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1. Accountant (Ref: AA - AFDP) (Working Location: North Point)
Job Responsibilities:

Supervise and lead a small team to carry out daily routine on accounting operation
and tasks (AP, AP process, GL, account reconciliation, etc.);

Streamline existing internal process flow for routine operation and future system
enhancement;

Assist in data cleansing before data migration into new system,;

Assist in UAT, change management for implementing system enhancement;
Responsible for cash flow management and forecast management;

To act as a central point of communication with internal and external parties on
financial accounting matters;

Ad hoc assignments as required.

Job Requirements:

Degree in Accounting, and/or member of professional accounting body;

At least 5 years of solid working experience in accounting;

Good command of English and Chinese;

Experience in NGO is preferable;

Proficiency in MS Office and Chinese Word Processing;

Experience in financial system implementation and UAT highly preferable.

2. Ethnic Minority District Ambassador (Ref: EMDA - TCIS)
(Working Location: Tung Chung)
Job Responsibilities:

Assist in preparing and conducting groups and programs, publicity and
promotional work, training, and various activities;

Assist in providing simple interpretation and translation services to Ethnic
Minorities;

Assist in performing networking duties/ activities including conducting visits and
providing escort services for Ethnic Minorities;

Assist in establishing contact and maintaining liaison with members of Ethnic
Minorities communities to gauge their service needs.

Job Requirements:

Form 3 or above and with relevant experience is preferred;

Able to communicate in English and Chinese, both in written and spoken forms;
Proficiency in Bahasa Indonesia, Nepali, Urdu, Punjabi, Tagalog, Thai, Hindi or
Vietnamese, in written and spoken forms;

Relevant working experience in social welfare organization and knowledge in
running programs, publicity and promotional work, receiving the public,
community networking, liaison or event coordination are preferable.
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