53 R

YUECHENG EDUCATION
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Job Description: Public Affairs Deputy Manager

BR{sz#kiR/Position Summary
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Under the leadership of the Public Affairs Deputy Director, this position is responsible for the public affairs work
of YueCheng Kindergarten including YCCK and guiding the public affairs work of YCPK; Developing and
maintaining relationships with key government departments; Responding to notices and meetings of
governmental regulatory authorities; Completing various reports as required by government departments;
Cooperating with government departments and external agencies to deal with visits, inspections and
contingencies; Responsible for kindergarten annual inspection; Establishing archives of government work;
Responsible for trade union work and Party building; Support campus emergency response; Responsible for
the report and information maintenance of the platform system of all departments of the kindergarten, and the
report of the kindergarten school status system; Responsible for the application, renewal, annual review,
extension and archiving of the certificates and licenses for kindergarten operation; Responsible for official stamp
and seal management of the kindergarten archives, review and record the use of the seal; Handling freshmen
campus liability insurance; Following up legal cases related to the kindergartens; Completing the temporary

work assigned by leaders.

Report to: Public Affairs Deputy Director

CHRMR: AHESEIRE

FEHH/Major Responsibilities
1. REFRKD) IBLAHEESTIE, ThYCCKARES TR IESYCPKARES TIF;

Coordinate the public affairs work of YueCheng Kindergarten, complete the public affairs work of YCCK and

guide the public affairs work of YCPK;
2. REFHEFSBINEESEINIRIXRER, WABAFRERRINER, SNy, EELHR, RESHDE,;
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Develop and maintain relationships with key government departments; Respond to notices from
governmental regulatory authorities, attend meetings and reporting information to ensure compliance in
running schools; Coordinate internal resources and complete various reports according to the requirements
of various government departments; Cooperate with government departments and external agencies to deal
with visits, inspections and contingencies. Support the annual inspection of the kindergarten, assist to
complete all kinds of system construction, file management, copy writing and other work to ensure
compliance with the standard requirements; Learn relevant laws and regulations of the industry in real time,
avoid all kinds of compliance risks, and ensure the overall political correctness of the kindergarten; Establish
government work files, all the work can be traced, show the development history of kindergarten. To be
responsible for trade union work and Party building; According to the government requirements to complete
the party organizations and trade union related reports, attendance and inspection, etc.
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Be responsible for the application, renewal, annual review and extension of the kindergarten's and YERI's
licenses. Ensure that all kinds of certificates and certificates are archived, updated and reported in a
complete manner. Be responsible for the official stamp and seal management of kindergarten archives,
review and record the use of seal. Ensure the use of seal in accordance with the procedures, management
safety.

. TS VEZH IFERAN LIRRERYER, R4 UFERFLRTE, RIELRSOZAERE. —5
.

Be responsible for the report and information maintenance of the platform system of all departments of the
kindergarten, as well as the report of children's school status system, to ensure the accuracy and consistency
of each caliber of report.

R E SRR,

Responsible for freshmen campus liability insurance.

ERIHAN) LERBRIER R

Followed up legal cases related to the kindergarten.

. SHHRIEIN SRR,

Support campus emergency response.

. NESRATRIEMESS.

Perform any other duties assigned by leaders.
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{FEREHE Qualifications

1. AR LR, #E. THEBEFERTE,
Bachelor degree or above, major in education, administration or related,;
2. BERAENU EEETITERR, 54 EBEERBFFXENIERENL;
More than 5 years working experience in education industry, kindergarten management and government
relations experience is preferred;
3. HUPEHSIE. EHAEIRIES
Teacher Qualification Certificate, Certificate of kindergarten principal;
4. AILAARMEATIRES
Can use English as the working language;
5. BERIFRVELNMERES. FEBsENFIRmS;
Have good organization and coordination ability, communication ability and influence;
6. MFHNBERLEREN. BERRERDITEEN. XFae. BRI, SEEHN;
Excellent logical thinking skills, information collection and analysis skills, writing skills, self-driven, highly

dedicated;

Application Process HRiEiRIE

Candidates are requested to apply to jobs@bcis.cn and to send the following in a single PDF document. The
Search Committee will conduct initial interviews as applications are received. Shortlisted candidates will be
interviewed in person or online. The search committee reserves the right to close the selection process at any

time if the right candidate is found.

Cover letter
e Resume
e Up to date contact information of four references

ISETERIEHMEZ jobs@bois.cn FLL PDF IERAEATHE. BANSEREIBEEHTIEEL. NEIR
PG ESTUARIESTER, NERESENBEA, RIS REMIERSIRIR,
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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.
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