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1. Manager
1a. (Ref.: MG(DSC-ND)/18/09/24/M)
1b. (Ref.: MG(IVTC-B)/18/09/24/M)

Responsibilities: (For 1a)

— Direct and ensure the provision of quality service of DSC

— Maintain effective personnel, financial and case management

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

Responsibilities: (For 1b)

— Manage and monitor the overall development of hostel

— Maintain effective personnel, financial and case management

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

Requirements:

— Degree holder of Social Work with at least 3 years' relevant experience
or above OR Diploma of Social Work with at least 5 years' relevant
experience in social work (For 1a)

— Degree holder of Social Work OR Diploma of Social Work with at least
5 years' relevant experience in social work (For 1b)

— Registered Social Worker

— HKCEE English (Syl. B) and Chinese grade E or above / HKDSE Eng
& Chi Level 2 or above, or equivalent

— Experience in rehabilitation services/ working with people with
intellectually disability is preferred

— Strong leadership, mature and with good interpersonal & communication
skills (For 1a)

— Good command of written and spoken English and Cantonese

— Proficiency in computer application and Chinese word processing

— Work locations: 1a. Sheung Shui, 1b. Tai Po

2. Assistant Manager (Ref.: AM(LMSH)/18/09/24/M) *

Responsibilities:

— To assist manager in overall management of DAC 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 rehabilitation services preferred

— Fluency in written English and Chinese and spoken Cantonese

— Proficiency in computer application and Chinese word processing

— Work location: Kwai Chung

3. Administrative Assistant
(Ref.: AA(PSC-D)/18/09/24/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

— 2 years' 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 (1a) (Sheung Shui)

Hong Chi District Support Centre (North District), 2/F, Ancillary Facilities Block, Cheung Lung Wai Estate, Sheung Shui, NT or by email to

adult_ss10@hongchi.org.hk or contact 2676-0669 for more information
Position (1b) (13b) (Tai Po)

Hong Chi Pinehill Integrated Vocational Training Centre, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po, N.T. or by email to ivtc_hd@hongchi.org.hk
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