Job description

Project & Communications Manager
We are looking for an adaptable and proactive individual who can contribute to a wide range of tasks and support various functions across our organization. The role requires someone who thrives in a collaborative environment and can manage multiple projects simultaneously. Key responsibilities include:
1. Project Management & Reporting
· Lead, edit, and compile reports, including the annual Ewha and IBS reports (such as the Research Management Plan)
· Oversee AI setup projects
· Maintain and organize project-related records to ensure seamless tracking and documentation
2. Communications & Media Management
· Drive the operation of Nanokomik and manage social media presence to engage with audiences effectively
· Coordinate media coverage, ensuring collaboration with designers, artists, and other creative professionals to create compelling content
· Oversee website management and ensure content is updated regularly, optimizing for user experience and functionality
· Lead communication meetings and assist in organizing related events to facilitate internal and external communication strategies
3. Event Support
· Provide post-event support for the art contest and related activities, including handling any follow-up tasks and ensuring smooth transitions
· Assist in the operation of QNS TVs and manage meeting room logistics to ensure seamless operations during events
4. Teamwork & Cross-Department Collaboration
· Actively contribute to team initiatives, collaborating with colleagues across roles to achieve common goals
· [bookmark: _GoBack]Take an active role in team development and contribute to fostering an inclusive and supportive workplace culture

