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1 Project Officer
(Ref.: PO(HCCH-JC Project)/21/02/25/M)

Responsibilities:

- Coordinate projects, activities and services, including
budgeting, infrastructural enhancement, execution and
implementation for the project

- Prepare/ assist to prepare project research, reports,
including written and financial reports

- Provide follow-up and support during the case transition

- Perform ad hoc assignments and handle special
projects as assigned by the supervisor

Requirements:

- Arecognized degree, diploma or higher certificate in
a related discipline with at least 1 year of relevant
work experience in building improvement works /
administrative / project coordination

- Relevant work experience on research would be an
advantage

- Self-motivated, meticulous and be able to work
independently

- Strong communication and project management skills

- Good command of written and spoken Chinese and
English

- Work Location: Tai Po
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