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Announcement of Recruitment 

Schwarzman Scholars at Tsinghua University was inspired by the Rhodes scholarship, which was 

founded in 1902 to promote international understanding and peace, and is designed to meet the 

challenges of the 21st century and beyond. Blackstone Co-Founder Stephen A. Schwarzman made 

personal contribution to the program and is leading a fundraising campaign from private sources to 

endow the program in perpetuity. The endowment will support up to 200 scholars annually from the 

U.S., China and around the world for a one-year Master’s Degree program at Tsinghua University in 

Beijing, one of China’s most prestigious universities and an indispensable base for the country’s 

scientific and technological research. Scholars chosen for this highly selective program will live in 

Beijing for a year of study and cultural immersion, attending lectures, traveling, and developing a 

better understanding of China. Admissions opened in the fall of 2015, with the first class of students 

in residence in 2016. For more information, please visit: www.sc.tsinghua.edu.cn 

 

To support the development of Schwarzman Scholars at Tsinghua University which was officially 

launched on April 21st, 2013, the University is now seeking for most qualified people for the relevant 

positions. You are cordially invited to join us to work for such a high profile college, which provides 

infinite opportunities of self-development. If you are self-starters, highly driven, passionate about 

education, and eager to challenge yourself in a startup institute, please now apply for the positions as 

below: 

 

 

Position Name: Program Assistant 

Department: Student Life 

Hiring Number: 1 

Salary & Benefit: Tsinghua Contract Terms of Appointment 

 

Duties & Responsibilities 

1. Provide administrative support to the Associate Dean, including data entry, submitting documents, scheduling 

meetings, reading documents in Chinese and summarizing, etc.    

2. Help students book HNA flights 

3. Work with the Deep Dive team on coordinating and documenting travel logistics; 

4. Provide administrative support for various Student Life areas (career development, Deep Dive, PTP, etc.) 

5. Assist with logistics for various events such as ceremonies, receptions, guest speakers, field trips, etc.  

 

Required Qualifications 

1. Bachelor’s degree.                      

2. Minimum of 2 years' work similar work experience (some accounting/finance experience 

preferred)                     

3. High level English and native Chinese, including exceptional written and oral communication skills. 

4. Competence with software including Microsoft Word, Excel, etc., and the ability to learn how to use new 
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software and databases (ability to use graphic design software is a bonus) 

5. A willingness and ability to work flexible hours and do all types of work, including physical/manual tasks, due 

to time zone differences and the nature of student life work. 

6. Excellent organizational, and time management skills, with a strong ability to juggle multiple projects. 

 

Salary & Benefit: 

1. Tsinghua Contract Terms of Appointment 

2. Global and cross-culture atmosphere, working with talent team members 

 

TO APPLY 

1. send your resume and cover letter (in English) detailing your interest and how you meet the qualifications 

above. 

2. Send by email to: Melanie.koenderman@sc.tsinghua.edu.cn AND hr@sc.tsinghua.edu.cn 

 

 

Position Name: English Instructor  

Department: Student Life  

Hiring Number: 1 

Salary & Benefit: Tsinghua Contract Terms of Appointment 

 

Duties & Responsibilities 

1. Teach small, discussion-style classes to scholars of mixed English proficiencies (advanced to near-native) 

2. Track the progress of individual students and provide regular, individualized feedback on their learning 

progress  

3. Design course materials and evaluate teaching resources as needed 

4. Work with the Language team to continue refining the curriculum and standards 

5. Maintain regular Writing Center office hours to give students writing feedback 

6. Work alongside the Academic and Student Life teams to design and host workshops covering common English 

and writing-related topics 

7. Participate in other Student Life activities throughout the year (e.g., Orientation, Deep Dive) 

 

Required Qualifications 

1. Master’s degree in TESOL/TEFL, English, Journalism, a social science, or a related field (Bachelor’s degree 

with extensive related experience will also be considered) 

2. Minimum 2 years’ full time work experience teaching English as an additional language including academic 

English and/or adult professional English 

3. Native English fluency 

4. Excellent communication skills, both oral and written 

5. Demonstrated ability to work with students of varying English proficiencies, especially near-native speakers 

6. Demonstrated sensitivity to students’ needs and cultural differences 

7. Experience designing and writing lesson plans 

8. Experience collaborating across disciplines/departments 
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Preferred: 

1. Certificate in teaching English as a second language with significant experience 

2. Two or more years teaching in a university setting 

3. Demonstrated effectiveness working with Chinese speakers 

4. Have direct knowledge of Chinese academic and/or business culture 

5. Have direct knowledge of American academic and/or business culture 

6. Experience innovating in the education space 

7. Beginner-level Chinese or above 

 

Salary & Benefit: 

3. Tsinghua Contract Terms of Appointment 

4. Global and cross-culture atmosphere, working with talent team members 

 

TO APPLY 

1. send your resume and cover letter (in English) detailing your interest and how you meet the qualifications abo

ve. 

