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Founded in 1994 and awarded the University title in 2016, The Education University of Hong Kong (EdUHK) is a publicly funded
university, dedicated to the advancement of teacher education and related disciplines through a diverse offering of academic,
professional and research programmes. The University aspires to become a leading university in the Asia Pacific region and
beyond, with a focus on educational and multi-disciplinary research, development and innovation. We are committed to nurturing
outstanding and caring educators and professionals as well as enhancing the impact of scholarship.

The University has an academic/teaching staff strength of about 450 and total student headcount of about 11,000. It has a Graduate
School and three Faculties, namely, Faculty of Education and Human Development, Faculty of Humanities, and Faculty of Liberal
Arts and Social Sciences, comprising 15 academic departments, as well as two Academies, Academy for Educational Development
and Innovation, and Academy for Applied Policy Studies and Education Futures, a number of University-level research centres and
Faculty-level research and professional development centres. For more information about the University, please visit
www.eduhk.hk.

The EQUHK Shenzhen Educational Development Centre (SZEDC) is a professional training institution established by The Education
University of Hong Kong, with the aim of providing high-quality teacher professional development programmes, cross-border
educational exchange activities and a wide range of training courses for the Greater Bay Area.

EdUHK is currently recruiting high-calibre professionals for roles based in Shenzhen.

ADMINISTRATIVE OFFICER
EdJUHK Shenzhen Educational Development Centre, Shenzhen

The Administrative Officer will provide executive and administrative support to the EQUHK Shenzhen Educational Development
Centre (SZEDC), assisting in the planning and implementation of training programmes, courses, conferences and events, while
ensuring efficient day-to-day operations of the Centre.

Roles and Responsibilities

o Assist the General Manager and Associate General Manager in implementing SZEDC’s activity/operation plan and
performance indicators.

Oversee end-to-end management of training programmes, from conducting needs assessments and designing curricula, through
detailed scheduling and speaker engagement, to on-site delivery, outcomes measurement and evaluation, and preparation of
final programme reports to ensure timely completion.

Support market outreach, partnership development and training opportunity exploration, and maintain professional
communication with external stakeholders, as well as support the development and maintenance of collaborative relationships.

Provide executive and administrative support in the planning and implementation of training programme(s)/course(s)/subject(s)
offered by SZEDC, as well as conferences/activities/seminars/events conducted at the Centre.

Provide executive support in drafting operational plans and other related documentation in a timely manner.

Compile and analyse enrolment data, attendance rates, satisfaction survey results, participant feedback, event outcomes and
partnership progress, and assist in the preparation of Key Performance Indicator reports, annual reports and programme
enhancement reviews.

Develop and refine course information, promotional materials, partnership correspondence and other outreach content to
support SZEDC’s branding and professional visibility in Shenzhen.

Manage basic content development and promotion across SZEDC’s digital and social media platforms, including Weixin
(WeChat) Official Account/Video Account, Xiaohongshu and Douyin.

Provide administrative and logistical support for SZEDC’s operations, such as handling enquiries and complaints, procurement,
facility management, record-keeping for enrolments and certifications, venue reservations, and budget management.

Coordinate training schedules, enrolment administration and participant registration, including issuing invitations and
monitoring attendance.

Provide administrative support to instructors, students and management at the SZEDC.

Perform any other duties as assigned by the General Manager and/or Associate General Manager.
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Requirements

Bachelor’s degree or equivalent.

At least 3 years of relevant experience in business or partnership development, programme coordination, or training centre
operations

Experience in training programme development and administration, market outreach, and event coordination would be an
advantage.

Excellent written and spoken Chinese and English, with the ability to use English for routine business communication;
Cantonese proficiency would be an advantage.

Detail-oriented, strong organisational, multi-tasking and interpersonal skills.

Proficient in Microsoft Office applications; familiar with common digital tools and generative Al applications would be an
advantage.

Application / Nomination

The University is being represented in this search by KOS International Limited. Interested parties are invited to submit
applications/nominations, together with cover letter and a full curriculum vitae, to Ms April Wang by email to April.wang@Kkos-
intl.com. For enquiries, please call KOS Shenzhen Office: 0755 6661 3117.

The University reserves the right not to fill the position or to fill the position by invitation. Only those who are shortlisted will be
contacted. Applications and nominations will be considered until the position is filled. Personal data provided by applicants will be

used for recruitment and other employment-related purposes. For details of the Personal Information Collection Statement, please
refer to www.eduhk.hk/jobsopp/index.php?glang=en.



mailto:April.wang@kos-intl.com
mailto:April.wang@kos-intl.com
http://www.eduhk.hk/jobsopp/index.php?glang=en

