Associate Dean of Student Affairs
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Duke Kunshan University
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Job Description

RIfrtR

Position Overview RPLHER:

As a member of the Student Affairs Leadership Team, the Associate Dean provides advice, guidance,
support, and assistance to the Dean of Student Affairs on relevant matters related to Chinese students
and parents. The Associate Dean provides leadership for the Chinese Student Services Office and
advances administrative, governmental, and programmatic initiatives in alighment with the mission of
Student Affairs and Duke Kunshan University.
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Reports to JLIAT & :
Dean of Student Affairs

FHERESRK

Essential Duties R ERRF:

@® Assist the Dean of Student Affairs in developing policies and procedures to appropriately serve
Chinese students in conjunction with meeting the expectations of government requirements.
Bl A B 55 B A ) B 77 & BURF BRI BURARAE, A B AR ME LIRS

@® Provide high level leadership and management of the Chinese Student Services staff. Supervise
direct reports and to create a multi-faceted and holistic approach to serving students.
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® Communicate and appropriately implement MOE and JED regulations to ensure DKU is aligned with



all expectations to serve Chinese students.
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Serve as a liaison for International Student Services and attend local and/or governmental meetihgs
related to policies and regulations involving international students.

TERNE BRFAEFE S RRE N, SN2 U/ SBURFA O E PR 4 BUR AE R 21
Responsible fiscal management of the budget in Chinese Student Services.

TR E A SR ST E .

Serve as the point of contact for Chinese parents to address any questions, concerns or suggestions.
TR A KARE A, REAKKEE. XU5EGHTRE .

Oversee all aspects of military training, DKU Communist Youth League, Dang’an, Hukou, social
practice, student mobility, and other strategic initiatives. Create and promote strategies and
programs designed to positively impact the DKU experience for Chinse students.
FEPEPETN, KRBCH., R P H. RSB, IR AR AR % 07 T R
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Be knowledgeable of best practices and trends in Student Affairs and Chinese/international higher
education.

T fis e s AN [ /[ R S B E B B SR S

Foster collaborations with counterparts in Student Affairs and Academic Affairs.

TR ARt A A 22 R E S S 1E.

Represent Student Affairs, as appropriate, in the community and in external meetings related to
higher education in China.

REBFZERFEITRES IS b E &S EE AR AR

Lead internal and external committees and task forces on various initiatives as designated by the
Dean of Students.

T EESRRIEE R A SMET H B R 2 EESS /M.

Serve as point person for community relations through programmatic initiatives, crisis management
(on and off campus), and liaison with various campus/community groups that cross functional lines.
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Participate in the Student Affairs strategic planning process, ensuring consistency with and support

of institutional strategic goals.
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® Other tasks as assigned.
I AthAR BRI RAEST
® University employees' job responsibilities will continue to expand in scope and depth as the

University grows in size and complexity in its programs.
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Required Qualifications FEERELR :

@® Minimum of 10 years progressive experience in Student Affairs.
Z/b 10 FFRL SRS AI AR TIER S

® Master’s degree in higher education, counseling, social work or a related area.
EREHE. OHEEW. 2 TSR SURITA L 210,

® Demonstrated knowledge of and experience with the Chinese higher education system and
familiarity with international higher education standards.
BEEHERFAFEAANAIRFAE, AREFSHE .

® Demonstrated experience and ability to lead an area in Student Affairs.
BREFERFTHBTOHT LIEMAWEE .

® Fluency in English and Chinese.
A AR T R O ERE A

® Intercultural competence and ability to embrace multicultural perspectives.
G B8 S A PR AR R £ T S A R BR T

® Effective interpersonal and communications skills, including the ability to convey information in
accessible terms to a variety of audiences and to secure and/or provide information to clarify
situations, resolve problems, and communicate policy decisions.
H B ANBRAZERE W ANEIEEL TS, A R AR RS2 AR BB A5 B, BRERA1/EHR(HE B
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® Ability to form and maintain healthy, successful relationships with students and colleagues including
skills in mentorship and conflict management.
WA SEEMAFEEFRFER. R ANEGE, GEERARTRESFEERBMMBRE
HERESE

® Ability to make data informed decisions and utilize a cycle of assessment and continuous

improvement.
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Preferred Qualifications {E5B4EEREER :

Doctorate in higher education, counseling, social work or a related area.

