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WENZHOU-KEAN UNIVERSITY

Job Description — CBPM Academic Specialist

Department: Academic Affairs Office
Report to: Academic Affairs Office and the Dean of CBPM

Responsibilities:

1. Provide consultation to students in the course registration process and help student
evaluation progress toward academic goals;

2. Collect and maintain undergraduates’ graduation thesis to receive the annual thesis
sampling inspection from MoE;

3. Manage the related academic tasks such as degree audits, academic integrity, grade
checks, academic probations, etc.;

4. Coordinate the course scheduling and faculty teaching needs;

5. Assist the team with academic programs applications;

6. Other projects as assigned.

Required:

1. Master’s degree;
2. Multitasking, interpersonal and client service skills;

3. Excellent oral and written communication skills, high proficiency in both Chinese and
English (meet one of the following requirements: score of CET-6 above 460; score of
IELTS above 6; score of TOEFL above 90; have the certificate of TEM 4 or above);

4. Ability to work independently as well as part of a team;

Preferred:

1. Overseas or Sino-foreign cooperative education institute studying and working
experience preferred,

2. Facility with Microsoft Excel and experience using Ellucian preferred,



