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Job Description

Beijing City International School

IR FREFRFER
HR{ i RA

TITLE: PA Intern
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RESPONSIBILITIES: {7 HX 57 :

1.Assist to complete expat staff and family Work PermitNotice extension and work visa extension
BLETERIIMNER TREBRIFIIFRIESF TIEEESEET(E

2. Assist to undertake expat staff visa related filedocumentation.
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3.Assist to complete Student ID file documentation
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4. Other ad-hoc. The intern’ s job descriptions are
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Qualifications required H1§Ek

1.University/college students majoring in English or management
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2.Excellent communication skills both in Chinese/English
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3.Patient, initiative and good team player
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4.Computer literacy: Word & Excel

HEHEES :Word F0 Excel

5.Working time: Work three to five days a week, or during the summer vacation

T1ertiEl: SEAIIE 3 3 5 X, siESREAE



