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COLLEGE OF MUSIC MAHIDOL UNIVERSITY
SALAYA COMPUS, NAKHON PATHOM, THAILAND

Post Title: International Relations Officer

Duty Station: International Relations Office - College of Music, Mahidol

University Salaya Campus

Employment Status: Full time

Salary:

Commensurate with experience and qualifications

Report to Work: Immediately or depending on candidate’s availability

DUTIES AND RESPONSIBILITIES

Under the overall authority of the Dean of College of Music, and under guidance of

Associate Dean for International Relations and direct supervision of International Relations

Coordinator, International Relationships Officer will provide overall support and assistance in

the followings.

1.

Monitor and control incoming and outgoing documents both in and out of college of
music.

Regularly correspond with contact person for student exchange programs and other
prospective activities including all related administrative functions.

Help organize welcome reception of external guests and delegations for regular events
and at the higher level.

Contact with internal staff at a wide range of administration. (administrative,
departmental, and executive levels)

Provide administrative support and facilitation to the diverse events of International
Affairs e.g. SEADOM, MOU/AOC talk and discussion as well as signing ceremony.
Update IR news update on the college’s website, SEADOM’s website, Facebook, IR
Bulletin board, and other social media networking.

Support IR office in organizing meeting, workshop, international conference when
assigned.

Draft informal/formal letter, report and other correspondence in Thai and English.
Perform two-way translation of Thai and English when required.

Perform other IR related assignments



QUALIFICATIONS AND REQUIREMENTS

Education

Experience

Other Skills

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

Minimum 2-3 year progressively responsible experience in education
environment and administrative support

Demonstrated knowledge and skills in the relevant area of Music
coordination and educational protocol

Demonstrated ability to develop and maintain working relationship with
students, faculty members, staff, sovernment officials, and stakeholders
Demonstrated sound oral and written communication skills and sound
interpersonal skills, including experience in cross-cultural environment
and international settings

Proven skills in problem-solving and multi-tasking

Ability to work long and irregular hours

Good command of English in both written and spoken

Excellent computer skills in basic office software tools

Proven ability to work efficiently and in timely manner and provide
contribution to unit of work

Accounting skill is a plus

Interested candidates are requested to submit their application package including letter of

application (stating vacancy announcement title), curriculum vita, references, and other

necessary supporting materials. Email application is preferred.



