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銘傳大學 台北校區 服務學習認證行政單位暨工作需求表 

Ming Chuan University Taipei Campus Service-Learning Accreditation Table of 

Administrative Units Requirements 

編號 

NO. 

單位名稱 

Units 

督導 

Supervisor 

工作內容及服務學習具體說明 

Requirements 

申請地點 

Location 

連絡人 

Contact 

諮詢 

分機 

Ext. 

A01 

秘書處校友服務中心 

Alumni Service 

Center, General 

Secretary's Division 

張榮農老師 

Mr. Chang, 

Jung-Nung 

擔任校友諮詢窗口、協助校友網絡建構、接待服務、學習組織合作與非營利組織運

作，參與聯誼活動與會議準備。 

Serve in alumni counseling window, assist in alumni network construction, 

provide hosting services, learn organizational cooperation and how to run a 

non-profit organization, participate in activities and prepare for meetings   

A 棟 3 樓 

3F, A building. 

張榮農老師 

Mr. Chang, 

Jung-Nung 

2270 

A02 

秘書處公共關係組 

Public Relations 

Section, General 

Secretary's Division 

林妙影老師 

Ms. Lin, 

Miaw-Ing 

編輯、攝影、插畫等相關新聞編輯事宜 

Editing,photography,illustration and related news editing tasks 
E202 

李志偉老師 

Mr. Li, Zhi-Wei 
2332 

A03 

秘書處新聞組 

Journalism Section 

General Secretary's 

Division,  

林妙影老師 

Ms. Lin, 

Miaw-Ing 

《銘傳一週》採訪、編輯、攝影、插畫等相關新聞編輯事宜 

“Ming Chuan Weekly”interviewing,editing,photography,illustration and 

related news editing tasks 

E202 

陳瑞斌老師 

Mr. Chen, 

Jui-Pin 

2324 

A04 

兩岸傳播研究中心 

Cross-Strait 

Communication 

Research Center 

林忻曄老師 

Ms. Lin, 

  Xin Ye 

協助活動執行 

Assist activity implementation 

I 棟 

I building 

林忻曄老師 

Ms. Lin, 

  Xin Ye 

2419 

A05 

資網處資訊服務組

Taipei Information 

Service Section, 

Information and 

Network Division 

蘇瑞元老師 

Mr. Su, 

Rwei-Yuan 

1.負責所有上機問題諮詢 

2.電腦教室設備及環境維護 

1. Computer inquiry 

2. Computer classroom facility and environment maintenance 

F 棟 6 樓 

6F, F building 

陳瑞芳老師 

Ms. Chen,  

Rei-Fang 

2555 

A06 

資網處系統發展組 

System 

Development 

Section, Information 

and Network 

Division 

蘇瑞元老師 

Mr. Su, 

Rwei-Yuan 

輔助網頁設計、主機和環境管理 

Assist in webpage design, facility and environment maintenance. 

F 棟 4 樓 

4F, F building. 

黃中彥老師 

Ms. Chen, 

Wen-Yu 

2551 



 

A07 

圖書館閱覽組 

Readers' Services 

Section, Library 

曾麗芬老師 

Ms. Tseng, 

Lih-Fen 

圖書上架、圖書出納、環境清潔、書庫管理、協助期刊作業 

Put books on shelves, check out books, cleaning tasks, book and periodical 

management 

圖書館 

Library 

吳祺文老師 

Mr. Wu, Chi-

Wen 

2275 

A08 

圖書館資訊組 

Electronic Resources 

& Information 

Technology Section, 

Library 

曾麗芬老師 

Ms. Tseng, 

Lih-Fen 

1.參考諮詢服務台值班 

2.視聽及資訊檢索室維護 

1. Front table shifts 

2. On-line Retrieval and CD/DVD Public Use Area maintenance 

圖書館 

Library 

吳祺文老師 

Mr. Wu, Chi-

Wen 

2275 

A09 

教務處綜合業務組 

General Academic 

Affairs Section, 

Academic Affairs 

Division 

遲文麗老師 

Ms. Chih, 

Wen-Li 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

A 棟一樓 

1F, A building. 

張淑卿老師 

Ms. Chang, 

Shu-Ching 

2296 

A10 

教務處課務組 

Curriculum Section, 

Academic Affairs 

Division 

遲文麗老師 

Ms. Chih, 

Wen-Li 

課務工作之協助、體驗組織事務規劃、流程管控及專案實施。 

Assist in curriculum section tasks, experience organizational task planning, 

procedure control and special case implementation 

A 棟一樓 

1F, A building. 

