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Job Description — Specialist for Center for Teaching and

Learning (CLT)

Department: Office of Academic Affairs Report to: VCAA

Responsibilities:

1.

6.

To assist faculty in designing curriculum and provide instructional
technology support for faculty

To develop and maintain a variety of databases of the CLT;

To organize and promote activities of the CLT, including formulating e-
brochures and agendas for the activities for marketing purposes;

To maintain and monitor the budget of the CLT;

To process payment/reconciliation and keep accurate records, and
Perform filing duties and keep electronic files as needed;

other work assigned by supervisors.

Required Qualification:

1.

Master's Degree or above, majors related to Instructional Design
Technology or Education;

1 or more years of work experience, fluency in spoken/written Chinese
and English;

Ability to work effectively and efficiently in a team;

Well-developed professional demeanor, and administrative and computer
skills;

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.

Preferred Qualification:

o

International universities and oversee study experience;
Work experience in a higher education institution;

Work experience related to assistant or secretary;
Familiar with organization for faculty activities.