2. Send by email to: hr@sc.tsinghua.edu.cn 

 

 

Position Name: Faculty Affairs Officer 

Affiliation: Schwarzman College, Tsinghua University 

Department: Academic Affairs 

Hiring Number: 2 

 

Duties & Responsibilities 

1. Daily Support to the faculty (Visiting Professors, Chair VIPs, Residence Professors and Visiting Scholars, etc.), 

included but not limited to: 

 Act as liaison, responsible for coordinating before and after the visiting professor’s arriving; 

 Responsible for the process after the professor’s arriving, support him/her to familiar with the campus; 

 Responsible for the daily request and contact from the faculty, assisting to find out the right person to solve 

the problem; 

 Act as a member of Urgent Response Group, solve the urgent problem for the faculty and family members; 

 Collect the feedback from the faculty; 

 Assist with other issue for the faculty. 

 

2. Organize the events for the faculty: 

 Assist with the faculty meetings, such as release the Ads, prepare the materials and coordinate; 

 Assist with the faculty to contact the liaison as needed in the campus 

 Collect and release the events information 

 

3. Implement the process required by the Department of International Affairs, Tsinghua University, included but 

not limited to: 

 Make timeline for the whole process; 
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 Work on the invitation letter, assist with the lone term/short term visa, and the Certificate of Foreign Expert; 

 Residence Permit and the relevant issue; 

 Declare the Honorary title of the Visiting Professors. 

 

4. Other affairs of the faculty: 

 Maintain the database and the information per faculty community online; 

 Implement and update the process;  

 Coordinate the office time of faculty affairs department. 

 

5. Other tasks from the office: Assist with the events and other tasks as needed. 

 

Required Qualifications 

1. Proficient in English and Mandarin; 

2. At least Bachelor’s Degree; 

3. At lease three-year full-time experience; 

4. Hard-working, passionate, patient and well organized; 

5. Passionate about education, sense of service-oriented, self-driven, and strong responsibility; 

6. Strong capability of team work, cross-culture communication and multi-tasks solving, can smoothly deal with 

the urgent issue; 

7. Can accept the flexible working time (midnight and weekend). Can accept the extra work during the busy season; 

8. Experience of international conference, secretary to senior manager above, client/faculty relationship 

maintenance and administration in education industry will be considered as priority; 

9. Experience of studying abroad will be considered as priority. 

 

Salary & Benefit: 

1. Tsinghua Contract Terms of Appointment 

2. Global and cross-culture atmosphere, working with talent team members 

 

TO APPLY 

Send your resume in bilingual languages (English and Chinese) by email to hr@sc.tsinghua.edu.cn 

 

 

Position Name: Associate Director, Career Development 

Affiliation: Schwarzman College, Tsinghua University 

Department: Student Life 

Hiring Number: 1 

 

Description of the Position  

The Associate Director under the direction of, and in coordination with, the Director of Career Development and as 

integral part of the Student Life team, will provide career coaching/education and conduct employer 

development.   The Associate Director will design, develop, and deliver career management programming 

(includes large lectures, hands-on training programs, virtual and online/recorded programs, special events, one-on-

one career coaching, and other special projects as needed) and lead the development and implementation of a 
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comprehensive employer engagement strategy within the Greater China region.   

  

The Student Life team is highly collaborative.  We all work together to create and deliver innovative and integrated 

student life programs - from orientation to graduation and signature programs in between!  As a new College we 

design, innovate, and create solutions with student, staff, and faculty input.  The ideal candidate will be an 

enthusiastic and resourceful self-starter, who is tech savvy, and willing to do whatever is necessary in this 

collaborative, lean, start-up environment.  A positive approach and an empathy towards student needs is a must. 

We have an amazing team, and are looking for an amazing person to join us! 

 

Duties & Responsibilities 

1. Conceptualize, innovate/develop, and deliver/co-deliver career management programming from exploration 

through commitment for myriad post-program endeavors. Programs include workshops, panel discussions, 

large scale conferences, and virtual/online training programs. 

2. Coach domestic and international students on appropriate career management and job search skills in one-on-

one, small and large group settings.   

