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Resources Development and Communication Manager/Assistant Manager
Major Responsibilities :

Liaison with different stake holders to promote agency image and fund raising

Cultivation of donor’s relationship and develop network

Coordination work for fund raising events

Manage and supervise staff members within the Resource Development and

Communication Department

To undertake other duties and responsibilities as assigned by supervisors

Entry Requirements:
A recognized degree or above in relevant discipline with at least 5 years’experience
Strong written skills in both in Chinese and English (Publication and PR communication)
Strong computer skills and online communication
Good interpersonal skills, mature and work independently
Relevant experience is preferable

Administrative Officer

Major Responsibilities :
To be responsible for the day-to-day operations of the General Office of the Agency
To undertake general administrative duties including office management, financial management,
Insurance Policies, Payroll & MPF administration, and human resources management
To review and implement office policies, including Service Performance Monitoring Service (SQS)
To supervise staff in provision of clerical and supporting services
To plan and coordinate building maintenance and monitor contractors in provision in maintenance
and repair work
To provide secretarial support to the Board of Directors and Superintendent; and
To undertake other duties and responsibilities as assigned by supervisors

Entry Requirements:
A recognized degree or above in relevant discipline with at least 5 years’experience
Strong written skills in both in Chinese and English (Publication and PR communication)
Strong computer skills and online communication
Good interpersonal skills, mature and work independently
Relevant experience is preferable

Applicants should share the organization’s vision and mission and demonstrate excellent teamwork. To apply,
please post your comprehensive resume stating your expected salary addressed to: Superintendent, 120
Shatin Pass Road, Wong Tai Sin, Kowloon. If you do not hear from us within two months, you may assume your
application has been unsuccessful. Personal data provided by applicants will be securely destroyed once the
recruitment exercise concludes. In compliance with the “Sexual Conviction Record Check” (SCRC) scheme,
the successful candidate will be required to voluntarily undergo the relevant record check.
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