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Sino-English Club (SEC) Committee

1. Introduction
The Sino-English Club (SEC) is a project under the Confucius Institute (Cl) at the University of Sheffield.

Its mission is to facilitate meaningful language and cultural exchange between Chinese and English
speakers in a safe, respectful, and inclusive environment that promotes mutual understanding,
learning, and collaboration.

All SEC operations are managed under the supervision of the CI Management Team and the Cl
Director, who is responsible for approving major decisions, budgets, and dispute resolutions.

To reflect the collaborative nature of the SEC as a joint initiative between the Confucius Institute (Cl),
the Chinese Students and Scholars Association (CSSA), and the School of East Asian Studies (SEAS),
an SEC Committee has been established to oversee its daily operations.

This document outlines the Committee’s structure, key responsibilities, and shared duties.

2. Committee Structure

Role Appointed Person Key Responsibilities

i Provides overall leadership, ensures SEC aligns
Head of the SEC Deputy Director of the Cl ] , ] o ] ]
with Cl’s educational mission, chairs meetings.

i Manages publicity, communications, and
Marketing & Events

SEC Publicity Officer . promotions through official Cl and University
Officer, Cl
channels.
Membership & Weekly . . Manages member registration, attendance,
L. . Project Coordinator, Cl . L
Coordination Officer and weekly meeting organisation.
Events & Activities Plans and delivers cultural and language events

. Sponsored Teacher i
Officer under CI/SEC guidance.




Role Appointed Person Key Responsibilities

CSSA External Relations  |Represent CSSA and SEAS within the SEC, co-
Outreach Officers Officer and SEAS manage SEC activities, and support joint
Representative cultural and academic projects.

3. Shared Responsibilities
e Work collaboratively and uphold the mission of Cl and SEC.
e Maintain transparency and accurate documentation of activities and finances.
e Attend and contribute to committee meetings.
e Raise any major issue or conflict to the Cl Management Team and the Cl Director.

e Follow the University of Sheffield and Cl codes of conduct.

4. Accountability & Oversight

The Committee operates under the Confucius Institute (Cl) Management Team, which includes the
Cl Director, Deputy Director, Institute Coordinator, Marketing and Events Officer, Teaching and
Learning Officer, and Project Coordinator.

The Cl Management Team holds the final authority over all financial, disciplinary, and strategic
matters related to the Sino-English Club (SEC).

Comprehensive handover notes and records must be maintained by the Committee to ensure
effective continuity and smooth transition of responsibilities.
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