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Job Description — Educational Administration Programs

Specialist

Department: Office of Academic Affairs Report to: Director of AA

Responsibilities:

6.

Assist planning on establishing new graduate programs;

Study the application procedures of new graduate programs, and apply to
national/provincial department(s) as planned;

Based on overall management needs, oversee the daily operation of Educational
programs;

Plan and undertake academic activities related to graduate education;

Work effectively with other departments/offices according to the University’s
overall work plan of graduate education;

Complete other assigned work tasks.

Required Qualification:

Master’s Degree (or higher);

Good level of English proficiency with fluent speaking and competent writing skills;
Motivated to work in the field of higher education, and be capable to work under
high pressure;

A score of 460 or above in CET-6; IELTS score of 6 or above; TOEFL score of 90 or
above; with a certificate of TEM4 or TEMS.

Preferred Qualification:

1.

Study experience in Chinese-foreign cooperative university or overseas
educational background preferred;

Relevant work experience in higher education institutions or organizations
preferred;

IELTS score 7.0 or TOEFL score 95 preferred.



