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Asia Institute Introduction/JF #|2# B & /v

The Asia Institute was founded by a leading group of professionals, academics and corporate partners who
share a mission to build the leading university platform for connecting Asia with the rest of the world. To
date, the Asia Institute partners with over 20 universities in three different countries, and has worked with
over 350 students and faculty, in areas such as short-term programs, student recruitment, experiential
learning, faculty exchange, and career development.
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Program Coordinator Program Introduction/Ii B #1 & 3 H &/

The Asia Institute’s Program Coordinator Program is specifically designed for Chinese universities, as a way
to connect Chinese and American students. Through this intensive training and experiential learning
program, dozens of Chinese students are given the opportunity each year to travel within China, while
learning valuable leadership and inter-personal skills.
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Learning Opportunities for Program Coordinatorst i & 2 > Hli&

The Asia Institute’s Program Coordinator Training Program is an involved training series, where Chinese
students can gain valuable skills and leadership development. The following skills offer examples of the
areas a student can develop during the training program:
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Program Coordinator
(2nd or 3rd Year Students)

Program Coordinator Leader
(3rd or 4th Year Students)

Managing a Group

Project Management

Managing Partners

Financial Management

Relating with Foreign Students

Emergency Preparedness

Personal Management Leadership
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Program Coordinator Responsibilities/Ti Bt} A BR 5%

Prior to and during the Asia Institute short-term programs, Program Coordinators will be closely involved
in the development and management of the programs. Responsibilities for the Program Coordinators

include:
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Customer Satisfaction Assurance Program Modifications

Driver Scheduling and Oversight

Schedule and Operations Building

Information Presentation
(Maps, Guides)

Group Management
(Headcount, Managing a Line)

Daily Recording and Reporting

Being a Strong Ambassador of China
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U.S. Participating Universities/32 B & /E K%

The Asia Institute partners with over 20 universities in three different countries. Some of the Asia Institute’s
U.S. universities partners are:
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Columbia University Bucknell University

University of Pittsburgh Stetson University

Purdue University Quinnipiac University

Indiana University Tulane University
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SEE TIPS B

Cost for Chinese Universities and Students/ " [ &1 & 224 5% A

There is no cost for a Chinese University or its students to join the Program Coordinator Program. If there is
an interest from the university, the Program Coordinator Program may offer credits to students and there is
daily compensation available to students participating.
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Related documents, please review appendix/tH IS HESE I
A: Program Coordinator Criteria/ Bl 3 151 H F A\ 223Kk
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B: Program Coordinator Internship Agreement,/ #5111 H 55 2] #pi)
C: Personal Relationship Policy /™ A\ & R

D: Program Coordinator Internship Work Plan/ ¥/} 7 51 H TAE 71X
E: Program Pictures/ Tl H {7 5451

Appendix A: Program Coordinator Criteria
BH-A: B GO E SR

Criteria/ZR:

¢

Number of Program Coordinators: 10

P ST B 10 A

Majors: Preferred English, Business English, Tourism or Hospitality Management

Tolbs I, RSN, R/

Grade Level: Undergraduate and Graduate Students

Tl AERREEBCERT L.

Grade Point Average (GPA): Greater than 2.90

FHIRE S (GPA): AMET 2.90.

English Competency: Fluent, Strong Speaking, Listening, Reading and Writing Skills

SRR WS AR

Computer Skills: Microsoft Office, Excel, PowerPoint, Photoshop (Preferred), CorelDRAW (Preferred)
TR AR: BB IPATH Excel, WordHl PowerPoint{f b RFEA, T fi#H#8 )8 Fl Photoshop i #
CoreDRAWHL %t

Other Position Requirements: Willing and Excited to Travel, Responsible, Good Communication Skills,
Interested to Work with Foreigners, Interested and Engaged in Learning, Good Listener

FobER: BERERT, BRI, RIFQEERR, AR EA T, i, T
BT ROGE, AR BT &

Other Preferred Experience: Experience Working with Foreigners, Tour Guide and Official Certificate
HAwfeemzp: Ba55EAN—RTAE, A UL,

Other Characteristics: Outgoing Personality, Not Arrogant/ Aggressive/Quiet, Appearance is Not
Distracting, Prompt and On Time for Responsibilities

FARRRIE: MRS A, CHEREED , TR, LEmE, AH#L, i, Z65E0.

FAQ (Frequently Asked Questions):

.

Can I earn university credit for the Al Program Coordinator position, which counts towards my
university degree?
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> Graduate Students: TBD/BF 72 4:: #F5E

» Undergraduate Students: TBD/K%2/E: FFxE

Is there compensation for the Al Program Coordinator position at the Asia Institute?

