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1. Accountant (Ref: AA - AFDP) (Working Location: North Point) (One-year contract)
Responsibilities:

» Supervise and lead a small team in carrying out daily accounting operations, including
accounts payable, accounts receivable, general ledger, bank and account reconciliations,
and month-end closing;

Support the stabilization and effective use of the newly implemented ERP system,
including monitoring day-to-day issues, coordinating follow-up actions and assisting
users in resolving operational problems;

* Review and streamline accounting procedures and system workflows to strengthen
internal controls, improve operational efficiency and support future system
enhancements;

Assist in validating accounting entries, reports, master data and opening balances, and
follow up on discrepancies identified after system go-live;

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

e Ad hoc assignments as required.

Requirements:

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

* Atleast 5 years of solid working experience in accounting;

* Good command of English & Chinese language;

* Experience in NGO is preferable;

* Proficiency in MS Office, Chinese Word Processing;

* Hands-on experience with Microsoft Dynamics 365 Finance & Operations would be an
advantage.

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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Accounting Manager, Room 1201, 12/F,
. AFDP 21 Pak Fuk Road, North Point, Hong Kong. 21/11/2026
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Assistant Human Resources Manager,
Room 704, Duke of Windsor Social

2 HRDP Service Building, 15 Hennessy Road, 21/11/2026
Waichai, Hong Kong.
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