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Job Description: Board Office Assistant

AfifiER : ERESDAEIE

Position goal BR{ii Bt R

Support the Board and the Board Chair’s daily work as requested by the Board Secretory.
RIEEESMWPRIEK , SFEESUREESTRENEETLE
Direct reporting to Board Secretary.

LIRS : EEWH

Responsibilities pI{i RS

1. Under the leadership of Board Secretary, coordinate and support the Board meetings, trainings
and other Board activities

EESSHBHTRST, BRASTHEFRSWN. SFSRIRESSEXERD

a. Plan and coordinate the time for Board meetings, trainings and activites
THRIFERINEIN. 15K EsRTE

b. Assist with the Board Meeting agenda and documents drafting
B SNAEFIER RN RIS

c. Assist with meeting logistics, translation and meeting minutes
IMBNRSTHE. SNENRAEESNEE

d. Maintains up-to-date files and database for the Board.

NEBREE LRI B E T
e. Organize Board members’ visits
B ZHFE SRR EN
f. Draft the board related documents and letters
BEEEMEXNHSER
g. Collaborate in the establishment and update of Board policies and legal documents

BN A B ESSARBER S ARG

2. Support Board Secretary to organize and coordinate Board interactions with senior leaders, other
departments, YueCheng Group and external guests.

ISR, ARINASERSEERS. AHtE]. SREBERIMIEENERNR.
a. Plan and coordinate the time and agenda for meetings
THFDEASIMENERRAE
b. Prepare for meeting reports, PPT and materials

RAIZHSWEFRRBRSNMH, RS, ERRS
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c. Assist Chief Officers in preparing bilingual reports, PPT, and related documents for the
Board Meetings

IhEEEEESEFRERPENENRS, B RAER
d. Beresponsible for meeting logistics, translation, and meeting minutes.
RREFTH. SWUENFHEERNEE
e. Projects involvement and support if requested

MERZ5GT (WEFE)

3. Perform other duties assigned by the Board Chair and the Board Secretary.

CREFRSERENEFSWBRDIEMTIE.

NOTE: The above job description reflects the general requirements necessary to describe principal functions or
responsibilities of the job identified and shall not be interpreted as a detailed description of the work requirements that

may be inherent in the job, either at present or in the future.

| DARAMERSERIR TR EZINREEERSAISAT R, FABEHRANARHZ RN R F iR,

Qualifications {FEREHS

1) Excellent communication skill in Chinese and English. Solid translation and interpretation skills.
HERIFEUE DRI AR R SCHIEEINER

2) Computer literacy, skilled in office software, like word, excel, PPT...
EERD AT | W word, excel, PPT &

3) Bachelor’s degree or above, English, administration or other related majors.
ARILAEER , FE. THEESEBHEXEW

4) One to three years relevant working experience, outstanding fresh graduates also eligible.
—E=FREXTERE , ASENEEEBAER

5) Able to work under pressures and think collaboratively with relevant stakeholders.
BEEEN T I, RBEESHEESREX S TEINE

6) Strong sense of ownership and initiative, diligent, detailed orientated, calm and patient.

HMEOR. B, IAEFA. BEEL. 5 Al

Key attributes XHEERVVEEFF

1) Philosophically aligned with the YCE mission, philosophy, vision, strategic plan and goals.
LS vee BOfEEs , B, (MEW , SEsTHRIFBRARE—E

2) Possesses self-knowledge about her/his own strengths and weaknesses and pursues avenues to
maximize her/his strengths and address weaknesses.
FH T HEE SR RIRR |, ASRSHREUSAUE CRMBHFRS S

3) Learns quickly when facing new problems, a versatile and persistent learner.

EXSFIVRAIATLARERS) | B— IS EERFAEIE