EESHE. LHEEW. o TIESHECHEMA L% 407,

Desire to work in a team-oriented, dynamic, fast-paced, diverse environment,
HEAE—NHRIAEM. RSN TR, ZouiERES TIHE,

Commitment to supporting an innovative, intercultural learning community with students, faculty,
and staff from multiple countries and cultures.

BT 3Rk B 24 E M SIS 4 5 200 T R 4H R BB RS SCAe i 2 S M X
Assessment skills necessary to evaluate and improve programs.

A VARG B iEShRIRE ST .

Experience in counseling, social work, or related setting.

WA OLEENE. o TIERHEXTERR.

Excellent interpersonal and cross-cultural communications skills; excellent organization and planning
skills.

A MRFRINGRFIEE CAVIERE S, RFRIHRTIHERIGE S .

Communicates effectively both verbally and in writing with contemporary technological skills

including use of social media.

ez AR E R A AE B BOR, T 1k R A= A 20 iE.

This position is based in Kunshan, China.

G TR E R,



Director of Research Support Office
M EEIPAEELE
Duke Kunshan University
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Job Description |
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Position Overview KIALAER: _

Duke Kunshan University seeks candidates for the Director of Research Support Office (RSQ). The Office
supports the grant activities of the research centers and instructional divisions/programs by assisting the
preparation and submission of proposals to external sponsors and managing the received awards (i.e.,
grants and contracts). The RSO also manages the intellectual properties created by research activities and
oversees the research-related compliance.

We are looking for an individual with extensive experience in research support and excellent
communication skills. A strong customer service orientation is essential. Good organizational,
management and analytical skills are required.
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Reports to JLRX} %

Associate Dean for Research

B LAt s K R R B

Essential Duties X ERHH:

The Director of Research Support Office will work with a team of administrators — including the Associate
Dean for Research, the Controller, the Director of Audit and Internal Compliance, the Senior Director of
Development and Alumni Relations, and the Grant Managers of the academic units — to provide effective
support for faculty to seek external funding and manage research activities by following the relevant laws
and policies. The Director of Research Support Office also manages the intellectual properties created by

research activities.
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Broadly, these duties include the following activities:

ZNA AR T EEU T 2.

® Seek external funding opportunities by closely engaging with external sponsors and donors.

S5&FBUTII]. BE HBR AL E A RRFE IR R, FRIMERIIEE.
® Manage the daily workload of RSO to meet required deadlines.

EFEHTE RSP AEREE T, RERHFEE FIGR AT .

® Review research proposals for compliance with sponsors guidelines and university policies.
BRI E HET, SRS IR E R LR R A R BURE M

® Analyze the terms and conditions of awards and negotiate revisions.
AR E & R, 35 BT 58 A %5k 3.

® Monitor the finances and progresses of sponsored projects.
HERHTTR B B8 & AT H

® QOversee compliance requirements for sponsored projects.
BRI B & Ea .

® Assist and coordinate the preparation of project reports for sponsors.
WA SCHEFRLBT I H 41 5T A SE BB A2 I E e

® Maintain the databases required for reporting on university grant and research & development
activities for sponsors and university officials.
WA TN BT AR, GRERERIIEIE . BHHES) A 4R .

® Work with the team to develop and present the RSO services and procedures to faculty and staff
involved in sponsored research.
AR E BRI A EEBA, ESLAYET R E A BIIEE K0 AR FER .

® (Create and update internal policies and guidelines related to research support.
QA YE 5 R 5 1  FR R A FE 7

® |dentify, execute and protect the intellectual properties created by research activities,
HEHP RN (RAP RIS B A& I TR AL

® Provide training to faculty, staff and students on research-related policies and guidelines.
NHR 5 LA A S SR S BURATRAZ I

® Serve on research-related committees within the university.



ERTRA SR HRHIER .
® Perform other duties as assigned.
56 A A 22 R T AE
® University employees' job responsibilities will continue to expand in scope and depth as the

University grows in size and complexity in its programs.

B AR A RANR R, H L AEHR STH fAE B 2

Required Qualifications FEERER :

® Master degree required, a PhD degree preferred.
Wb, AL EELE.

® Highly motivated personality and great passion on research support.
R BUR N PE RN BHIHE B TAE IR K i .

® Knowledgeable in research-related laws and policies.
U 5 R SRR ABUE .

® Familiar with the management flows and systems in Chinese funding agencies.
PN R [ B AR S BB T T B R B AT H B R 5.

@® (Capable of managing and caordinating complex workflows to meet deadlines.
HTEEMDEE R LIRS, HaeENE RN TR TS .

