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1. Facility Officer (Ref: FO - AMDP) (Working Location: North Point) (One-year contract)
Responsibilities:
e  Support fitting-out, renovation, relocation, repair and maintenance projects, including
scope clarification, cost estimates, quotations, works monitoring and completion follow-

up, while ensuring compliance with statutory, safety and internal requirements;

e Coordinate facilities installation, inspection, repair, preventive maintenance and
emergency support for offices and service units;

e  Conduct site inspections and review relevant information to assess safety risks, urgency
and feasibility, recommend priorities and follow up on compliance actions;

e  Coordinate with consultants, contractors, vendors, landlords and property management
offices, and follow up on quotations, works, inspections, acceptance and service
performance;

e Liaise with government departments and funding bodies, and assist with funding
applications, supporting documents, compliance requirements and related enquiries;

e  Perform other duties as assigned by direct supervisor or the management.

Requirements:

e  Higher Diploma in Building Services, Property Management, Facilities Management
or a related discipline, with at least five years of relevant experience; or a relevant
degree with at least three years of relevant experience;

e Knowledge of relevant statutory requirements, funding application processes and
project completion procedures; and

e  Proficient in MS Office and AutoCAD.

2. 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.
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