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1. Assistant Internal Auditor
(Ref.: AIA(FIN)/14/08/24/M)

Responsibilities:

— Assist in performing internal audit for service units and schools, so
as to ensure compliance with Social Welfare Department and
Education Bureau accounting regulations

— Assist in identifying control deficiencies, preparing audit findings and
recommendations

— Assist in reviewing existing internal control measures

— Perform ad hoc assignments

Requirements:

— Degree in Accounting, with relevant experience in NGO preferred
— Minimum 3 years' solid audit experience

— Knowledge in IT system audit and Oracle are an advantage

— Well versed with Microsoft Office

- Independent and good analytical skill

— Excellent command in English and Chinese (written and spoken)
— Work Location: Tai Po

2. Project Officer (ref.: Po(HCCH)/14/08/24/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:

— A recognized 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

3. Administrative Assistant
(Ref.: AA(PSC-D)/14/08/24/M)

Responsibilities:

— Provide secretarial and administrative support to Centre Manager

— Assist to liaise with internal and external parties to ensure smooth
daily operations

— Responsible for internal documents control and maintain effective
document system

— Collating data and compiling statistics / figures and preparing various
management reports

— To assist in handling the incoming and outgoing enquiries via
telephone, facsimiles, e-mail, mail and general correspondence

— Ad-hoc job assigned by Manager

Requirements:

— Degree or Diploma holder in Administration / Management / relevant
discipline with relevant experience

— 2years' NGO / public institution experience is preferable

— Good command of written and spoken English and Chinese

— Organized, attention to details, proactive, team-oriented and able to
work independently

— Proficient in the use of MS Office applications

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

Human Resources Office, Hong Chi Association, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po or by email to hr_hra@hongchi.org.hk

Position (2) (Tai Po)

Hong Chi Children Home, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po or by email to hcch_hd@hongchi.org.hk

B4 (3) (6) (7) (10) (12) (Fid)

R AR RN AN EE L EER S E M E AR EEE phvpsc@hongchi.org.hk

E&i{sz (4) (5b) (8b) (14) (H)

WHKREIAREM T 1 EEEKRBGSERP IO EERE scoirc@hongchi.org.hk

7 (5a) (13) GYH / #3358

SR EAER R LAEN T O F 14 REEM M E RN EFEEHHE se_hd@hongchi.org.hk

37 (5¢

MR AR AN EERERENEAEERAEBAENE<EENET O EEERBEE>WEEE phvdac04_hd@hongchi.org.hk

BaA7 (5d) (9a) (i)

R AIRIETEEIRERAE 118-128 E[EEEFREILEEEFZE hewtt_hd@hongchi.org.hk

BE{z (8a) (_E7K)

R LKA TR AERT 101 - 106 EESZAF I EEE taiping_hd@hongchi.org.hk

7 (9b) (15) (16 7]

itz (9b) (15) (16) (KIKE)
MR TR K ER IR En i 183t T & — 1B E B A B0 L3 BES = shuichoi@hongchi.org.hk

B4 (11) GV HE)

RSHILEKRBEBEARE 118 B B 1 REEKRBEZKINEL EHZE scoch@hongcehi.org.hk
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