
 

 

POSITION DESCRIPTION 

POSITION: Communications Manager, China  

LOCATION: Beijing 

REPORTS TO: Communications Director, China  

STATUS: Full-time 

START DATE: Immediate 

 

Position Summary: 

The Communications Manager, China will assist in the development and implementation 

of strategies that build awareness of the Paulson Institute (PI), its programs, and thought 

leaders among key audiences by using a variety of media channels and tools. The 

manager will be responsible for proactively identifying communication opportunities and 

producing media content to advance PI priorities.  This position will have a special focus 

on building PI’s social media presence. 

Responsibilities:  

 Under the direction of the China Communications Director, implement an 

impactful communication strategy in China using traditional as well as social 

media channels and platforms. 

 Develop and implement digital strategies in China for all PI programs; 

coordinating with program leaders as well as Communications team on social 

media posts, guidelines, identity, key messages, etc. 

 Design, write and post content to social media channels, including Weibo, 

WeChat, LinkedIn, Toutiao, and other relevant platforms. 

 Draft Chinese content for website or publication, including promotional 

materials, annual report, press releases, blogposts, etc. Help manage a robust 

website.  

 Support China Communications Director on media relationships and events, 

including but not limited to press conferences, media roundtables, one-on-one 

interviews, etc., including development of related materials. 

 Assist in the development of metrics to measure and evaluate the impact of 

communications work in China; prepare reports. 

 Monitor social media channels for engagement of/response to audiences; Track 

and report on Chinese media coverage of the Paulson Institute. 

 



 

  

 

 

 

 Continuously optimize content and media tools; Stay abreast of and implement 

social media best practices and tools. 

 Design and manage the distribution of internal and external e-newsletters  

 

 Qualifications:  

 Bachelor’s degree  

 Native Chinese speaker and highly proficient in English, able to communicate 

effectively orally and in writing  

 Minimum 5 years of experience in communications, journalism or a related field, 

with a strong background in digital or social media 

 Highly proficient with multiple media platforms, web analytics tools, and email 

marketing tools  

 Excellent writing and research skills 

 Technical skills, such as WordPress, SEO, data visualization, multimedia  

 Interest in or knowledge of China-US relations and sustainability preferred 

Organization Description:  

The Paulson Institute is a non-partisan, non-profit “think and do” tank grounded in the 

principle that today’s most pressing economic and environmental challenges can be 

solved only if the United States and China work in complementary ways. Our mission is 

to strengthen U.S.-China relations and to advance sustainable economic growth and 

environmental protection in both countries. Founded in 2011 by Henry M. Paulson, Jr., 

the 74th Secretary of the Treasury and former Chief Executive Officer of Goldman 

Sachs, the Paulson Institute is based in Chicago and has offices in Washington DC and 

Beijing, China. 

To apply, please submit your resume and a cover letter in English to Kathy Wang at 
kwang@paulsoninstitute.org. 
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