林錦淑老師 

Ms. Lin, 

 Jin-Shu 

2296 

A11 

教務處註冊組 

Registrar, Academic 

Affairs Division 

遲文麗老師 

Ms. Chih, 

Wen-Li 

文書作業、辦公室例行工作 

Paper work, routine office tasks 

A 棟三樓 

3F, A building 

謝秀然老師 

Ms.Hsieh, 

Hsiou-Jan 

2704 

A12 

教務處招生中心 

Enrollment Center, 

Academic Affairs 

Division r 

闕淑茹老師 

Ms. Chueh, 

Su-Ju 

銘傳大學的招生宣傳、簡介製作及新聞發佈(協助高中生校園參訪、學系介紹、服

務、支援大型活動如大學博覽會等) 

Student recruitment promotion, brochure production and news release. 

(Assist with high school student campus tours, department introductions, 

accommodating journalists, and activities such as University Fair.) 

A 棟 3 樓 

3F, A building. 

買若瑀老師 

Ms. Mai,  

Juo-Yu 

2271 

A13 

學務處課指組 

Extracurricular 

Activities Section, 

Student Affairs 

Division 

閻建政老師 

Mr .Yen, 

Chien-Cheng 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

A 棟 1 樓 

1F, A building 

林雅炤老師 

Mr. Lin, Ya-Jau 
2713 

A14 

學務處衛保組 

Campus Health 

Services Section, 

Student Affairs 

Division 

胡厚文老師 

Ms. Hu, Hou-

Wen (Amy) 

學習醫療照護及衛保組工作規劃、實施體驗 

Learn medical care, assist in tasks of Campus Health Services Section and gain 

practical experience 

A 棟 1 樓 

1F, A building. 

胡厚文老師 

Ms. Hu, Hou-

Wen (Amy) 

2714 

A15 

學務處生輔組 

Student Advising 

Section, Student 

Affairs Division 

周家榮老師 

Mr. Jou, Jia-

Rong 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

A 棟 1 樓 

1F, A building. 

周家榮老師 

Mr. Jou, Jia-

Rong 

2711 



 

A16 

學務處住服組 

Housing Service 

Section, Student 

Affairs Division 

劉義中老師 

Mr. Liu, Yi-

Chung 

宿舍各項業務協助。(含清潔、櫃檯、文書、雜項) 

Assist in affairs of the dormitory (including cleaning tasks, front table shifts, 

paper work and others) 

住服組 

Housing 

Service 

Section 

舍監 

Dormitory 

Supervisor 

2506 

A1 7 

學務處僑陸組 

Overseas and 

Mainland Chinese 

Students Service 

Section, Student 

Affairs Division 

葉聰嬌老師 

Ms.Yeh, 

Tsung-Chiao 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

A 棟 1 樓 

1F, A building 

鄭毓翎老師 

Ms. Cheng, 

Yu-Ling 

2715 

A18 

總務處事務組 

Operations Section, 

General Affairs 

Division 

溫永標老師 

Mr. Wen, 

Yung-Biou 

配合組內執行節能節約與環境維護工作。 

Assist in section resources conservation policy and environment maintenance 

A 棟 1 樓 

1F, A building. 

張美美老師 

Ms. Chang, 

Mei-Mei 

2681 

A19 

軍訓室 

Military Training 

Office 

所有教官 

Drillmasters 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

A 棟 1 樓 

1F, A building 

所有教官 

Drillmasters 
2237 

A20 

體育室 

Physical Education 

Office 

丁翠苓老師 

Ms. Ting, Tsui-

Ling 

運動競賽規畫與執行及體適能提升、諮詢 

Assist to plan and implement sports competitions and physical fitness 

promotion and inquiry 

A 棟 1 樓 

1F, A building. 

黃玉娟老師 

Ms. Huang, 

Yuh-Chuan 

2325 

A22 

前程規劃處 

職涯發展中心 

Career 

Development 

Center,  

Career Planning and 

Counseling Division 

王智立老師 

Mr. Wang, 

Chih-Li  

協助各項職涯規劃活動管理與就業市場情況分析 

Assist in managing career planning activities and analysis on employment market 

A 棟 2 樓 

2
nd

 Floor in A 

Building 

許祐華老師 

Mr.Wang 

Xiao-qi 

2401 

前程規劃處 

諮商輔導中心 

Counseling and 

Guidance Center, 

Career Planning and 

Counseling Division 

孫乙仙老師 

Ms. Sun, Yi-

Shien 

新生家長座談會服務工作小組、服務學習成果發表工作小組、服務學習研討會工作

小組 

Service team for Freshmen parental meeting, Service-Learning achievement 

sharing fair and Service-Learning Seminar  

A 棟 2 樓 

2
nd

 Floor in A 

Building 

孫乙仙老師 

Ms. Sun,  

Yi-shien 

2269 

A23 

國際學生顧問室 

Office of 

International 

Student Service 

王家驊老師 

Mr. Wang, 

Chia-Hua 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 
E202 

王涵潔老師 

Ms.Wang, 

Han-Chieh 

2697 



 

