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Executive Education Officer

Company

The Executive Education of the Business School aims to develop education programs to advance
professional’s career development goals and to position their organizations for continuous growth.

The Executive Education Officer shall be responsible for coordinating activities across departments of
the School based in China, internal faculty, partner universities or institutions and clients, as well as
ensuring that project plans are executed according to agreed timeframe and budget.

The office is based in Shanghai.

Responsibility

e Work as a team to promote executive education program in China and reach target.
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o Oversee Administrative activities on designated Executive Education programs, including but
not limited to business contract, invoice and payment follow-up, revenue and expense tracking,

and provide logistic support for clients and visiting speakers in areas of accommodation,
transportation and visa application.
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o Take Responsibility for event management on designated projects, including open ceremonies,
graduation ceremonies and other activities.
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e Coordinate internal faculty, guest speakers and partner universities or institutions for

appropriate course design and to ensure that delivery schedules for executive education
programs are achieved in a timely manner.
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o Deliver excellent customer service to Executive Education clients or participants, by means of

dealing independently with all enquires, by telephone, email, WeChat, and to ensure that they
are given accurate advice.
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e Analyze and build-up pool of prospect and corporate clients.
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e Collect feedback from trainees and communicate with stakeholders timely for continuous
improvement of trainee’s satisfaction.
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e Assist the head of Executive Education in secretarial duties such as liaising with partners,

guest speaks, coordinating meetings, compiling reports, following up with action plans and
dealing with paper work.
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Requirement
e At least 2-3 years working experience in executive education, preferably sales role in big
organization or knowledge in course design
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e Bachelor degree or above, overseas education or experience is preferable
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e Outstanding verbal and written communication skills in both English and Chinese
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e Excellent interpersonal, Organizational and co-coordinating skills
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e Good communication and negotiation skills
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e Good Project management knowledge and experience to meet deadlines, achieve goals, and
balance multiple priorities
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e Familiar with Operation of social media, including WeChat public account, Weibo and so on
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e Can travel domestic or abroad
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Please send your resume to: sh-recruitment@ccifc.org



