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WENZHOU-KEAN UNIVERSITY

Job Description - College Assistant (MATH & Nature Science)

Department: College of Science, Mathematics and Technology Report to: Dean of CSMT

Responsibilities:
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Coordinate major courses and assist in teaching management related work for the
department;

Manage and maintain the laboratory;

Organize and plan events, academic competitions, and academic lectures for the
department;

Assist faculty in administrative, procurement and logistics related work;

Update the media materials, including website, WeChat public account, etc.;
Assist admission and promotional work related to the department;

Other work tasks assigned by the leadership.

Required Qualification:

Master degree or above;

Good level of English and Chinese proficiency with fluent speaking and writing
ability, capable of external communication work;

Good presentation and communication skills;

Ability to work effectively and efficiently in a team.