A24 

大陸教育交流處 

Mainland China 

Education and 

Exchange Division 

蕭耀文老師 

Mr. Hsiao, 

Yao-Wen 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

A 棟 2 樓 

2
nd

 Floor in A 

Building 

鄭惠貞老師 

Ms.Cheng, 

Hui-Chen 

2590 

A26 
金門分部 

Kinmen Branch 

樊中原老師 

Mr.Fan, 

Chung-Yuan 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

金門 

Kinmen  

簡菁文老師 

Ms.Chien, 

Ching-Wen 

7506 

A27 

通識中心 

General Education 

Center 

康才媛老師 

Ms. Kang,  

Tsai Yuan 

協助藝文活動進行。 

提供學生與藝術團隊學習、觀摩之機會，有利了解藝術產業。 

Assist in the implementation of art and literary activities; 

Provide students opportunities to learn from art groups to enhance their 

understanding of art business 

通識中心辦公

室 

General 

Education 

Center Office 

鍾慧貞老師 

Ms. Chung, 

Hui-Chen 

2766 

A28 

英語教學中心 

English Language 

Center 

羽角俊老師 

Mr.Hasumi, 

Toshiyuki 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

I 棟 3 樓 

3
nd

 Floor in I 

Building 

高銘宏老師 

Mr.Kao, Ming-

Hung 

2643 

A29 

華語訓練中心 

Mandarin Studies 

and Culture Center 

李藍瑜老師 

Ms. Lee,  

Lan-Yu 

協助外籍生學習華語，促成學生跨文化交流，以增進國際視野並拓展個人生活領

域。 

Assist in students in Mandarin Studies and Culture Center learning Chinese, 

promote the interaction between domestic and international students, and broaden 

life experience. 

A 棟 2 樓 

2
nd

 Floor in A 

Building 

余沛錞老師 

Ms. Yu,  

Pei-Chun 

2405 

A31 

廣播電視學系 

Radio and TV 

Department 

杜聖聰老師 

Mr. Tu, 

Sheng-Tsung 

學習服務師生、系辦公室諮詢服務、協助文書作業、維護網站資訊、辦公室環境清

潔 

Assist in serving faculty members and students, office inquiry, paper work, website 

maintenance, and office cleaning 

廣播電視學系 

Radio and TV 

Department 

林佳蓉老師 

Ms. Lin,  

Jia-Rong 

2352 

A32 

廣告暨策略行銷學系 

Department of 

Advertising and 

Strategic Marketing 陳柏宇老師 

Mr.Chen, 

   Po-Yu 

學習服務師生、系辦公室諮詢服務、協助文書作業、維護網站資訊、辦公室環境清

潔 

Assist in serving faculty members and students, office inquiry, paper work, 

website maintenance, and office cleaning 

廣告暨策略行

銷學系 

Department 

of Advertising 

and Strategic 

Marketin 

王慧美老師 

Ms.Wang, 

Hui-Mei 

2515 

A34 

整合行銷傳播中心 

Integrated 

Marketing 

Communication 

Center 

整合行銷傳播

中心 

Integrated 

Marketing 

A33 

新聞學系 

Journalism 

Department 

孔令信老師 

Mr. Kung, 

Ling-Hsin 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

新聞學系 

Journalism 

Department 

李佳樺老師 

Ms.Lee,  

Chia-Hua 

2355 



 

A35 
銘報新聞 

Ming Bau News 

孔令信老師 

Mr. Kung, 

Ling-Hsin 

協助傳播學院對外新聞發佈及新聞攝影  

Assist in news release and news photography of School of Communication 

逸仙堂 3 樓 

3
rd

 Floor in 

Sun Yat Sen 

Auditorium 

邱郁姿老師 

Ms. Chiu,  

Yu-Chih 

2356 

A36 
銘傳廣播電台 

MCU Radio Station 

黃心怡老師 

Ms. Huang, 

Hsin-Yi 

協助電台錄音室管理、每日節目編播 

Assist in managing Radio Station and editing daily program 

E 棟 6 樓 

6
th

 Floor in E 

Building 

黃心怡老師 

Ms. Huang, 

Hsin-Yi 

2484 

A37 
銘傳電視台 

MCU TV Station 

裴倫老師 

Mr. Pei, Luang 

協助傳播學院影視相關實習器材管理並製作銘傳校園新聞 

Assist in managing equipment related to video in the School of Communication 

and produce MCU Campus News 

 

