making PPT for the leadership;

2. Responsible for recording important meetings of university level, and summarize

into meeting minutes;

3. Responsible for university internal information collection and collation, and
edition and release of the administrative information report, such as
comprehensive presentation materials, events, briefings, Yearbook, and so on.

Required Qualification:

1. Master or above, in Chinese, English, Linguistics, Pedagogy or Journalism major.

2. Beequipped with strong writing skill both in Chinese and English, excellent fluency

in written English.

3. Be familiar with document writing style, be good at the computer office system

using.

4. Have strong communication skills, coordination ability, service and overall

awareness.

Preferred Qualification:

1. Experience in secretarial work is preferred.