® Excellent communication skills in an intellectual and cross-culture environment.
EREFLH S U ES B H A REEET,

@ Fluency in Mandarin, both spoken and written.
RAAEE T BN ERIERR .

® Fluency in English preferred.
JABETAE S

® More than 10 years of working experience on academic research or research support.
10 £ DA _E 2R B 5T BURHIF AR OC TIE TG

® Experience in hiring, directing and evaluating staff.
HERE., RENSAEENER.

@® Experience in developing and presenting training programs.

BAHZENITRE R TR EEER.



Director of Academic Projects

FARWME £

Duke Kunshan University
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Job Description
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Position Overview RIALHER:

Duke Kunshan University seeks candidates for the position of Director of Academic Projects. This position
will be situated in the Office of Academic Affairs, and will provide the Vice-Chancellor for Academic Affairs
with data analysis and interpretation of national policy and regulations on higher education as relevant to
the university. In addition, the Director will work with other stakeholders on campus to facilitate
compliance with relevant laws and regulations.

The successful candidate will have experience in institutional research and/or regulatory compliance in a
Chinese institution of higher education, and will have the ability to work closely with other campus
stakeholders in supporting DKU leadership. Good organizational and management skills, and facility in
both Chinese and English, are required.

Bl RZEERBEARTE XL, ZRURBTERESHAE, AERFFRRKREL
FEONHERSERRATERSENMGE. kit 2RTEH AT ERAHMITIENREE,
PABAOR %2R 35 B 75 & tHRVE R IE I K

FAME EEFEATESEEENWITRUL/SERE ST HER, EE5RANEMTIEANR
BEEE IFERESELE, HAESHEAMHS, TR ULRFHHIEES.

Reports to JLIRX &

Vice-Chancellor for Academic Affairs

FARESRIRA

Essential Duties EEHR #:

The Director will work with other personnel in the Office of Academic Affairs, to support the VCAA in
university compliance with, anticipation of and interpretation of national and provincial regulations and
changes in those regulations.

FABE EEREFZARESHAZHMTHEANRERE, XHFREFZARKEE. M. iz



FANE FREEREN R HEL,
Broadly, these duties include the following activities:

HAERELL TS

Provide the VCAA with interpretation of national and provincial laws and regulations relevant to the
university, and in particular analysis of their effects upon the academic mission of the university.
NERBFRR KRR 2B HRNE RS SIEEEMOMRE, REFEMTEN K
AR A HYRE I o

Work with other staff in the Office of Academic Affairs to develop planning frameworks for carrying
out the academic mission of DKU in accordance with national and provincial legislation.
H5HERESDAZHATIEANREIE, RIE\EEBRMELLE, FHELFTERZZRENIH
R EHELE .

Work with staff in the Office of the Chancellors to support leadership in strategic planning.

R ABHTENRGE, SRS E 1R .

Work with staff and faculty in the Undergraduate Office to provide data and analysis in support of
DKU'’s innovative undergraduate program, particularly involving accreditation issues.
S5ERAEDAZNBIRR T AE, REFIEMSHT, DSCRR LA REHERH AT E
HHREZANEHAREH.

Provide support for curricular reviews in the undergraduate and graduate programs.
XEARERB A REE S,

Act as a liaison to institutional research and regulatory compliance personnel at Wuhan University.
R KN AR E & A REVIME.

Act as a liaison with DKU’s Research Support Office, providing data on compliance and research
initiatives to the VCAA.

SRERFEEDSAEIME, FFEARFFEIRACIRMEE ST 7L R0 SR .

Serve on relevant committees within the university.

MR RER L.

Perform other duties as assigned.

SE A AR AR

University employees' job responsibilities will continue to expand in scope and depth as the University

grows in size and complexity in its programs.

W& S BRY R, WUE BRI, &AL LAEIR 576 AR B G 4k 4L K.

Required Qualifications fEERE R :



Master’s degree required. At least ten years relevant work experience in higher education required.
Wit UL B2, A 20 HENREEIRGLR.

Experience in institutional research and/or regulatory compliance at a Chinese university.

R EREHENMTTA U/ SEEE SN EER.

Familiar with the overall higher education regulatory frameworks at national and provincial levels.
P [ ZORN 8 R e S R R I B HE L

Capable of interpretation and analysis of compliance frameworks in the context of Western curricula.
RERS R, o ITPE T RIEE BT &MIESE.

Capable of participating productively in complex cross-cultural education projects.
REBUZ5ERNE XLHE T &

Excellent communication skills in cross-cultural environments.

th EL RIS A £ T

Fluency in Mandarin and English, both spoken and written.

