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Job Title: Officer
Department: Training Center, Office of Knowledge Transfer, HKUST (GZ)
Reports to: Center Head

Location: Hong Kong University of Science and Technology (Guangzhou)

Position Overview:

The Officer will play a pivotal role in assisting the Center Head in overseeing all
industry and company-related programs. This position focuses primarily on developing
customized programs and fostering corporate partnerships, ensuring alignment with the
strategic objectives of the training center.

Principal Duties and Responsibilities:

1. Program Development &Management:

Collaborate with the Center Director to design, implement, and oversee customized
training programs tailored to meet the specific needs of corporate partners.

Manage the full lifecycle of corporate partnerships, including proposal development,
client engagement, program design, delivery, evaluation, and renewal.

Act as the primary contact for corporate clients, maintaining strong relationships and
ensuring a high level of customer satisfaction.

Conduct research on prospective clients to understand their organizational structure,
industry dynamics, and training needs to effectively tailor program offerings.

Facilitate and lead meetings with clients to scope program requirements and ensure
alignment with learning objectives.

Coordinate with internal teams, faculty, and external vendors to ensure the successful



delivery of programs, including logistics, materials, and technology support.

Monitor program performance and client feedback, making adjustments to improve
program effectiveness and relevance.

2. Business Development

Coordinate the business development efforts by identifying and initiating opportunities
with potential corporate clients.

Collaborate with the marketing and PR team to create proposals and promotional
materials that showcase the value of customized programs.

Participate in networking events and industry conferences to promote the training
center’s offerings and expand corporate partnerships.

Assist in tracking and analyzing market trends and competitor offerings to inform
strategic business development initiatives.

3. Administrative and Financial Oversight:

Assist in the preparation and management of budgets for corporate programs, ensuring
financial targets are met.

Maintain accurate records of program deliverables, client communications, and
financial transactions.

Prepare reports for the Center Head on program outcomes, financial performance, and
client satisfaction metrics.

Qualifications & Skills Required:

Bachelor’s degree in Business Administration, Education, or a related field; a Master’s
degree is preferred.

A minimum of 3-5 years of experience in program management, corporate training, or
business development, preferably in an educational or corporate setting.

Strong interpersonal, entrepreneurial, and organizational skills, with the ability to
manage multiple priorities and adapt to changing circumstances.

Proven ability to build and maintain positive relationships with clients and stakeholders
at all levels.

Familiarity with digital learning technologies and online program delivery is an
advantage.



A proactive attitude with a commitment to excellence and continuous improvement.

Competencies: Contribute, Collaborate, Engage, Innovate, Proactive



ALK / Job Title

€ H[RAERT VI H B2 / Program Assistant for Customized Courses

#6817 / Department

FlG, FIRERIAE, FBRHECRY 7D
Training Center, Office of Knowledge Transfer, The Hong Kong University of
Science and Technology (Guangzhou)

TAEERF 5% / Key Responsibilities

o MBMBZAE/HMTEHATELBEMMYIXBMNETAFTRKIBEH, BWEMIABINFR,
Assist the project manager in conducting client needs assessments for public institutions and
government agencies, collecting and analyzing training requirements.

o SEEHMFINARNKR. BITHFAL, MERERIIAER,
Participate in the planning, design, and development of customized training programs, and
assist in the preparation of training proposals.

o IHBIBXEFMPMEEIUIGE, ERFEFIIEAERZER,
Helping to liaise with and coordinate trainers and follow up on the preparation of training
projects

o WMBHELUZIIIE i, BEDRH. YEbER. FREESTHE
Assist in organising the delivery of training projects, including venue arrangements,
preparation of materials and student management.

o IHBIHTEIIRITME, REFARR, BSZIDERE
Assist in the evaluation of training effectiveness, gathering student feedback and writing
summary reports.

o TSR EMIBIT I,

Perform other departmental duties as assigned by management.

BUALEESR / Requirements

o ABEMLEZRH, EYARR, AH£EEF HEF. EEFFEXTLME

Bachelor's degree or higher in any field, with a preference for a degree in public



administration, education, management or related fields.

NHEEFITLEME BRAERIGEKPAR,
Passionate about the education and training industry and willing to develop a long-term
career in training.

ReERFNDBRELESD. BREEFEHRNZE RS EIR

Strong communication, team working and customer service skills.

AEREMNFEIRNINGTS, SBREENFHMENIFES
Strong learning and execution skills, with the ability to adapt quickly to new environments
and tasks.

REFERDNRM, BE—ENXFYIRMEBIEDITHE

Proficient in office software, with some writing and data analysis skills.

BHEZNTLEXEIFIHEEREN L. EHEENBREATELREFZHEK.
Relevant internship or work experience in the education and training sector is preferred. For
candidates with outstanding ability, the academic requirements may be relaxed accordingly.



BT 4 FK / Job Title

ITECCRE R 1/ Administrative Support Specialist

#6817 / Department

B, FRER A, FERHECRTE 7D
Training Center, Office of Knowledge Transfer, The Hong Kong University of
Science and Technology (Guangzhou)

TEBR % 5N EA / Key Responsibilities

1. W4 # / Financial Management
TSI AR L SR Wil S S5 IR i il . A SR,
DRI 55 & A= R
Prepare, verify, and manage bills, invoices, receipts, and financial reports
for training programs, ensuring compliance and efficiency in financial
processes.

2. BB 545 / Data Management & Reporting
Wt BB R I OIS E B, A BORHE R SRS, SR AR
TR
Collect, organize, and analyze operational data; generate accurate business
reports periodically to support decisions.

3. XPB5FEZF / Documentation & Logistics Support
e RAE PR WIITHEAR R B9 S di . SO VAR Ao et w f M5 B e 1k
A R
Handle documentation submission, filing, and process follow-up for
training programs, ensuring accuracy and timeliness of information.

4. EBNAS5HAT / Event Coordination & Execution
G ERNESIa B2, ORSBERR . ZRWOT . 2R A B
Aic -
Coordinate logistics for training programs, including meeting
arrangements, travel bookings, expense reimbursement, and resource
allocation.

5. %X HF / Academic Support



M TAEAE B0 A 22 HF O B AT 58 R DIRARE B, S BEUR AR St 391 W) ) 3047 0
5 T AR R ST o

Assist program managers in training process management and provide on-
site coordination and problem-solving support during course
implementation if needed.

AT E SR / Requirements
o ARLKLLEZED], ATEUEH. M4 SAREE L.

Bachelor’'s degree or above, preferably in Administration, Finance, or
related fields.

o HMEMAL RIS 2B, THEEAT HEE R 20 .

e Strong organizational and multitasking skills with a detail-oriented and
result-driven mindset.

o AAEH] Excel. PowerPoint ZE/p AEAE, H&SEREEHE AT RE

e Proficiency in MS Office (Excel, PowerPoint, Word, Outlook) and basic data
analysis skills.

o MHMIESHIBNIMERE ), REMSL TAEIFIE MR 208G

e Excellent cross-functional collaboration skills; ability to work independently
in a fast-paced environment.

o BAFNEEF T AAHRER AN,

e Prior experience in training or education sectors is a plus.
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Bi%: (020) 88338808

BR#E: tc@hkust-gz.edu.cn

PItik: https://LL.hkust-gz.edu.cn



