5 B RN ALK
FLF 2P mrmes

selie SUTsEnRES

Cleveland State University
Administrative Assistant
(Funds available)
- Confucius Institute
Department of Curriculum and Foundations

T {E R {E7#% Duties:

The administrative assistant performs a variety of duties that support the Confucius
Institute, which promotes Chinese language and culture in Northeast Ohio.

55 A RIEEH Minimum Qualifications:

Bachelor’s degree in pertinent field and experience in program implementation.
Ability to work with educators, students, and community groups in an effort to
promote cultural programs. Outstanding oral and written communication skills. A-
bility to coordinate and organize meetings and/or special events. Knowledge of
bookkeeping principles. PC competency, including word processing, database,
spreadsheet, and presentation applications.

{85528 A{&{% Preferred Qualifications:

Master’s degree in Education. Bilingual (Chinese/English). Previous secretari-
al/administrative experience in a college/university setting. Prior meeting/confer-
ence planning experience. Previous teaching experience in K-12 educational set-
ting.

B 5 T{EHE Application Requirements:

Send cover letter, resume, and contact information for three references to: Cleve-
land State University, Dr. Lih-Ching Chen Wang, Chair, Search Committee, 2121
Euclid Avenue, RT 1438, Cleveland, Ohio 44115. Review of Applications will be-
gin March 23, 2009; open until filled.

Cleveland State University is an AA/EOE committed to
nondiscrimination. M/F/H/V encouraged.
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Tel: 1-908-769-0788, 1-973-941-2135
Fax:1-908-769-1200
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Margaret W.Wong & Associate Co., L.P.A.Attorneys At Law
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First Integrity Financial Services, MB802996
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Theresa Wang, MBA, CPA.
29500 Aurora Road, Suite 14
Solon, OH 44139

BEEEX

E3%:440-519-1888
sy (H08:440-519-1898
F14:440-703-6888

2XREEHR:
877-518-1888

Cleveland #8427 #hiit:3150 Chester Ave.
MWW Center Cleveland, Ohio 44114
EAH:216-566—9908; {H15:216-566-1125
#AHE :http://www.imwong.com
E_mail: ying@imwong.com
Columbus 42 H] #111t:470 Olde Worthington Rd., Suite 200
Westerville, Ohio 43082
ErH:614-221-8892; {H1E:216-566—-1125
Detroit /8] ihilk:11201 Connor Ave. Detroit, Ml 48213
TEFH:313-527-9989; {HIE:216-566—-1125
New York 42 7] #hit:401 Broadway Suite 1620
New York, NY 10013
EFR:212-226-7011;{HE:212-226-7708
Cincinnati 328 #hilk:11427 Reed Hartman Hwy
Cincinnati, OH 45241 &TE55:513-891-4200; {#E:216-566—-1125
Chicago 432 Al
Erh:312-463-1899; {H1E:216-566-1125
Atlanta, GA ﬁ"\EI ihilk:5425 Peachtree Pkwy
Norcross, GA30092 EF5:678—-378-5438; {815:216-566—-1125
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