N B 0T H P 52 A H e
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Yes. The regular compensation is minimum 60RMB/ day if working at the Asia Institute office and
minimum 80RMB/ day if working outside of the Asia Institute office.
KM, EERDE, EAENELAMH AR NIRM0TTE/ K, fEIPAEINE T H#H KR AR T1007T/ Ko
¢+ Will the Al Program Coordinator position influence my class attendance? Will involvement in the Al
Program Coordinator position impact my final grades?
TETEPH e B T H M 5% 2> S B A R I R 2 2 53 AT H S 5 PR 24 107 > RS 2
Yes, the Al Program Coordinator position may influence your attendance of all classes. TBD
FER), AL SR VE ERIMEY R (AR A EA S FBEAE R RSO T, XN AN S R 2 5 )
¢+ Is there training for the Al Program Coordinator program?/ SFyHl 2 Fi 2 XX AN 52 3] TAEREATH5 )1 1 2
Yes. There is an intensive and comprehensive training for all Al Program Coordinators. The training
program will require participation for 3 days in November 2012.
R, MBS AETTH X B BT H B A BEAT 3R AL B
¢+ What will I learn from the Al Program Coordinator training program?/ FAE/EIX ARG I £ 244 2
As an Al Program Coordinator you can learn valuable skills such as managing and leading a group,
daily record keeping and financial management, project management, emergency preparedness and
also how to communicate better with American students and faculty.
TENTRE P 53, JEEEN, AR DRI AER A MERAE T, BIAE BT —ANEIB,  HR W55,
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¢+ How much time is required for the Al Program Coordinator position? i/ BRA [ i 18] B3R A2 B 1) 2
The regular time requirement for the Al Program Coordinator position is 3 days of training in
November 2012, 3 weeks of part-time preparation in either February/March or April/May 2012, and 5
to 15 days of actual program involvement in February, March, May and June 2012.
> 20124E11H 3ARIE YN 1]
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Appendix B: Asia Institute Internship Agreement (Xplore Asia Program Coordinator)

B4 B: TEHH A e B8 52 350 B S 53 Bl

The purpose of this agreement is to ensure that an internship experience with the Asia Institute is productive
and beneficial to both the Asia Institute and the student intern. This agreement outlines the obligations of the
student intern and the Asia Institute hosting the intern.

B LB DR S ST 22 AR MU 22 e X5 882 A SN BRI 22 7 o DU 1 2425 S5 AR A 2
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This student internship agreement is between a student at , and
the Asia Institute (Kong and Allan Group Limited), which has agreed to serve a partner organization in the
Xplore Asia Program Coordinator Internship Program. This student internship period will begin at Nov.
2012 and will be completed July, 2013. Please review the timeline at Appendix C: Internship Work Plan.
Compensation during the student internship is 80RMB/day if working at the Asia Institute office and
100RMB/ day if working outside of the Asia Institute office.
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The Student Agrees to following:
FAMPE LT 2% H -

| , acknowledge that I have been given a unique opportunity to gain valuable professional
experience during the Xplore Asia Program Coordinator Internship Program. I have reviewed Appendix B:
Internship Work Plan and feel confident that I will be able to fulfill the internship duties and responsibilities
described in a timely and professional manner. I also acknowledge that this internship is to be considered an
academic experience and that my performance will be evaluated based on upon the following criteria:

# , AR NE I e 27 M V3 3 30 b, SRAR BT S 5 b B3 00 H 2 RE 345
ERTALEN RIFHUE, ROLH % TG B: SEITAETHR. FIAHIA F ORI R b i Se it s >
FIBASTRR 2 DA AR VOXIRSE RN — ARG, PRSI R IV 2T LU AR
* My ability to perform in a professional manner, as indicated by my ability to arrive to the office or place

of work on time, my ability to meet deadlines, my ability to take initiative in learning, and my ability to
interact with my supervisors and colleagues.

FAe s LI 7 SRR I, AR B I FaE Bz LI TARM R, RERSAEAE AT H2I 5E i AR, R
WeEsh, BRI A S

* My learning during the internship, as indicated by my ability to fulfill the work plan and my
development of skills identified in the work plan.

oz F B 5 ) LI TAR I RE SRS«
*  The evaluation of my supervisor.
P EHEZ AR ITARHIPFAY

* A brief report, to be completed within two weeks at the end of the internship, describing my learning
experience during the Xplore Asia Program Coordinator Internship Program.

TESE G ARG HIWIE 2358 Be—fr%of T-3AE I 7 Be 0 B B 53 S ) T H )5 S 250k 15

* ] will not engage in any behavior that may negatively impact the Asia Institute, its staff, university
partners or the participants on Xplore Asia Programs.

EA AR AR, GIEFREE A DI ETH S 55 RN

e  Observance of the Asia Institute personal relationship policies described in Appendix D: Personal
Relationship Policy.

