POSITION ANNOUNCEMENTS

New York Institute of Technology, Nanjing is an international partnership program with the Nanjing University of Posts and Telecommunications (NUPT) which offers roughly 1200 Chinese undergraduate students a dual degree in one of four majors (Engineering, Computer Science, International Business Administration, Communication Arts). An American style curriculum is delivered by approximately 25 foreign faculty and 30 Chinese adjunct instructors. All students have a study abroad option at our NYIT home campus in NY during their junior year. The program, housed in a teaching building with our partner university, is located in XianLin College and University town of Nanjing. Bilingual work environment/English primarily spoken. Currently, we have two positions open:

Administrative Assistant, Dean’s Office—NYIT, Nanjing

The Administrative Assistant for the Office of the Dean provides organizational, logistical and administrative support for the Campus Dean and Executive Director for the New York Institute of Technology Nanjing program. The Administrative Assistant will work closely with the Campus Dean and Executive director who holds responsibility for local Campus Management, Global Academic Program administration, liaising with local partner, oversight of Nanjing Academic Affairs and maintaining external relations locally and throughout China. Responsibilities include Office Management, Administrative Support, Academic Affairs assistance.

Salary based on experience—queries and resumes to qyang08@nyit.edu

Student Affairs Assistant, Dean’s Office—NYIT, Nanjing


The student affairs assistant is an NYIT Nanjing staff position that provides organizational and administrative support for areas of student services ranging from 1) admissions and orientation for incoming cohorts to commencement for graduating seniors; 2) academic and social activities that define each semester and academic year; 3) local and global communications. Assisting with course registration, add/drop and grade entry is an important aspect of this position. The student affairs assistant as well will be a key point of contact and a communications and information resource for students and all related offices and personnel that engage with the academic and social affairs of student life (e.g., Faculty, Dean’s Office, University Registrar, Global and local IT, Student Government Associations, Media and Communications Office). Responsibilities (include but not limited to): academic administration, student services, faculty support & course logistics.

Salary based on experience—queries and resumes to qyang08@nyit.edu

