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Functions of SUSTech Campus Operations Offices

Office of Administration and
Space Management (0ASM)

Major Functions:

1.0verall campus operation affairs
2.Space planning, allocation and management
3.Maintenance and enhancement of public area landscape

oasm@sustc.edu.cn

Office of Campus Development (ocp)

Major Functions:

Campus development
Email:
ocd@sustc.edu.cn

Office of Campus Development
and Planning Committee(ocprc)

Major Functions:

Campus Planning

ocdp@sustc.edu.cn

SUSTech | EiHES

Office of Campus Services (0cs)

Major Functions:

1.Catering services
2.Property services
3.Comprehensive services

ocs@sustc.edu.cn

Office of Facilities Management (oFv)

Major Functions:

1.Maintenance of water, electricity and gas facilities
2.Management of water and electricity fee
3.Management of the property engineering

Email:

ofm@sustc.edu.cn

Office of Health, Safety and
Environment (OHSE)

Major Functions:

1. Campus safety
2. Health safety
3. Environmental safety

Email:

ohse@sustc.edu.cn

Office of Information Technology Services (0i75)

Major Functions:

Email:

FREBRRID  wm ceto, oTs  SIIaEA: HEE
® (—) EEPRH: 1 CE0BERS 2. REMLRBHERS 3. RARSARS
A (=) BXZMPFE: its@sustc.edu.cn

1. Information services its@sustc.edu.cn
2. Campus network and low voltage service
3. Technology and operation and maintenance services

e
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8 F{F: =M (pFE: lixh@sustc.edu.cn) - _ R ' / & Director: Xinghua LI (E-mail: lixh@sustc.edu.cn)
L FEMF: /B, (BPFE: xul@sustc.edu.cn) X . ' ' (R & Deputy Director: LuXU (E-mail: xul@sustc.edu.cn)
Q hais: BIE 4 45 315 : , - ol R Q Add: 315, BLK4 Chuang Yuan

EXZMHPFE: oasm@sustc.edu.cn %' . 3 : S B E-mail: oasm@sustc.edu.cn

Office of Administration and Space Management (OASM) is responsible
i . for campus operation, planning, allocation and management of campus
RESZENAE, ARBSEHE. SEFRAL. DESEER. - . " i space, maintenance and enhancement of the public area landscape. Its

REXIFSIMEIFSRASZI I, BAERINT: - A o functions are as follows:

=1 | VA = = . . . .
RBERE Zialiikl. Lit5EE NHEXiGS I SIRFA Overall campus operation affairs Space planning, allocation and management
. i ko g A b i v S s A o — o 1. Responsible for overall campus operation affairs of 1.Responsible for formulating issues regarding space allocation and use,
L A EAGEERESEE; L AEMESRTEER. @A, BRI 1 ARSIE S RGBSR, Sk 4 , .
s o AEE S SUSTech; review of demand as well as regulations for its management;
= A I I 1= N = 115 7R s TH 42 v K . . . . .
2. ARIAREEDA #HS ) :EMEL‘W*FE’JE“"MEIW aiE: FPIRLATE, WBEREWTINR, 2. Responsible for coordinating the operations of 2.Responsible for daily management of the campus space resources,
FREMER I EEAE; : ,;O\F;JT\ ;1'5 m%ﬂ;ﬂ;ﬂz*‘ . ?}(H f'I RA LRGN FRIFKE; other campus operation offices and liaising with including:
= = 2o g DRKRERABNARSEE, HIRT N S
3. ARFRESHEHAR. LR S E RS IR, AR 2. ARFRFBFM. QM. EVNAER other departments of the university; @ Allocation and management of office occupancy and research occupancy,
Rl BEERR WML TR —= YIRALT RS, A \ 3. Responsible for the research of campus operation ) . )
< RIFERES. = 5 e - P PSRBT E; allocation and management of the housing and temporary housing for the
. N . MRz, AR5 B, ’ policy, development planning, reception and . P - -
4 M EBESRRBSZBINERE - . = . teaching staff and the administrative staff as well as submission of application
% Wi+ @DARFHARE . BERTEERERALR. 3 ARFRRMAAKARNII X liaison, publicity, etc.; materials for approval, allocation and management of public rental houses;
Eﬁﬁma_: R REEFHEXZEERERE,; E5RATIE,; 4.Responsible for budget of SUSTech” s campus Archives management for office and research occupancy, the housing and
5. FERESIIIN TS S B, G TRIBREMBENZE; 4, PAESREABE. NERSZTIE; operation and supervision of use of funds; @temporary housing for the teaching staff and the administrative staff, and
6. AEMEIRENNSIET B EIRE: @ ERSEESASNEESHE: 5. Responsible for check and supervision of the work public rental houses;
b . - 5. RS REESMLEIRS B HEE, ioned by the Chief Onerating Officer: o of Chareos for use of soace.
T AERFRASEXIELNE, B 3L ARPLEES. BULARSARTENER assigned by the Chief Operating Officer; @ Accounting of charges for use of space;
ZwEm; CH. WY, SE5EE; 6. Responsible for submission of updates on campus @ Construction and maintenance of the housing management information
N 4 AESRTEERERNLE. Hit 5k, . :peratlon.to the Senior Le?adershlp Meeting (SLM); system;
= e Caimi .Responsible for handling and management
A«yAg A$¢q}2 IA:EﬁJ S ﬁméﬁ%aﬂ&?l‘ﬁilﬁlmm, . . ) ) . )
ZXEF Blx. L= Ko el y. of documents and archives related to campus 3.Responsible for consolidation, planning, management and allocation of
6. ARFREMSTREXNES, . . o . -
E£T1F P ol m. operation; public space of student dormitories and commercial buildings;
: " 7. ARAEREKD ARERTEERE RS- 8. Responsible for the internal affairs of the office, 4.Responsible for supervising, auditing and checking of campus space;
: {'; . i including daily office work, conference services, 5.Responsible for overall planning and management of off-campus space
' personnel management and trade union activities. resources;

