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1.Programme Officer

(Administration)
(Ref.: PO(Admin)(HO/PHVGO)/10/04/26/M)
Responsibilities:
— Responsible for administration and clerical support
— Assist in events / visits / projects / programs / initiatives /
property management
- Handle the procurement and accounting works
— Perform ad hoc tasks
Requirements:
— Diploma holder or above / Degree holder
— Good interpersonal and communication skills
— Willing to learn and a good team player
- Proficiency in MS Office
— Work Location: Tai Po
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Human Resources Office, Hong Chi Association, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po or by email to

hr_hra@hongchi.org.hk
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