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ANNEX A 
 

Job Description and Duties 
Active Kidz Shanghai (AKS) 
is a community-based organization dedicated to providing quality sports and recreational programs for children of 
the international community in Shanghai. Operating as a not-for-profit organization, AKS works in partnership 
with volunteers and skilled professionals to provide safe, well-run activities that stimulate development of physical 
and social skills while promoting teamwork, good sportsmanship, individual creativity, self-confidence and respect 
for others. Website:www.activekidz.org 
 
Position: AKS Marketing assistant 

 
 
- Main Responsibilities: 

 executing the AKS branding, market positioning and program marketing 
 Branding  materials design 
 help  market research, internal surveys and competitor report 
 Broadcast effective bi-lingual communication through emails and  e-newsletters, program catalog, website , 

social media( ex. wechat, Facebook. etc)  in English and Chinese) 
 participate in member- and volunteer events to retain existing members and promote AKS in marketing events at 

various venues to recruit new members 
 help partnerships with local media to promote AKS  
 obtaining/record corporate donors and advertisers to support AKS through sponsorships, contributions, and 

advertising in the AKS catalogues and website 
 Writing, assembling, and submitting corporate funding  requests, including letters of intent, solicitation letters, , 

acknowledgements, and presentations 
 maintaining a calendar to ensure timely submission of letters of  inquiry, proposals, and  reports 
 support corporate meetings to secure sponsorships and grant funding and prepare appropriate briefing materials 
 support relationships with sponsors and advertisers to ensure that expectations are realized 
 support and developing sponsorship opportunities and  packages 

 
Other requirements for this position are:  
- fluency in English and Mandarin, other language(s) is/are a plus 
- Expert in Design program( either PS or IL, 3D will be the plus) 
- familiar with MS office ( specially in Word and Power Point, else is plus) 
- outgoing personality with cultural sensitivity 
- strong sense of self responsibility 
- ability to set and keep schedules and deadlines 
- organized and detail oriented 
 
 
contact person:mary@activekdiz.org. 
phone:64066757


