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                       JOB DESCRIPTION
                     Confucius Institute Admin Assistant

	Job Title: 	Confucius Institute Admin Assistant
	Present Grade: 4S

	Department/College:		Confucius Institute, Languages and Cultures (DeLC)

	Directly responsible to:		Confucius Institute Manager

	Supervisory responsibility for:	None

	Other contacts	
Internal:
Colleagues and students in the Confucius Institute and its teaching sites, across the University, colleagues in central and faculty professional services.

	
External:  
Other Confucius Institutes, schools, professional associations, partner institutions, event venues, South China University of Technology. 

	
Main Duties:
1. Act as the CI’s first point of contact for LU students, staff, visiting scholars and members of the public. 
Events
2. With support from CI colleagues, coordinate regular CI events including, but not only:
· CI seminars: Liaise with colleagues and potential speakers, scheduling seminars, create material to advertise, promote, provide technical support during the seminar 
· CI part-time classes: Provide timely coordination of the CI part-time classes including scheduling, advertising and support to participants as needed  
· HSK tests: Liaise with CI teachers to register and brief testees
CI study trip to China: Advertise the trip, with a teaching colleague make a presentation to interested students, liaise with our Chinese partner regarding visa invitation letters, support students with their visa applications, provide a pre-departure briefing to students.
3. Contribute suggestions and ideas for how to improve what we do and how we do it. Participate in staff networks e.g. events network to share good practice and learn from others. 
Media
4. Lead on CI media including responsibility for updating the CI webpage, writing news reports for the website, compiling and distributing a regular newsletter, social media.
Admin 
5. Schedule and minute CI Leadership Team meetings and Board of Advisors meetings. 
6. Provide admin assistance to CI Director 
7. Provide support for other Lancaster University initiatives which are coordinated by the CI e.g. China Scholarship Council partnership.
8. Monitor essential supplies and place purchasing requests. 
9. Coordinate timesheets and annual leave.
10. Record ongoing event data and provide periodic summaries in order to contribute to annual reports.
11. Contribute to health and safety by acting as a CI display screen assessor and first aider.
12. Act as a GDPR representative for the CI.
13. Contribute to new staff inductions e.g. by instructing staff how to gain a library card, open a bank account, apply for DBS, find accommodation and with other practical matters which support them to settle in the UK, etc. 
14. Work collaboratively with colleagues in SGA, across FHASS and Lancaster University
15. Other tasks appropriate to the role as required.
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