6.Responsible for other space-related matters of the university;
7.Responsible for updates on space use condition to the SLM.

Maintenance and enhancement of public area landscape

1. Responsible for the formulation of targets and maintenance standards for campus greenery, supervision and
management of contractors for greenery work and upgrade of campus greenery maintenance level;

2. Responsible for daily maintenance and management of campus forests, public green space and landscape;

3. Responsible for the design, renovation and enhancement of campus public area landscapes;

4. Responsible for transplantation of seedlings and arrangement of seasonal flowers on campus;

5. Responsible for planning, construction and daily management of nurseries for young plants on campus.
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& E=fE: FEEH¥ (HBF: chengjx@sustc.edu.cn)
Q g Bk 4 #k 210
X EXAHEBFE: ocd@sustc.edu.cn

Office of Campus Development

& Director: Junxiang CHENG (E-mail: chengjx@sustc.edu.cn)
Q Add: 210, BLK4 Chuang Yuan
M E-mail: ocd@sustc.edu.cn

Office of Campus Development (OCD) is responsible based on the development goals of the university and
management of campus development projects to ensure construction quality. It is also responsible for
decoration and renovation of all offices and laboratories. The detailed functions are as follows:
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1.Responsible for the preparation of the annual

investment plan for campus development according to
the new construction projects as well as maintenance
and renovation projects approved by the university;
responsible for the implementation of the plan after
approval by the university and relevant departments;

.Serving as the responsible department for the

management of the university’ s development
projects and perform the duties of the management of
development projects of the university. Representing the
university to liaison with the Bureau of Public Works of
Shenzhen Municipality and other related organizations;
following up the whole-process management of contracted
projects;

. Responsible for whole-process management of campus

development projects carried out by the university,
including management and control of quality, investment,
progress, safety and order, etc.; organizing project bidding,
final acceptance of projects and fixed assets transfer and
handling acceptance and filing procedures for the projects;

.Responsible for construction budgeting and settlement

of projects; responsible for reviewing and handling the
settlement of the project fee; working with the audit
department for review of project settlement as well as the
follow-up auditing of the whole process of the project;

.Responsible for tracking and management of all sorts

of contracts related to campus development projects to

> =R A 0y 2
IMETIZSS(T; REaEiTH I=REXTiE EFEBEA B TTERI] ARl pre.ven.t and. handle contract di.spute-s and.constr.uction
FEEREZ NI E ST EEEREIT T claims in a timely manner; working with Office of Finance
- of the university regarding the use, deployment and

A HANER] management of construction funds;

o
0000000000000 000000000000600600600000606606606006006006006606606006606066666006066006606606666606006066606066600600660600606600600060066006606066606006006006000600000000000000000000000000000000000000000000s Ofﬁce ofCampus Development

6. Responsible for collection, processing,
consolidation of materials, drawings
and documents related to campus
development projects for statistics, filing
and transfer purpose; consolidation
and report of project data;

7. Responsible for collecting feedbacks
on the quality of the projects and
tracking of project quality during the
warranty period as well as addressing
remaining issues in a timely manner;

