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1. Assistant Manager
(Ref.: AM(JCPC-4)/19/06/24/M) *

Responsibilities:

— To assist manager in overall management of Day Activity cum Hostel

— Lead the team to provide quality service to people with intellectual
disabilities

Requirements:

— Degree holder of Social Work or Diploma of Social Work with at least
5 years' relevant experience in social work

— Registered Social Worker

- HKCEE Eng (Syl. B) & Chi grade E or above / HKDSE Eng & Chi
Level 2 or above, or equivalent

— Experience in residential services preferred

— Fluency in written English and Chinese and spoken Cantonese

— Proficiency in computer application and Chinese word processing

- Work locations: Tai Po

2. Administrative Assistant
(Ref.: AA(SMO)/19/06/24/M)

Responsibilities:

- Provide administrative and clerical support to senior management
and work closely with other service units

— Prepare documents including but not limited to meeting minutes,
reports, letters, quotations etc.

Requirements:

— Diploma / Associate Degree holder or above

- Knowledge and Experience in Office 365, MS Office and handle
IT-related tasks preferred

— Proficient in both written and spoken English and Chinese

— Good interpersonal & communication skill, responsible, self-motivated,
willing to learn and a good team player

— Work location: Tai Po
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Position (1) (Tai Po)

Mr. Steven Tsoi, 4/F, Hong Chi Jockey Club Pinehill Day Activity & Residential Complex, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po, N.T.,

Hong Kong or by email to adult_ss3@hongchi.org.hk
Position (2) (Tai Po)

Services Management Office, Hong Chi Association, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po or by email to adult_sm@hongchi.org.hk
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