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Job Title Director of General Administration Department | General Administration Department
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Reports to (e(e]0) Location Central Office
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Role Summary BR{3Blf%
This section describes the overall purpose of the role, why it exists and how it adds value to the business.
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The purpose of this position is:

With the guidance of YCE strategic goal, to ensure alignment of the overall strategic plan implementation cross
location/functions; formulate and control the policies, systems, processes and standards in purchasing,
campus operation, Asset full lifecycle management, and play a leading role in the setup and daily operation of
procurement, campus management, administrative offices, and archive centers of YCE Central Office to
achieve the goal of functions for cost down, efficient system, professional team and finance sustainability.

IZERMIZR ERIERIR:

£ YCE SEREFRIES T | WHRIEHR/EREENEINEIRITRISCIERI—2UE; S5, MXIFERRMEK
BXM. REZEFEXBCR. HE. RESHE  EXRWH0. REEEBO. FrrEtanBiik
AEEERIETAELISER , SIMFERE. RAS. BWE. WSAFEATIsERR.

Accountabilities pIfSIERZR
This is a summary list of statements for key result areas. These accountabilities should normally be ongoing,
and unlikely to change significantly from year to year. The focus should be on results rather than activities.

WTHFBZTEAE, ZABEEEITLH), AGFLFREZN. ERNZKAGROIELTT L.

1. Establish the work plan and goal setting for the department according to YCE Strategic Goal and Strategic
plan of each school and institute, to formulate the annual plan and budget of the department, rationally
allocated resources among the team to ensure the achievement of the annual goals.
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2. Beresponsible for sorting and building the overall system, realizing the standardization and regulation of
system construction at all levels, and ensuring the relevance and consistency of system documents.
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3. Oversee the Procurement function of YCE, standardize the procurement process and establish a

transparent procurement system to ensure the product and service is delivered on cost, quality and time
by implementing effective supplier management and assessment approaches within or cross functions.
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4. Beresponsible for asset management from budget, procurement, utilization, inventory, disposal, etc., to
maintain and increase the value of variety assets by consolidating existed resources.
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5. Provide strong support for daily operation, activity support, safety management and fixed assets
management on campus and, and guarantee the safe and healthy community environment; formulate

the campus service standard, optimize it periodically according to stakeholders’ feedback and make sure
the supplier service quality is fully complied with the position of the YCE.
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6. Conduct team building and establish echelons suitable for the department and company development,
and ensure high performance of the team; Responsible for the integration of team culture and

consciousness, and committed to the realization of culture and the optimization of organizational
atmosphere;
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7. Able to develop effective management mechanisms to control the occurrence of legal and business risks;
Responsible for other tasks assigned by the leader.
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Knowledge, experience & capabilities {FERE R
This section is intended to capture the critical capabilities which the role-holder needs to perform the role
effectively from the outset. These are both technical and non-technical in nature.
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Critical knowledge % >H1IR

This concerns the 'know-how' to perform the role, which may have been gained through academic study
(degree, education, and certificates), business qualifications, or on-the-job experience.
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e In-depth knowledge and understanding of various functional modules of procurement and campus

management, familiar with relevant national policies, laws and regulations on campus management and

procurement.
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e  Preferred technical expertise in statistics, process management, proficient in transparent procurement
system
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e Bachelor’s degree or above, majoring in Engineering, Management, Logistics or related
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Critical experience ¥%IHZ%

This concerns the type and minimum length of relevant experience required to effectively perform the role.
This includes experience/familiarity with particular processes or systems, dealing with certain products or
services, and/or the experience of dealing with others - both internally and externally.
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e  Minimum 10 years manager above work experience in relevant functions ,such as in Advanced
Manufacturing, etc. International Education is a plus.
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e  Profound Supply Chain, Project Management experienced is a must and experience in organizational
change and acquisition/merge is preferred.

BFERHAEININE EEEY , ARATSEIHBRERE N .

e Rich team management experience for size of 15+
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Critical technical, professional and personal capabilities %> 5588 5

This concerns the technical, professional or personal capabilities that are required to perform the role
effectively. These may be very specific technical skills relating to the nature of the work (e.g. project planning),
language skills and personal skills specific for the role (e.g. the ability to assess and resolve problems and
conflicts, the ability to influence and gain support, the ability to quickly learn and apply new skills, the ability
to handle pressure, etc.)
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e  Strong resources consolidation ability
HIREEREN

e Strong negotiation and analytical skills
HERRHSH1TEE

e Demonstrated communication skills
RERTAIERES

e  Proficient English Level
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Critical leadership capabilities $¥%/I>$S 1
This section captures the leadership capabilities we would expect to be displayed by the role holder in
approaching the demands of the role.
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e Set the direction with strategic thinking
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e  Result-oriented by balancing the gains for one YCE
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e  Proactive problem solving and decision making
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e Liberate the potential of the team and leadership pipeline executer
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This section displays the core values we would expect to be believed and beheld by the role holder and

demonstrated in the role holder’s daily work.
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e  High ethical standard with integrity
BFRRLEEINE , AALEER
e  Mutual respect, open and transparent
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e Create the edge
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e  Collaborative in cross-function teams
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