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1. Assistant General Secretary
(Ref.: AGS(S)/SMO/24/07/26/M)

Theresponsibilities of this positioninclude:

Upholding the mission and vision of the Association and assisting the General

Secretary in driving the organization's strategy and monitoring service

development. The post also includes but not limited to leading a

cross-disciplinary team, initiating / implementing service development strategy,

service quality assurance mechanism, staff training and development,

establishing strong and effective strategic partnerships with stakeholders from

all sectors.

Requirements:

— Possess a bachelor's degree or above in Social Work or related profession,
preference will be given to candidates with rehabilitation studies

— Have Solid 5 years' working experiences as senior management (social
work officer equivalent or above) in rehabilitation services

— Have 15 years managerial experience in social services and/or experience
in working with people with intellectual disabilities will be an advantage.

— Demonstrate strong organizational and execution abilities. Ability to work
in collaboration / as a team with other professions

— Able to communicate effectively in written / spoken English and Chinese

2. Services Supervisor (Ref.: SS(SM0)/24/07/26/M)

Responsibilities:

— Services Supervisor is one of the top three-tier executives of the
Association

— The incumbent will initially be appointed to oversee the operation of
subvented rehabilitation services units and will be rotated to different
service areas to gain wider exposure

— The incumbent is required to develop service planning and lead teams to
enhance quality, operation, training, and development, and financial,
administrative, supervisory, and personnel management systems

Requirements:

— Registered Social Worker

— Bachelor degree in Social Work with at least 5 years of supervisory
experience in the rehabilitation setting for people with intellectual
disabilities / social welfare sector is preferable

— Fluency in spoken and written English and Chinese is essential

3. Administration Secretary (Ref.: AS(H0)/24/07/26/M)

Responsibilities:

— Provide dedicated administrative support to General Secretary and manage
daily schedules, calendars and appointments for General Secretary

— Perform day-to-day general office operations, including telephone
enquiries, supplies, vendor coordination and general office upkeep
Coordinate logistics for visiting guests, clients and delegations
Maintain filing systems and ensure proper documentation and
record-keeping

— Handle confidential information with discretion and maintain confidentiality
at all times

— To perform any other duties as assigned

Requirements:

— Tertiary education or above

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

—  Minimum 2-3 years of relevant administrative or executive assistant
experience, ideally in social services or NGO sector

— Fluency in written English and Chinese and spoken Cantonese and
Mandarin

— Strong organizational and multitasking skills with excellent attention to
detail
Proficient in MS Office (Word, Excel, PowerPoint, Outlook)
High level of discretion and confidentiality, with the ability to handle
sensitive information with tact and professionalism

— Able to work under pressure and tight timeline

— Immediately available or short notice preferred

—  Work Location: Tai Po

4. Services Manager 4 (Ref : SM4(DSC-KTW)/24/07/26/M)

Responsibilities:

— 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

Requirements:

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

— Good command of written and spoken English and Chinese

— Proficiency in computer application and Chinese word processing

—  Work location: Kwun Tong (West)

5. Services Manager 2 (Ref : SM2(JCPC-1)/24/07/26/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 3
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: Tai Po

6. Trajectory Development Coordinator
— JC Project (Ref.: TDC-JC(HCCH)/24/07/26/M)

Responsibilities:

— Co-develop an individualized development plan with the children with
Intellectual disabilities

— Build their social capital and social network

— Provide ongoing support after discharging from home

— Complete the training designated for TDC

Requirements:

— Bachelor's degree (or above) in Psychology, Education, Guidance and

Counselling, Social Work, or a cognate discipline: Non-degree holders

with commensurable experience are also acceptable

Experience working with the children with ID preferred

Good command of both Chinese and English

Work in shifts

Work Location: Tai Po
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FEEEBERE IR ARSE A R o EIZF 5L SEEIE LA T ittt :
Position (1) (2) (3) (Tai Po)

Human Resources Office, Pinehill Village, Chung Nga Road, Nam Hang, Tai Po, N.T., Hong Kong or by email to

hr_hra@hongchi.org.hk
Position (4) (Kwun Tong (West))

Ms. Lee, Hong Chi District Support Centre (North District), 2/F, Ancillary Facilities Block, Cheung Lung Wai Estate,
Sheung Shui, N.T. or by email to adult_ss10@hongchi.org.hk or Tel: 2676-0220 (Miss Nicole Chow)

Position (5) (Tai Po)

Christine Ng, 1/F, Hong Chi Chung Pak Centre cum Hong Chi Chung Pak Hostel (Unit 1), Pinehill Village, Chung
Nga Road, Nam Hang, Tai Po, N.T., Hong Kong or by email to phvdac02_hd@hongchi.org.hk

Bif (6) (7) (11a) (14) (17b) (18b) (i)
R AR EE 2RI BEE hcch_hd@hongehi.org.hk

Bifsz (8) (ALI=) / (ERiE)

5 LK R ETRARFS s i 1R 2 BEBHE R IO (FFIEE) Ms. Kwok s BEF = dsc_hd@hongchi.org.hk

5{ B EE 2676-0220 (Miss Nicole Chow)&#f

37 (9) (10) (11b) (12) (13) (17a) (19) (A1)

Bz (15) (i)

phvdac04_hd@hongchi.org.hk

phvdac_amadmin@hongchi.org.hk
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MR AR R SEN EERESR R E PO (EBEED)EEE phvpsc@hongcehi.org.hk
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EHZE phvdac01_hd@hongchi.org.hk

A RN EREREN EEESENEHREIAEBAENE<EEREP L EEERNEBES>INHERE

MAABMNEEELENEEE SN S0BEINEBAB(PRITHN WRERE