8. Responsible for assisting the university
in all technical management and
services related to campus planning

and development.
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Office of Campus Services
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E, SEEFEREFE. REBL FEE. HNRBERSHEXIE, FREBREMAMTES) BRI,
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& Director: Xinghua LI (E-Mail: lixh@sustc.edu.cn)

& Deputy Director: Sheng YANG (E-mail: yangs@sustc.edu.cn)
& Director Of Catering Center: YaHuiXIE (E-mail: xieyh@sustc.edu.cn)

Q Add: 310, BLK4 Chuang Yuan
M E-mail: ocs@sustc.edu.cn

The Office of Campus Services (OCS) is
responsible for the overall operations
of campus catering services, property
services and other comprehensive
services. The detailed functions are as
follows:

Catering services

1. Develop regulations for catering service management;
2. Responsible for daily operations of the university-run

restaurants and responsible for arranging invitation for bid,
daily management, supervision, checking and performance
evaluation of contractors providing catering services according
to bidding contract and food safety law;

3. Provide catering services for on-campus meetings and events;
. Responsible for accounting for cafeterias, establishing;

detailed accounts for food material, a purchase-sell-stock
management system and implementing the responsibility
system and the periodic inventory system. Enhance cost
accounting, strive to reduce costs, and save budgets;

o

Responsible for the maintenance and renovation of facilities

and equipment of campus restaurants;

6. Assisting the food distribution center to carry out daily
purchase, acceptance inspection and supervision of food
material and conduct routine inspection in a strict manner to
ensure food quality and food safety;

. Strictly follow China’ s Food Safety Law and Food Safety

—~

Management Regulations of Shenzhen to ensure the food safety
of faculty staff and students;

8. Assisting with the layout design and arrangement of campus
catering areas.

SUSTech | Ei#Es3
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Comprehensive services

©000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

Property services

1. Develop relevant supervision regulations for meetings and large events held on 8. Responsible for the sanitation of 1.Develop rules and regulations for 4.Responsible for the setup and 9. Responsible for the approval of venue

concerning conference services, customer
service, sports venues, classroom
management, mail delivery, cleaning
and other services of property service

meeting organizers with venue
arrangement, multimedia equipment
testing, guidance for visiting guests
and maintenance of order as well as

conference services such as tea service)

campus; keeping booking records and
daily maintenance of public venues such
as conference rooms and conference
halls;

distribution of postal articles such as
express deliveries, parcels, newspapers
and periodicals and express service
planning and management based on the
university’ s actual situation;

1

=

office, classroom and public area on
campus (including squares and roads);
responsible for sanitation work on
important festivals or in the sites of

Assisting relevant departments with
campus security work (including

.assisting relevant departments to handle

emergencies such as fire control and
security control).

comprehensive on-campus services,
including regulations for parking fee
billing, regulations for campus bus
operation management, and regulations

entry-exit management services;

installation of traffic facilities on campus;

.Responsible for planning and

management of parking lots on
campus, parking space arrangement,

rental to external users;

10.X Responsible for the development
and management of the ULife Service
Center of SUSTech;

providers; 5. Responsible for the management of the large events and functions; responsible for the standardization of signs and etc; 11.Responsible for rental and display
. Responsible for managing the campus implementation of large-scale activities for regular campus disinfection, pest signage; .Responsible for approval of campus of green plant in indoor and public
service center, providing consultation and the setup of publicity materials of elimination and termite control and 2. Responsible for procurement, fixing of parking permit and management of toll areas;

and maintenance services for faculty, the university; prevention; price, delivery, ordering, acceptance collection; 12.Responsible for campus service
staff and students, coordinating with 6.Responsible for offering classroom 9. Responsible for the management of checking and settlement of ingredients of . Responsible for operation management planning;

relevant responsible departments for management services (including sports venues (mainly including venue the university-run canteens and cafeterias of SUSTech bus team as well as daily 13.Responsible for the drafting and
follow-ups and giving updates on the opening and closing classroom doors reservations, physical education support, and part of the ingredients of outsourced management of SUSTech buses, development of the regulations for
follow-ups; on time, checking tables and chairs repairs and maintenance of facilities and restaurants as well as invitation for campus buses and campus electric campus service management.
. Responsible for front desk consultation and assisting with the management equipment, billing management, etc.); bid from food material suppliers and carts;

services of relevant office space as well and distribution of teaching aids and Responsible for inquiry and invitation for bid coordination and management of .Responsible for design, production,

as visitor reception, registration and teaching consumables) in the teaching 10. of property services as well as coordination, contractors for food material delivery; installation and management of

guidance; area based on relevant rules and management and supervision of property 3.Responsible for work related to the campus signage (including traffic signs,
.Responsible for offering relevant regulations; service contractors according to the faculty, staff (and their families) and architectural signs and signage as well

property services (including assisting 7.Responsible for the collection and requirements of the university; students’ household registration and as warning signs);
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& Director: Jianming LIU (E-mail: Liujm@sustc.edu.cn)
Q Add: 309, BLK4 Chuang Yuan
M Email: ofm@sustc.edu.cn

