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Post Title: Foreign Relations Officer

Duty Station: Office of the Dean : Public Affairs and Information Technology

Section ( International Relations Unit )

QUALIFICATIONS AND REQUIREMENTS

[]

[]

IR

[]
[]

Bachelor's Degree in International Relations, Education, Arts, Music, Social Sciences or
other related fields.

Minimum 1-2 years progressively responsible experience in education with/or specific
functions in International Relations/External Affairs.

Applicants must submit one of the English proficiency scores mentioned in the below.
LELTS (Academic Module) apply criteria 4

TOFEL IBT apply criteria 40
TOFELITP apply criteria 433
TOFEL CBT apply criteria 120
TOEIC apply criteria 500
MU GRAD Test apply criteria 48
MU -ELT apply criteria 70

Good command of English and Chinese, written and spoken.

Demonstrated knowledge and skills in the relevant area of International affairs and
educational protocol.

Demonstrated ability to develop and maintain working relationship with students, faculty
members, staff, government officials, and stakeholders.

Ability to work long and irregular hours.

Excellent computer skills in basic office software tools.

DUTIES AND RESPONSIBILITIES
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16.

17.

Maintain an up- to- date record of admissions processes and work with the College
admissions office on international student cases

Answer emails and WeChat about admissions (English and Chinese)

Check admissions documents from Chinese students

Manage public relations work (PR) on College social media platforms

Organize international recruiting trips (plane flights, hotels, local transportation, budget,
etc)

Organize weekly recruiting meetings

Translate important documents to Chinese language and assist instructors with translation
on a case-by-case basis

Assist students with visa documentation

Assist students with matriculation, including student ID, uniform, housing, coming to
Thailand, etc.

Organize orientation for new international students

Assist international students with issues related to study at the College on a case-by-case
basis

Support international students/agents on campus visits

Collect and analyze application and enrollment numbers

Work closely with Assistant Dean to ensure that the information for international
applicants and current students is available, impactful, and effective

Give regular activity reports to the Assistant Dean

Assist the Assistant Dean for International Recruiting with other duties related to
international recruiting and assisting international students as needed.

Interested candidates are requested to submit their application package ( Resume)
including letter of application (stating vacancy announcement title), curriculum vita,
references, and other necessary supporting materials.

Email : msmu.mahidol@gmail.com





