AT BUR R A

ORGANIZATIONAL RESPONSIBILITIES

Executive Secretary

Tk e dH  IFEFFRARFTEARR
Chairman Hold/Execute Board Meetings and Board
Decisions
B ek REFTKIFTRATEERENHIRIIR
Vice Chairman HEARAEE
Assist Chairman
g Rk/R& BAZRITEREER.
Vice Chairman/ Coordmate administration and academic
Principal affairs.
cBITERTAERITER
Establish school budget and calendar.
e EEETRERFEE. HIRLAER.
Report to Board of Directors. Attend regional
activities.
AT E o W B & 12 35 I8 Mailbox

o € 3% #0.%% Meeting minutes

o F Handbook.

o % # W, & Fundraising banquet.

o €& 21448 Web site maintenance

M-

Campus Safety
o« Bl

A e RAKREZERE
Office Management Maintain student safety on campus
o RERAMA s BERMAL

Equipment maintenance.
o X B /4% %1% B Stationary, supplies.

o N TR
Public Relations

B cRmIBE, BHEEF
Finance Plan, control budget, Income Tax
o Hnda o % # W, & Fundraising banquet
A/P & A/IR o 1% % % 23 Checkbook
o iz o i 1k % 3¢, Maintain income record
Payroll o # 8 ¥ 4+ Make payments
) =4 c FEREEBREEREREE
Promotion Marketmg and Advertisements
o ¥ o T ¥R H & F| Newsletters, Annual report.
Editing o BT B E P XERBERLEZE M4

Liaison to local governments, community,
school district, and other Chinese schools.

Equipments o Wh B — % 4T BLAE £ 1R & Keep records.
o B4
Office Supplies
A3 R CEI I PEECLHESCE:
Academics Teaching material, academic coordination,
o K HAT B o G 3B, F B R
School Teacher / Staff Development, attendance.
Administration 2 5 JE3% I student placement.
o BN AH LM o 3 B 25 € 3% parent-teacher, conference
Education o BANM TREALAMANTE
o 4R Student registration, membership database,
Registration record keeping.
e ¥ % 4 £ 3% Student of the month
o 3% & 4 Scholarship
EEREE WEmmR, EER A
Legal Advisors Corporate formation, legal issues.
B REeSH HEANECH
Sunshine Choir Organize adult choir group.
*5 8 HBFRGREY
Senior Club Senior club activities.
SGA FVYFEEBED
Second generation activities.
EENTE Y 1 MRS TERT IR
Volunteer & School Coordinate high school volunteer duties.
Advisor

Room-Parents

cEEREW o B4 37 B & &
Advertising Release news.
o 7% % 4% & Market script sales.
EHA AERAETH M ETHER S
Events Coordinate adult activities
o RMESAE o HEBAHMEME T
Off-Campus Events BBQ, camping, carnival, sports
e RWEFHM o BB E R RENRA
On-Campus Events Parent leader election.
o« RERLM o REkMRT5 R iTE

Parents service assignments and service
records.

o TRIBMILE, HH/BAMILE
Speech contest,Calligraphy contest.

o ¥ X, Award assembly
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