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ADMINISTRATOR & MARKETING STAFF NEEDED (FULL TIME) IN TAIPEI YUANSHAN

SUPERKID #&1{5/]\F started 2.5 years ago to offer a new service for families in Taipei / New
Taipei. It’s basically a personalized service allowing families to book one of our guides who will
bring their children do activities around the city. The service is door to door, and our team of guides
composed of both Taiwanese and foreigners to let kids experience a multicultural environment
and/or practice languages.

THE JOB: You will be responsible for:

Admin

-Subscribing insurances

-Preparing the “Program & Safety Sheets”

-Answering to / coordinating with clients

-Coordinating with our team of guides

-Assisting the General Manager in various tasks

Comm / Marketing

-Helping to manage comm & marketing. Current channels = Line Official Account / FB page /
Website (CMS Wix) and we plan to start using IG for Superkid or another project.
-Helping with creation of media&content (social media posts / posters / flyers / videos)

REQUIREMENTS

Must-have:

*Native level of spoken and written Chinese

*Good English as the communication with clients is sometimes in English, and the Marketing
actions must be bilingual (no need to have a perfect English, the General Manager will always review the media before they
go public)

*Good organization skills as admin things must be done in a timely manner and without mistake
*Some experience with creation of Social Network content and media

Ideally also have:

*Experience with CMS Wix / some Marketing tools / some video-making softwares
*Experience with kids to also be able to act as a guide if for certain missions no other guides are
available

*Fluent Taiwanese

BENEFITS

Monthly salary 30,000 TWD

Social insurances (NHI, Labor insurance etc.)

40h/week, thinking of 9.30am-18.30pm with 1h break, negotiable.

Ideally flexible working-hours for, if sometimes necessary, working a little in the early evenings or
on weekends in exchange for free time during the week. Either requested by the company or the
employee.

Paid vacation days: negotiable

Other terms according to the Standard Labor Act

Office in the CIT (Center for Innovation Taipei) just next to Yuanshan MRT station.

Contact Mr #q info@superkid.tw
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