H 棟 6 樓 

6
th

 Floor in H 

Building 

裴倫老師 

Mr. Pei, Luang 
2470 

A38 

企業管理學系 

Business 

Administration 

Department 

莊懿妃老師 

Ms. Chuang, 

Yi-Fei 

協助創業與就業實驗室營運與管理 

Assist in managing the Entrepreneurship and Employment Lab 
F508 

謝金燁老師 

Ms. Hsieh, 

Chin-Yeh 

2297 

A39 

國際企業學系 

International 

Business 

Department 

陳琇里老師 

Ms. Chen, 

Hsiu-Li 

外賓接待、協助系友會、專題講座、研討會...等活動舉辦之協助事宜 

Assist with Alumni Association, Special Topic Lecture and Symposia, and 

briefing for department visitors 

國企系辦公室 

Office of 

International 

Business 

Department 

林昱伶老師 

Ms. Lin,  

Yuh-Ling 

2319 

A40 

會計學系 

Accounting 

Department 

廖秀梅老師 

Ms. Liao, 

Hsiu-Mei 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

會計學系 

Accounting 

Department 

賴彩娥老師 

Ms. Lai,  

Tsai-O 

2314 

A41 

風險管理與保險學系 

Risk Management 

and Insurance 

Department 

余泰毅老師 

Mr. Yu, Tai-Yi 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

風險管理與保

險學系 

Risk 

Management 

and Insurance 

Department 

邢燕玲老師 

Ms. Hsing, 

Yen-Ling 

2328 

A42 

國際學院 

International 

College 

劉國偉老師 

Mr. Liu, Kuo-

Wei 

協助辦公室行政協助、擔任第二外語小老師、協助校內跨文化活動、協助各系學程

系務發展  

Assist in affairs of International College, on-campus intercultural activities, 

program development, and be a second language Teaching Assistant 

D201 

陳惠君老師 

Ms. Chen, 

Hui-Chun 

2409 

A43 
財務金融學系 

Finance Department 

李修全老師 

Mr.Lee, 

 Hsiu-Chuan    

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

財務金融學系 

Finance 

Department 

連孟萱老師 

Ms. Lien, 

Meng-Hsuan 

2383 

A44 
新媒體暨傳播管理學

系 

倪炎元老師 

Mr.Ni,  

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

新媒體暨傳播

管理學系 

徐詩婷老師 

Ms..Xu , 
2353 



 

Department of New 

Media and 

Communication 

Administration 

Yen-Yuan Department 

of New Media 

and 

Communicati

on 

Administratio

n 

Shi Ting 

A46 

數位教育暨網路電視

處 

Digital Education 

and Internet 

Television Station 

Division 

蘇瑞元老師 

Mr.Su,  

Rwei-Yuan 

文書作業、活動執行、辦公室例行工作、畢業典禮直播 

Paper work, activity implementation, routine office tasks, Graduation 

ceremony live stream 

數位教育暨網

路電視處 

Digital 

Education and 

Internet 

Television 

Station 

Division 

陳品中老師 

Mr.Chen, 

 Pin-Chung 

2516 

A47 
法律學院 

Law Department 

李開遠老師 

Mr.Lee, Kai-

Yuan 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

法律學院 

Law 

Department 

潘芃君 

Ms. Pan, 

Peng-Chun 

2469 

A48 

產學暨推廣處 

Industry-academia 

Collaboration and 

University Extension 

Division 

黃筱珊老師 

Ms.Huang, 

Hsiao-Shan 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

產學暨推廣處 

Industry-

academia 

Collaboration 

and University 

Extension 

Division 

黃筱珊老師 

Ms.Huang, 

Hsiao-Shan 

8224 

A49 

管理學院 

School of 

Management 

黃旭男老師 

Mr.Hwang, 

Shiuh-Nan 

文書作業、活動執行、辦公室例行工作 

Paper work, activity implementation, routine office tasks 

管理學院 

School of 

Management 

趙香雅老師 

Ms.Chao, 

Hsiang-Ya 

(Carolyn) 

8022 

 