Office of Facilities Management (OFM) is responsible for the management, maintenance, renovation,
acceptance inspection for campus water, electricity and gas facilities and the related equipment; the
collection of the campus water and electricity fee as well as the implementation of energy-saving
and water-saving initiatives; responsible for the daily management of the Property Engineering
Department. The detailed functions are as follows:

Maintenance of water, electricity and gas facilities

. Responsible for operation, management and maintenance of water supply and power supply facilities;
. water supply and power supply for major activities;

. operation, management and maintenance of reclaimed water system;

. operation, management and maintenance of solar hot water pump system;

. operation, management and maintenance of fire protection system on campus;

. operation, management and maintenance of the monitoring system on campus;

. operation, management and maintenance of elevators on campus;

. operation, management and maintenance of the central air conditioning on campus;

© 0o N O U b~ W N =

. operation, management and maintenance of the public facilities and equipment in laboratories;
10.sporadic repair of the building body and attached facilities;
11.collection and compilation of materials about facilities and equipment drawings.

Management of water and electricity fee

1. Responsible for the survey and formulation of the water and electricity management policies, and
planning for water and electricity utilization on campus;

2. planning and implementation of energy conservation on campus;

3. the external payment of water and electricity bills of the university, recovery of internal water and
electricity bills;

4. contacting with external water supply, power supply and gas supply units on behalf of university.

Daily management of Property Engineering
Department

1. Responsible for the formulation of the bidding documents for engineering services and assessment
standards of the property company;
2. daily management and assessment of the engineering services of the property company.

SUSTech | Ei#ES
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8 Director: Lianfu LIU (E-mail: liulf@sustc.edu.cn)

& Deputy Director: Hao YAN (E-mail: yanh@sustc.edu.cn)
Q Add: 209, BLK4 Chuang Yuan
X E-mail: ohse@sustc.edu.cn

Office of Health, Safety and Environment (OHSE) is responsible for campus
safety, health safety, environmental safety and emergency handling. The

detailed functions are as follows:

1.Implementing the guidelines and policies issued
by the governments of national, provincial and
municipal levels on safety work; responsible for the
safety management of the university; responsible
for formulating the work plan for campus safety
management and the execution, adjustment,
inspection and review of the implementation
of safety work; formulating the campus safety
management system and the emergency plan for
the public emergency of university;

2.Responsible for supervising, reviewing and
coordinating the safety production management
of all departments of the university and safety
management of laboratories; arranging overall
campus safety inspection on a regular basis and
conducting random checks on the key points of
campus safety management;

3.Responsible for the configuration and monitoring
of campus fire prevention equipment, and the
management of the mini fire stations on campus;

4. Responsible for carrying out safety education and
training and organizing safety drills;
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5.Responsible for the Safety Responsibility
Agreement of Southern University of
Science and Technology signed between the
university’ s Safety Management Committee
and the schools/departments and organizing
safety assessment;

.Responsible for the meetings and key

(o))

events convened by the Safety Management
Committee; supervising and reviewing the
implementation of resolutions of the Safety
Management Committee’ s meetings;

7.Responsible for providing guidance to
the handling of the hidden danger and
safety accidents reported by schools and
departments; organizing and coordinating
emergency rescue for campus major
accidents as well as handling emergency
situations;

8.Responsible for reporting the campus
safety management work to the related
government departments, and managing
and coordinating the campus security team;

9.Responsible for other work assigned by
university.

Healthsafety S PSR 1 10 e Environmentalsafety

1. Establishing a systematic health promotion and management
mechanism; supervising, coordinating and providing guidance
to the teaching staff, the administrative staff and students with
regards to food and beverage safety and occupational health care;

2. Responsible for the liaison and coordination with the campus

community health center to provide medical services and relevant

health and safety services.