3. Manage or lead various special projects/programs that provide career related support, such as the Practical 

Training Program, Mentor Program, etc. 

4. Design, develop, and execute a broad-based employer development strategy in the greater China region, 

including goals of meetings per week and jobs posted using relevant student data to drive meetings and 

engagement. A successful strategy and communications will incorporate staying abreast of industry trends, 

hiring needs and student interests.    

5. Solicit, evaluate, track, and analyze data, using surveys and other systems, tools and approaches. Document 

contacts and organization conversations, post jobs, conduct resume referrals, and more utilizing career 

management system/database. 

6. Travel to employer locations and events, as well as evening and weekend career and networking events for 

students, employers, and alumni  

7. Interface with other teams within Schwarzman College and Tsinghua University to achieve strategic school 

priorities and meet annual objectives. 

8. Represent the Schwarzman Scholar Program and Tsinghua University. 

9. Other duties as assigned or in response to changes in hiring and career trends, and changes within the University. 

 

Required Qualifications 

1. Master’s degree in a field appropriate to the area of assignment, and eight (8) years of related administrative 

experience which includes five (5) years of supervisory experience; OR, any equivalent combination of 

education and/or experience from which comparable knowledge, skills, and abilities have been achieved. 

2. Evidence of effective bi-lingual fluency (Chinese and English) verbal and written communication skills. 

3. Experience and knowledge of career coaching principles and effective program design. 

4. Demonstrated knowledge of greater China region employment markets. 

 

Desired Qualifications: 

1. Experience with corporate recruiting, employee learning/development, client management and business 

development. 

2. Experience working with a diverse population.  
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3. Experience in facilitating oral presentations to large and medium size groups. 

4. Experience in working collaboratively across an organizations’ ecosystem to manage ambiguous situations that 

may have competing demands. 

5. Experience in Microsoft Office Applications ( i.e.,Word, Excel, Access, Outlook, data query, PowerPoint). 

6. Experience in analyzing career/employment markets, reporting, and trends, using data and analytics to make 

decisions. 

7. Excellent independent judgment, problem solving and organizational skills (manage multiple projects and 

processes simultaneously), sensitivity, and confidentiality. 

 

Working Environment 

1. Regular use of standard office equipment including, but not limited to: computer workstation/laptop (keyboard, 

monitor, mouse), printer, fax, calculator, copier, telephone and associated computer/technology peripherals 

2. Frequent bending, reaching, lifting, pushing and pulling up to 25 pounds  

3. Regular activities require ability to quickly change priorities which may include and/or are subject to resolution 

of meeting and managing stakeholders’ expectations  

4. Ability to clearly communicate to perform essential functions  

5. Ability to work successfully in fast-paced and changing environment 

6. Receive regular review of assignments for adherence to established goals and objectives 

 

Salary & Benefit: 

1. Tsinghua Contract Terms of Appointment 

2. Global and cross-culture atmosphere, working with talent team members 

 

TO APPLY 

1. Please email a cover letter and resume in both English and Mandarin to Julia.Zupko@sc.tsinghua.edu.cn AND 

hr@sc.tsinghua.edu.cn 

2. Application deadline: Until the position is filled 

 

 

 

Position Name: Admissions Manager 

Affiliation: Schwarzman College, Tsinghua University 

Department: Admissions 

Hiring Number: 1 

 

Duties & Responsibilities 

1. Assist with the whole process of admissions work for the Schwarzman Scholars Program; 

2. Assist with admissions related events, develop and database of potential applications and follow up in 

appropriate manners; 

3. Responsible for telephone and email correspondence with potential applicants; 

4. Arrange full interview process with chosen applicants, preparing and sending offer letters and assisting actual 

enrollment in the program; 

5. Provide support and coordination with different teams as needed; 
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6. Other duties and responsibilities as assigned. 

 

Required Qualifications 

1. Minimum Bachelor’s Degree required; proficient in written and spoken English; 

2. Minimum 2 years' experience of working for admission, sales or marketing; 

3. Proficient in office software, including WORD, EXCEL, POWERPOINT; 

4. Clear sense on the daily work; 

5. Good skill of communication and cooperation; 

6. Competent to handle the temporary task from the project leaders. 

 

Salary & Benefit: 

1. Tsinghua Contract Terms of Appointment 

2. Global and cross-culture atmosphere, working with talent team members 

 

TO APPLY 

Send your resume in bilingual language (English and Chinese) by email to hr@sc.tsinghua.edu.cn 

  

  

 


