Junior Composition and Conversation 2004 S 

Job Description Work Sheet
 (Due 2/27, please fill out the form in English and send the files to your teacher by email. )
I. Job Wanted List: 
	Date
	Title
	Nature
	Location
	Work Experience
	Age
	Education
	Salary

	02/27
	Administrative assistant of the English Department Culture  University 
	Full time
	 Taipei
	No restriction 
	No restriction 
	`College/English  Major
	30,000

	Why it is suitable for English majors: 

1. Familiarity with work requirement and environment 2. English proficiency. 


II. Job Description 

	Job Title: administrative assistant of Fu Jen University English Department
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求才內容說明

	【Job Descriptions】
	 1. administrative matters of the department, 2. serving as a friendly link between the dept. and the students, and among the school and the dept and the students.  

	【Job Type職務類別】 
	Administrative assistant of English Department

	【Nature 工作性質】 
	Full-time.

	【Location】 
	 111 台北市華岡路55號中國文化大學英國語文學系 館樓:大仁館二樓 

	【Payment Range】 
	 30,000  

	【Work Hours & Holidays】 
	 Eight hours/holidays available on national holidays, summer and winter vacation. Extra holidays are given according to service time in employ.
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 Job Qualifications

工作條件限制
	




	【Age】
	 No restriction.

	【Education】
	 Bachelor’s degree.

	【Major】 
	 Preference: English major

	【Work Experience】 
	 No restriction.

	【Language】 
	Requirement: Chinese and English. Preference: dialects

	【Computer Skills】 
	Chinese and English typing, and homepage design.

	【Other Skills】
	Translation, interpretation, writing skill of public document.
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應徵方式：
	



	【Contact E-Mail】
	. crgael@staff.pccu.edu.tw 


	Description of the Company：

	【Kind】
	

	【 Staff 】
	

	【人事聯絡人】
	系主任:姚崇昆

	【Address】
	

	【 Tel 】
	(02) 2861-0511
ext. 336

	【 Fax 】
	Fax:(02) 2861-8279

	【URL 
公司網址】
	http://db.pccu.edu.tw/dept/crg_group/crgael/ 
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Introd.：
	

	Please check the website yourself.  


	[image: image7.png]


 Please promote this job and company by discussing – 

 Why it is suitable for English majors?  Potentials for Future Development.

	1. Familiarity with work requirement and environment; English proficiency (frequent use of English and English-Chinese translation.) 

2.   Having advanced education with job obtained.
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 Welfare 福利制度：
	




	1. Having health insurance and labor insurance.

2. Vocation system