Conducting supervision, inspection, and providing guidance
to campus environmental safety; enhancing environmental
testing and assessment; addressing environmental issues;
eliminating pollution and improving campus environment.
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Office of Information Technology Services

& Director: Haikun YANG (E-mail: yanghk@sustc.edu.cn)

& Deputy Director: Qiaoyu SUN (E-mail: sungy@sustc.edu.cn)

Q Add: 119, BLK7 Hui Yuan
M E-mail: its@sustc.edu.cn

Office of Information Technology Services (OITS) is responsible for information technology development and operations for campus

network, providing smooth information network services for teaching, research and office work. The detailed functions are as follows:

Informationservices --:-c-ccceteeainn.

1.Responsible for the planning of campus information
system, planning, development and operation of the

basic campus information technology platform (such
as the data center), development of fundamental data
resources; providing the integrated data services for
various service systems;

2.Formulating the development plan and annual plan for
the informatization of campus network, improving the
rules and regulations, and mapping out the standards for
network informatization for implementation;

Campus network and low voltage service

1.Responsible for planning, development and operation
management of campus network infrastructure to ensure
its smooth operations;

2.Responsible for the development and operation
management of campus network, facility network;
responsible for the expansion of network bandwidth,
construction of optical fiber, dedicated lines and wireless
network, etc;

3. Responsible for optimization for service-based network,
upgrading of network authentication system, optimization
for service system network routing, and optimization for
dedicated network accesses;

4.Responsible for the construction, planning and

3. Participating in improving the campus service process; responsible

for technical assessment and connection with the related campus
information service systems to achieve unified information services;

4. Creating and providing public information services such as campus

card, e-mail, text messaging services; creating information service
platforms OA. student affairs and enrollment, etc.;

5. Responsible for ensuring the safety of information technology,

including safety planning, authorization, audit, protection, backup,
and filing of services as well as liaising with the government
departments and organizations in charge of information safety.

management of main computer rooms, renovation of computer
rooms, revamp of cables and lines, adding and replacement of
equipment in computer rooms;

5.Responsible for the development of network management system,
network authentication system, network monitoring system, construction
of management system for network operation and maintenance, VPN
development, registration and distribution of campus domain names,
network addresses and other network resources;

6.Responsible for the design, construction and renovation of low
voltage system of campus buildings;

7.Responsible for the security management of network system.
Responsible for monitoring and defending network attacks,
intercepting attacks and fixing security vulnerabilities in time.

Technology and operation and maintenance services ---- - - - R R R R RRY

1.0peration and maintenance for intelligent systems,
such as campus card system, access control system,
public printing system, campus broadcasting system,
information release system, video conferencing system,
multimedia classroom, and conference and event
facilities, etc;

2.Responsible for the operation and maintenance of office
equipment, such as office computers, printers, etc;

3.1T support for all campus activities and functions, such as

university-level meetings, academic reports, etc;

4. Installation, management and maintenance of office telephones;

5.Campus card service and management, campus card application,
replacement, loss reporting, checking of account details;

6. Providing maintenance for campus network, server room equipment,
weak electricity well and network access connections;

7. Responsible for the operation and maintenance of Enterprise WeChat
platform.
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& Director: Gang TANG (E-mail: tangg@sustc.edu.cn)

Q Add: 210, BLK4 Chuang Yuan
X E-mail: ocdp@sustc.edu.cn

Office of Campus Development and Planning Committee is responsible for the application of campus
development projects, campus planning and design, management and services related to campus development

and planning. It" s major duties are as below:

1.To organize the development,
application and revision of campus
development plan and other special
plans;

2.To collect project demand, arrange
and plan campus development
projects; to organize the preparation
and application of project proposals,
feasibility study, project establishment,
investment budget and annual
investment plan;

3. To organize assessments and applications
of land, planning, water affairs,
environmental assessment, fire control,
air defense of campus development
projects;

4.To study the latest trend of the planning
and design of higher education
institutions both at home and abroad,
overall situation of development and
the newest technology applied in
planning and design;

&3]

.To formulate the design principles for
campus development plan, design
guideline and detailed provisions for
the outcomes of campus design at each
stage;

6.To organize the development,

application of design specification,

project design and preliminary design,
bidding for project design, amendment
and report of project plan;

7.To collect and consolidate the
applications for projects with major
design alteration and relevant
materials from the Office of Campus
Development; to handle campus
development plans and proposals from
related departments for submission to
the Campus Development and Planning
Committee for deliberation and
approval;

8.To collaborate with the university to
work on technical management and
services related to campus planning
and development, and perform
other work assigned by the Campus
Development and Planning Committee;

9. To be responsible for meeting arrangement
of the Campus Development and Planning
Committee; to review and prepare
materials for meetings, take meeting
minutes and draft meeting minutes and
relevant documents.
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