PR WM BB C: M ARRBUR RS -

* I'will not go to bars, night clubs or any places with students, faculty or any other participants involved
in the Xplore Asia Programs during non-program hours, unless a group activity is arranged by the
university/ Asia Institute.

BAZHR AR AR, ZIMBEAEMS50HPWAEBIE, RESFREII, R TR T
MZEBe R ARG S .

The Asia Institute agrees to following:
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*  The Asia Institute will provide an internship experience that includes the goals, objectives and projects
described in the Internship Agreement Form.

WM B S AN I H AR, H ORI E (5 T2 00, JRESE T PhBCR EIRIA .

* The Asia Institute will provide oversight of the intern’s project work, duties, responsibilities and
performance.

TN B 2ot S S AR T E AR, WA, SUEMIZRBLEEAT B A A B
*  The Asia Institute will provide an overall assessment of the student intern upon completion.

M B B A 2 A S 2 S8 F R L LA BTl

*  The Asia Institute will cover all program expenses for the student intern, during travel with an Xplore
Asia program, including, but not limited to hotel accommodations, transportation, meals, air or train
tickets etc.

N 7 B 2 AR SE ST AR BT AE I H SR 2 MR AT RO S, BB EAN IR T (s, i, 8 9%, B,
KREZEE,

*  The Asia Institute will purchase Travel Insurance on behalf of the student intern when the student
intern is working outside of Shanghai.

L AAE LR CLAM I T BEAT S22 A, LI A e 2 Dy 5 >0 A I SRl ORI

*  The Asia Institute will compensate the student intern in the amount of 80RMB/day if working at the
Asia Institute office and 100RMB/ day if working outside of the Asia Institute office.

W2 PR A 2 AR S S AE M N I K, TEEIN B I r A E L S HK 2R 80 J6, TENEM AR 0 = 4h
S HiK 2R 100 Jo.

* If the internship is conducted at the Asia Institute office, the internship duties and responsibilities may
be different job duties activities and not conducted during paid working hours.

WRAE PN B I L], SR AT SRR 5 i SRS AN, B v 507 507 0 A A o

I have read this document and I am clear about our mutual expectations. I understand that violation of this
agreement may result in termination of the internship.

PG B SISO IFARTE R A TXUT FIEE, BRSSPl = AR AHSE ST 22 JE 2R

Student Intern’s Signature PC Director’s Signature
SRR T F P 53 0 S
Date Date
H 39 H 39
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Appendix C: Personal Relationship Policy
B C: AR RBR KA

Each year the Asia Institute welcomes the participation of Chinese university student interns as Program
Coordinators for the Asia Institute’s Xplore Asia Programs. Student interns are given this opportunity to
learn about managing and leading a group, daily financial management, and communication with U.S.
university students for multi-cultural exchange. The Asia Institute takes great pride in providing this
invaluable “practical experience” in addition to the academic lives of the student interns.
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With this opportunity comes a high level of responsibility and accountability for each student intern. All
student interns (Program Coordinator or Program Coordinator Leader) are therefore strictly prohibited from
fraternization with students, faculty or any other participants involved in any Asia Institute Xplore Asia
Programs during the internship period. Accordingly, it is the policy of the Asia Institute, that all employees
of the Asia Institute and all student interns are prohibited from engaging in personal relationships with
students, faculty or any other participants involved in any Asia Institute Xplore Asia Programs. Personal
relationship may be defined as dating, romantic, sexual and/or otherwise intimate relationships, but are in
no way limited to these definitions.
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In addition, all student interns agree to conduct themselves in a way that will in no way negatively affect the
brand, reputation or image of the Asia Institute, and will in no way negatively affect the Asia Institute’s
university partners. Conduct that may negatively impact such brand, reputation or image and/or negatively
affect the Asia Institute’s university partners includes, but is not limited to, involvement with Asia Institute
Xplore Asia Program participants during non-program hours, communications with students, faculty or any
other participants involved in any Asia Institute Xplore Asia Programs that negatively reflect the Asia
Institute and/or the Asia Institute’s university partners, disclosure of confidential information provided by
either the Asia Institute or the Asia Institute’s university partners, speaking to the media without the written
consent of the Asia Institute, or personal conduct that reflects an unprofessional manner when working with
the Asia Institute’s university partners.

