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Job Description: Campus Management Coordinator

ArifER: RSN ER

Position goal BR{iiB#F:

This role requires effective communication with both internal stakeholders (including parents, faculty, staff,
administrators, and students) and external partners (such as event builders and exhibitors) to support the
planning, organization, and execution of campus activities across various campuses. Key responsibilities
include: Coordinating end-to-end event execution, ensuring efficient allocation of resources (materials, venues,
exhibitors, etc.); Aligning all activities with the school’s educational goals and campus culture; Managing
external suppliers and overseeing service quality to meet school standards; Providing operational support to
ensure seamless project implementation; Monitoring timelines and budgets to maintain progress and cost
compliance; Strengthening partnerships with internal and external stakeholders to expand resources and
enhance event impact; Optimizing engagement and satisfaction through refined event details and service

experiences, elevating the overall quality of campus activities.
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Report to: Campus Management Manager
TR REEELE

Responsibilities AR
1. Event Planning: Collaborate in planning campus activities based on educational objectives, school
philosophy, and practical needs .Provide expert recommendations on feasibility, service support, and
resource allocation. Develop event budgets and detailed implementation timelines.

2. Event Preparation: Design execution plans according to event proposals, including but not limited to
SOPs, venue selection, booking, setup, decorations, audiovisual requirements, and transportation
arrangements and other logistical support for successful event delivery.

3. Resource Coordination & Liaison: Work closely with internal departments (e.g., academic divisions,
PTA, student, campus management, and marketing department) to clarify roles and secure venues,
equipment, and materials. Liaise with external partners (e.g., event contractors and booth holder) to
expand resources and ensure smooth operations.
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Event Execution: Oversee end-to-end event management, including On-site setup and teardown,
attendee guidance and flow control, Emergency troubleshooting and ensure adherence to plans and
timely resolution of issues.

Stakeholder Management: Coordinate participants (faculty, students, parents, volunteers, guests,
and vendors). Recruit and manage volunteers, clarify tasks, and facilitate communication to enhance
collaboration and participant satisfaction.

Vendor Management: Maintain relationships with event contractors and exhibitors. Assist
procurement teams in reviewing technical contract terms to ensure service compliance.

Promotion & Documentation: Support marketing efforts and collect multimedia materials (text,
photos, videos) for post-event reporting and future reference.

Budget Control: Monitor budget execution and revenue during events. Conduct cost-benefit analyses
post-event.

Safety & Evaluation: Prioritize safety by developing risk mitigation plans and addressing hazards.
Evaluate event outcomes, identify lessons learned, and propose improvements.

Documentation: Maintain organized digital archives, including proposals, workflows, budgets,
contracts, and vendor contacts.

Additional Duties: Perform other assigned tasks as needed by the department.
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Qualifications {FER:S4E

N o &

Bachelor's degree or higher, preferably in Event Management, Hospitality, Marketing,
Communications, or Public Relations, overseas study or work experience is a plus.

3-5 years of professional experience in event management, marketing, PR, or communications.
Experience organizing and executing events in an educational setting is highly preferred.

Excellent coordination and communication skills, with the ability to collaborate effectively with internal
school departments and external partners. Full professional proficiency in both English and
Chinese (spoken and written).

Strong creative thinking and learning agility, with a genuine interest in international education.
Exceptional organizational and execution abilities, capable of handling on-site emergencies and
ensuring smooth event delivery.

Highly responsible, proactive, and detail-oriented, with a strong team-player mindset.

Willingness to work overtime during peak event periods. Ability to manage stress, prioritize tasks, and
meet deadlines.

Proficiency in Microsoft Office (Word, Excel, PowerPoint). Solid copywriting and written communication

skills.
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Application Process HiEiRIE

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

* Resume

* Up to date contact information of four references

MEEETFRIXEMEZE jobs@bcis.cn FLL PDF BIUKEUTARE. BANGEREIRIBEHTOILEN. AE
& IEAGEZIVZEELEN. REEIGERRIEA, BAISIREBRITERFHESIEAF.

* XS
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© OHEFEARBRRER

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.

B DARAERSERMR TSR EEINREEERSAISMAER, F AR HZ R RN FRER.



