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Job Description

Beijing City International School

. AHESER
TITLE: Public Affairs Officer

EER## QUALIFICATIONS:

1. Fr2E 2R, TETHEESIKEEL
Bachelor degree or above majoring in Administration management or English.

2. ZEV=HFYHEFHERIELR, FHETUINLER R FEESELHMT
Minimum 3 years relevant working experience in government affairs, education industry
experience and student ID registration is preferred.

3. ARRFITHEESRL, FHETULALZEME, BFAEEEBIMIAIESHTREXIE
Be passionate about administration work, education industry experience is preferred. Be
able to guide and complete the related work independently though internal training.

4. REFImhl, UERAZE, RIFRIFIBHIERE
Good patience, strong objective oriented, good team player.

5. RIBRIFRREIRRIBEN R EDEHLLIEGEN
Good problem solving and emergency handling abilities.

6. AEEZHAFE FERE KRERRS, ENENTIE
Organized, high sense of responsibility and confidentiality, able to work under stress.

7. HRITmA, PAERNIRE
Good command of English and Chinese, Good Knowledge of PC software.

TR ALESEHPRIRLE
REPORTS TO: Deputy Public Affairs Director
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RESPONSIBILITIES: F{iIER:

B T{E Government Work
1) MEBAEERRIABHN, Smail, SEHAREE, ARXBEZXF O
Respond to government notice from government regulators and attends the meeting if

necessary, including Chaoyang education commission, Chaoyang recruitment and
examination authority.

2) REBERBUFIHIIEXR, hAFRABER, THEERE

Coordinate internal resources to submit various reports per the demands of different
government offices.

3) IRFEBAFHFR NIRRT E=H, fESHTRBEMFEEETE

Directing and fulfilling the admission and student registry tasks according to the
government and BCIS timelines and requirements.

4) FTEEBATERIIFASMDIARAG, RXIRE. KWE. BEEHGE IHRENINER.
Interface with various government offices, regarding visits, inspections, and incidents.
support campus emergency response.

5) BUFHXRSGH, BFFEMRX. RIHEXMEMI ZRRGLHER

Government related system maintenance including but not limited student related system,
employee related systems and other function related systems.

IEEREH Licenses Management

REERMNAREADABEIEREN . FHNEHTE, BRESBEBREETE . EFMRE. TR<E,

Be responsible for key licenses and certificates of BCIS&YERI renewal as well as the achieve management of
all school related licenses and certificates, be responsible for making sure that school related licenses and
certificates are under valid status as well as recording all licenses and certificates for its status.

24 4R/ Student insurance

AHFEFHNZENE—Z—/MNRETFREREELESY REXKNEFENERKRIBFE; O
EZHRKEEE. A BCIS EREMERAHRER, FiBEXGBER.

Process students’ medical insurance for qualified T-G12 students and also annual

renewal; cooperate with sub-street office or parents for insurance transference; Q&A.
Process annual school liability insurance for T-G12 students, coordinate external
communication.

H#/ Textbooks

BREFIMBLERFBHERTH; BR PM 9%, EEW, ABEMBHRERITIE AFEKRREF

PRES. hEIFEREXESE.
S
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Email ES/SS secretaries for specific classroom list for textbook distribution; contact PM
to distribute new textbooks and recall old books; be a liaison about audit of textbook fee
with government. Assist with books screening and inspections

T £/ Labor union

ERARISKERSE, EFISSR; DEZLHREEISER ARISHBELE.

Process general election of labor union and update labor union members; report annual
information of labor union to Chaoyang Education Commission; responsible for carrying
out daily labor union work.

S TR E A FESE/Others

Perform any other duties assigned by leaders.

EVALUATION: Performance of this job will be evaluated by PA Assistant Manager in

accordance with Board Policies and Protocols.
M IZERMI A RIVE B AL E S E IR ERE S BURNE Fif T,

NOTE: The above job description reflects the general requirements necessary to
describe principle 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.

i ERARMEIRRRR TiZKR AR EZERESERRASAEER, HAEEMAIZKRAERIF
IR,

Aligned with the recommendations of the International Task Force on Child Protection,
we hold ourselves to a higher standard of effective recruiting practices with specific
attention to child protection.

BRENEFRILERIPIIEH(the International Task Force on Child Protection)#9&iX, 7E38
BRI RESIVE: BINEERIEASTILERIPHTIINA.




