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Job Description: School Affairs Assistant
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Position Overview

This role requires a deep understanding of international school operations, familiarity with both domestic
and international curricula, and exceptional cross-cultural communication skills. The position plays a vital
role in supporting teaching, communication, and coordination efforts, contributing to the development of a

high-quality international educational environment.
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Key Responsibilities

1.

Administrative Support to Leadership

o Assist school leadership with daily administrative tasks, manage the principal’s schedule, and
coordinate across departments to ensure smooth information flow.

o Organize and coordinate various meetings, draft meeting minutes, and follow up on decisions and
action items.

Communication and Coordination

o Act as a communication bridge between the leadership team, academic staff, and external
organizations, facilitating both internal and external collaboration.

o Responsible for bilingual communication and translation, including simultaneous interpretation
during meetings, document translation, and drafting official communications in both English and
Chinese.

Curriculum and Instructional Support

o Familiar with international curricula such as the IB, as well as the national curriculum.

o Proactively research and introduce cutting-edge educational practices from both domestic and
global contexts to support professional development and foster innovation among teaching staff.

o Assist in the implementation of academic projects and programs.

Continuous Learning and Innovation

o Stayinformed on global education trends and actively seek out innovative educational philosophies
and practices.

o Participate in educational seminars and conferences to continuously enhance professional skills.

Other Duties as Assigned by Leadership

{EERZER

1. HEHER52K

o ARNUUEFR, #B%. WA ERXEFFEXTI;
o BREFRFRIERIEEMST, & B RERENFEERREFR,
o BEPIOUEME THHRETHTECHFRYN, THRERSEITIEIFRI.

2. {BERiSiEEEN

o PERNAEE, BEBHITEAKTFRORESER, BEBXHEES
o BENFNPERERSN, EBEESSRENTIENE. BERXH,



53 R

YUECHENG EDUCATION

3. MAEESHED
BUEEE, ETARNE, EBESIRESTYES,

o EEBESRAHTHOMEER, BEBIR RIS TR,
o BENERRML. ZTTXINE, BEENEIFEH,

o EAFEY, NUFREE, BECFRYE, BEAMEAESTEE
o REERSRDAWY, BEMBAEIESHTEE

Qualifications

1. Education and Experience
o Bachelor's degree or higher in Education, English, International Relations, or related fields.
o Prior experience in an international school setting is preferred; familiarity with the IB curriculum

and China’s national curriculum is a plus.
o Experience in bilingual (Chinese-English) educational or administrative support roles; a solid
understanding of international education systems is essential.

2. Language and Communication Skills
o Proficiency in both Chinese and English, with strong interpreting and translation skills to support
cross-cultural communication.
o Excellent written communication skills, capable of producing high-quality bilingual documents,
reports, and policy drafts.

3. Personal Attributes and Abilities
o Quick thinker with strong organizational and coordination skills; able to manage multiple tasks
efficiently.
o High level of execution and sense of responsibility; capable of working independently and driving
project implementation.
o Adaptable to international and multicultural environments with a strong team spirit.
o Self-motivated, resilient under pressure, innovative, and committed to ongoing professional
growth.

o Proficient in office software and skilled in data analysis.
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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.



