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1. Assistant Human Resources Officer (Ref: AHRO - HRDP)

(Working Location : Wan Chai)

Responsibilities:

e To assist in full spectrum of HR duties, including recruitment, compensation and
benefits, employee relations, training and development;

e To update and maintain HRIS;

e To provide support in general HR administration work;

e  To perform other ad-hoc projects as assigned.

Requirements:

e  Higher diploma or above with at least 3 year’s HR experience, preferably gained in NGO
sector;

e Knowledgeable of Employment Ordinance;

e  Good command of MS Office (Word & Excel) and Chinese Word Processing.

2. Half-time Program Worker (Ref: 0.5PW - OTEM)
(Working Locations: Districts in Hong Kong Island, the Outlying Islands and Kwun Tong)
Responsibilities:
e Assist in planning and implementation of outreach services, group activities and
programs for ethnic minority individuals and families in the community;
e  Perform administrative duties;
e  Promote services, build community connections and recruit ethnic minority individuals
and families in Hong Kong Island, the Outlying Islands and Kwun Tong;
e  Shift duties are required, including Saturdays, Sundays and evenings., with an average
of 22 hours per week.
Requirements:
e HKDSE/HKCEE or above, with relevant experience in community service or program
coordination is preferred,
Proven experience in organizing activities and events;
Proficient in computer applications, including Microsoft Office;
Proficiency in English and in a minority language such as Urdu, Hindi or Nepali;
Ability to communicate in basic Chinese is an advantage.
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