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WENZHOU-KEAN UNIVERSITY

Job Description - General Administrative Staff

Department: Human Resources Office Report to: Director

Responsibilities:

1. Assist in handling the daily administrative affairs of the department;

2. Assist in coordinating and liaising between departments;

3. Be willing to relocate to other departments and accept alternative
assignments based on the school's operational needs;

4. Complete other tasks assigned by leaders.

Required Qualification:

1. Master or higher degree;
2. Good command of English and Chinese;
3. Strong sense of responsibility and initiative, and good organizational

skills.
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