Position Description —Administrative Assistant

(Introduction of IACMR)
International Association for Chinese Management Research (IACMR) is recruiting a full-time

senior administrative Assistant.

Job Responsibilities:

This person will help coordinating work related to the International Association for Chinese
Management Research. The job Responsibilities include membership management, facilitation of
IACMR information exchange between members, website maintenance, and coordination for

bi-annual conference preparation and other academic activities.

Quialification:

Excellent written and spoken English,

Fluency in reading, writing and speaking Chinese
Administrative and computer skills

Some web maintenance skills

At least three years of full time work experience

Capable of working independently with initiative

MBA or Master's degree (in English, business, psychology, sociology or related fields)

Qualified applicants should send in CV in English, detailing past work experiences, and samples

of English writing to iacmrbj@gsm.pku.edu.cn
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