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WENZHOU-KEAN UNIVERSITY

Job Description - Student Government Specialist

Department: Student Affairs Report to: Assistant Director

Responsibilities:

1.

7.
8.

Assist in the management of student government and student clubs, including but not
limited to providing training, team building, evaluation, recognition, and student leader
elections

Student activity and campus programming, including student group website
management and updating.

Campus wide large-scale event application, lecture hall booking and assets borrowed.
Activity budget auditing and reimbursement.

Advise mentors to assist in the new student's orientation.

Creates training plans and curricula that align with Student Affairs”  objectives.
Execute training programs include but not limited to New Staff Training, Professional
Residential Hall Director Training, Semi-professional Residential Assistant Training,
Student Council Training, Student Leaders Training, Student Group Programming
Training.

Complete other large-scale event launched by Center for Leadership and Service.
Complete other tasks assigned by University or department head.

Required Qualification:

1.

oUW

Master or above, major in Education, Educational Leadership, English, management,
organizational development, communications, journalism, Chinese Language and
literature, and related major.

Be equipped with strong writing skill both in Chinese and English, excellent fluency in
written English. Satisfy one of the following conditions: TOEFL 90 or above, IELTS 6.5 or
above, TEM-§;

Be familiar with document writing style, be good at the computer office system using.
Have strong communication skills, coordination ability, service and overall awareness.
Be creative; Applicants who has experience in large scales event is preferred.

Be enthusiastic about student affairs work and be able to communicate with students
patiently.