RAFH AR 3 C O SLA B VAL ST .



Associate Director for Research and Lab Safety

R RISCI = 2 2R EE

Duke Kunshan University
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Job Description
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Position Overview RIAIHER:

The Office of Occupational and Environmental Safety is created for the recognition, evaluation and control
of factors in the workplace that may cause illness or injury, especially in academic contexts and research
laboratories. The Associate Director for Research and Lab Safety will lead the effort in development and
implementation of DKU Occupational and Environmental Safety programming, including setting up
policies and safety protocols. The position-holder supports university adherence to occupational safety
and health rules, regulations, policies and procedures, including compliance with health and industrial
hygiene regulations at the local, provincial and central government level.

BOL RIS = 2 A B RRALR Y TRA . WSS TESRT RS HRmRGENE R,
AR EARME ARG LLG E . BHTMLL = 22 8] AR A 5T B LA 5w K2R FIER 5 22 2 10
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Reports to JLHR T %
Vice Chancellor for Academic Affairs

FARFSERK

Essential Duties R EEEH #

® Develop, implement, coordinate, promote, and evaluate safety policies and programs
encompassing environmental and occupational health and safety, bidsafety, lab safety, waste
management, hazardous materials management, etc.
HE K. WA (REFTEEREBURNBE, GFEFEMR RS2, VAR
2. KE=ERe, BWER. ERMTEHEERS,

@® Develop and implement biosafety planning protocols, in coordination with researchers.



SR AR EE, il ML HETT I 2R & .

Develop and implement laboratory regular review and audit processes.

il 5 1 S i SR 06 2 T RATE B A AR

Work with RSO in developing mechanisms to ensure researchers are in compliance with the safety
requirements of funding agencies.
SRUTEESAEEIE, BlEIH, SRR RS R 2 TR,

Develop systems for handling chemical, biological and radiation wastes.

TrR A B RS R RS

Monitor and advise appropriate personnel of new regulations concerning environmental and
occupational health and safety from central, provincial or local government that may impact the
University.

RIEF R A BT BN & AT REXT 2R P AR IR . A DRI (R S 22 A BTN
B> FRRMRA BRI

Develop and administer research and lab safety training programs for members of the university
community in response to trends or problems identified or upon request; write articles for
newsletters or safety flyers distributed to university community; conduct training workshops on
safety and technical subjects.

FEERCRR R sE AVE BRI AT S8 = 2RI, PN RIS ER R ;AR AT
VIR Z 2R RBEE XE, EHEeREARRRIEIITESS,

Develop methods, controls, and procedures to improve a safe research environment.

HETTE R SRR SR 2 2tk

Provide assistance in the development and implementation of emergency response plans for the
University.

i B 2 R ANPIAT RL Bt Rl

Perform other duties as assigned.

Fe AR 2 BE R TAE

University employees' job responsibilities will continue to expand in scope and depth as the
University grows in size and complexity in its programs.

It 2 A RS T AN T B R PR RGSE N, 242 5 TR AR BR 55 Ve [ A AR Py A IR B ok
TR Ko

Required Qualifications fEEREER:



Master’s degree, PhD degree preferred, in Occupational or Environmental Health and Safety,
chemical, biological, radiological sciences or related field, with seven to ten years of demonstrated
experience in environmental safety, occupational health, research safety, radiation, biosafety,
chemical safety, or industrial hygiene in a complex research organization.

itpg, B EETERIEEN, B EHRERSTE, 0%, A, BHREs
MRSV, H 7-10 FRHEET 4, BRLEE, Rfzs, W5, £P%e, hELeAXT
FEK, BAELGSHERTIE R ANELVTAETERER.

Strong working relationships with faculty, students and other researchers.

RENS 5 5 A . FAMLMRIT A R RFRIFK TEXR.

Ability to interpret and advance the effective administration of research safety programs, based
upon a deep knowledge of central government, provincial and local laws and regulations, as well as
standards and regulations promulgated by various funding agencies.

TEIRN T e R & ORI 7 0 DL R &% SR B LI AAG AR v A G Btk B, B
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A high degree of integrity; results orientation in personal and professional initiatives; ability to
effectively drive changes.

mEWAE, SRS, TERKES, AR HED) S,

Excellent interpersonal and communication skills both in written and oral forms with a variety of

constituencies. The ability to work in a diverse cultural setting.

P75 B A O3k Re ), REEARFSTILE & F T,