BEAh, 2 S O AR SR PR AN NAT RGN 20 M 27 B RS 44 P NI R DA S 27 e 1) A AT 3
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The Asia Institute adheres to such policies in an effort to prevent favoritism, morale problems, disputes or
misunderstandings, potential harassment claims, legal actions and inferences of impropriety. Alleged
violations of this policy by student interns, shall be investigated by the Asia Institute, and, if it is
determination is made that a violation has occurred during any Asia Institute Xplore Asia Program, upon
consultation with the student intern’s college or university and the Asia Institute PC Director, the student
interns will be dismissed immediately and will not be granted a future opportunity for employment,
including an internship, with the Asia Institute.
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Appendix D: Internship Work Plan
B D: 523 TARHRI

Month H % Items 40 ]
August, 2012 Initial Documents for University Partners A& {E £ 77 #E#& I 25 SCAF
2012 4E 8 H e AIPC Introduction MV ¥R i b i 51 350 B faj /-

*  AIPC Training Timeline Plan V% B i 2 Wi 51 35 H 35115 18] &
e AIPC Review Criteria V. JH%# Bz Wi 572 551 B V7 HI bR i

September, 2012 PC Recruiting 5 H i 71 4 5%
2012 4E 9 H ¢ PCinformation posted for initial recruiting of candidates 7k JliH5%(5 &

*  Potential PC’s selected according to defined criteria (Deadline: September 28)
MR B pr e pk i i i A (BUERE8: 9 A 28 BD

October, 2012 PC Review and Interviewing P 51 52 5 ¢ 1A
2012410 H *  Set up interview schedule for each PC candidates (October 08-12)

Z e R] (10 B 8 H-10 H 12 H)

* PC candidate interviews (October 15-24) ¥l i f#iE At (10 A 15 H-10 B 24
H)

*  10-20 PCs selected (October 26) ki 10-20 & ¥ 52 (10 A 26 H)

November, 2012 PC Training (2Course Credit) 11 513511l (2 %453
20124F 11 H * November02 11 A 2H
>  Asia Institute Introduction/Program Operations Y%= &4 / 5 H iz '8 /i 44
*  November 09/10/12 11 A 9. 10. 12 H
>  Intensive PC Training Program with Final Test % {3l 54k

December, 2012 - PC Leader/PC Program Operations (?Coutrse Credit - PC Leader/PC Group 1)
February, 2013 yyman i/ il 5% izt (B ALK / 18 5 55—41)
2012 % 122 }? 20134 |, PC Leader/PC Final Decision (December 24: 6 -8 PC Leaders, 8-10 PCs)
WK AR RLHE (11 8 24 B: 6-8 BWMAAK, 8-10 LiHiAR)
*  PC Leader/PC Program Assignment (January 03) VpfZHK. ¥pifl TS (1
8
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H3H)
*  PC Leader/PC Welcome Party (January TBD) B2l K i S2xil 2

*  March Program Preparation (January 07 - February 01 & February 18 - March 08)
“HHpuiH®EESETE AQA7H2H1H, 2H18H-3A8H)

»  PC Leaders (2-3 days per week) W4 (54 2-3 X)
>  PCs (1 day per week) #ifi 57 (5EJH 1K)
*  March Programs Begin (February TBD) = H {35 H j5 3/
>  Onthe Ground PC Leaders/PCs thiiZl . i 53 5 B PRk

March, 2013 PC Leader/PC Program Operations Continued Pp 2K Wi 72501 H 128 4T
2013 4 3 H ¢ March Programs Continue (March TBD) — H # 5l H #£ 42347
»  On the Ground PC Leaders/PCs and Feedback Analysis Report #ifZH .
i AT R S B 3 AT
PC Leaders (2-3 days per week) #piZHK (5 2-3 1)
PCs (1 day per week) Wi 4 (5/H 1 KD
April, 2013 PC Leader/PC Program Operations (2Course Credit) 1) f120K . iR 72T H 125 €2 5%
w3iaf | D2
*  May/June/July Program Preparation (April 15 - May 10)
TG S EABEH®KESTE (ARF15H-5710 8D
»  PC Leaders (2-3 days per week) W4l (& 2-3 KD
>  PCs (1 day per week) hif§ i1 (BEJE 1K)
May, 2013 PC Leader/PC Program Operations Continued PhfZH. Vrif S0 H 12 & 34T
2013 45 H *  May/June/July Programs Continue (May TBD) Ti. 7N -LH % H F481T (B

B 8% E)
»  Onthe Ground PC Leaders/PCs Wi 41& . i 72 5 5 ER it

June - July, 2013

PC Leader/PC Program Operations Continued #hZH. Wrif S0 H 18 & 31T

201346 H-7 A *  May/June/July Programs Continue (June-July TBD) Ti. 7N. -G H 3T B #FF4kit
17 (AR BRI ED
»  On the Ground PC Leaders/PCs and Feedback Analysis Report #pifZH. 7

R BAIT R S  23 Ar A

PC Leaders (2-3 days per week) Hhifi4 (& 2-3 X)

PCs (1 day per week) i i1 (&:JH 1K)

’ Celebration Party 2013 (June/July 2013) JKIj& (201346 AE 7 A)
9
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Appendix E: Program Pictures
BYEFE: T H 8 A2l
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