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[Job Vacancy] Contract Administrative Assistant, Office of the President /

Human Research Protection Office (1 position)

1. Job Responsibilities:

(1) Assist in functional development and review of operational systems and
procedures

(2) Assist in case review and promotion of Higher Education Sprout Project-related
affairs

(3) Support institutional project improvements

(4) Coordinate, integrate, manage, and supervise operations related to the Human
Research Protection Program (HRPP), including oversight of relevant units

(5) Assist with accreditation, audits, and training activities related to human research
subject protection

(6) Handle inquiries, complaints, and suggestions from university researchers and
research participants regarding subject protection affairs

(7) Other administrative duties and tasks assigned by supervisors

2. Educational Requirements:

Bachelor’s degree or above; field of study not restricted

3. Qualifications:

(1) Proficient in official document writing, word processing, website maintenance and
management, and basic computer skills (e.g., Microsoft Word, Excel, PowerPoint)

(2) Strong communication skills, efficient, detail-oriented, responsible, and able to

work independently on administrative tasks

4. Working Hours:
Monday to Friday (8:30 AM — 5:00 PM); weekends off

5. Salary and Benefits:

(1) Salary in accordance with Chang Gung University regulations for project-based
personnel; approximately NTD 36,300/month for bachelor’s degree holders (subject
to advancement upon annual performance evaluation)

(2) Includes holiday bonuses, year-end bonus, and medical benefits at Chang Gung

Memorial Hospital

6. Application Method:

(1) Please prepare the following documents:



Resume and autobiography (including photo and contact information)

Official academic transcript (highest degree)

Copy of diploma

Applicant Personal Data Collection Notice and Consent Form (download from CGU
Personnel Office website — Download Section — HR Forms)

English proficiency certificate or other supporting documents (optional)

(2) Combine the above documents into a single PDF file in the listed order and email
it by May 15, 2026 (Friday) to nina6326(@cgu.edu.tw

(Please use the subject line: “Application for Contract Administrative Assistant,
Office of the President / HRPP, Chang Gung University — [ Your Name]”).
Applications submitted via other methods will not be accepted.

(3) Only candidates who pass the initial screening will be notified for written and/or
interview assessments. Those not selected will not receive further notification, and
submitted documents will not be returned.

(4) Any false information provided will result in disqualification or termination of

employment.

7. Contact Information:
Ms. Pan, Office of the President — Tel: (03) 211-8800 ext. 2631
Ms. Mai, Personnel Office — Tel: (03) 211-8800 ext. 3471



