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The Hong Kong China Korfball Association Ltd. (HKCKA) (¥ Bl14 & & 3k € 5 22 &) has been
actively promoting the sport of korfball in the past decade locally & successfully solicited excellent
world standing at the international arena. The Association is now inviting high calibre candidates to
fill up the following positions:-
(Ref No. : AA/22/2)
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Administrative Assistant
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Handle general enquiries and clerical support, data entry and venue booking
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Undertake administrative duties and provide logistic support
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Assist the organization of Hong Kong team affairs, competitions, training courses and

seminars
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Liaise with clubs, teams, coaches, referees and/or members
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Assist and cooperate with team in promotion programmes/events
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Responsible for optimize the website/ social media and update information
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Assist accounting operation and prepare statistic reports
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Support any ad hoc event and undertake any other duties as directed by the
Executives
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Grade E / Level 2 or above in 5 subjects including English (Syllabus B) and Chinese in the

Hong Kong Certificate of Education Examination, or Level 2 or above in five subjects
including English and Chinese in the Hong Kong Diploma of Secondary Education
Examination, or equivalent
Remark: Grade C in English Language (Syllabus A) is recognized as equivalent to Grade E
in English Language (Syllabus B)
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Good PC knowledge with Microsoft Word, Excel, PowerPoint and Chinese/English input
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Good communication
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Pro-active and hardworking, willing to serve and to learn

Good interpersonal skills, a strong sense of responsibility and good team player
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Possess the qualification not lower than the LCCI Level Il Book Keeping & Accounts or
equivalent
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Required to perform shifts duties work irregular hours and overtime (including on
Saturdays, Sundays and Public Holidays).
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Experience in office administration work and organising sports competitions an advantage

® This post is subvented by the Leisure and Cultural Services Department with Salary HK$16,414

per month

® Fringe benefits include Mandatory Provident Fund, Medical Insurance and Annual Leave
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Interested individuals should send full Resume and Availability via email to our Chairman,

postmaster@korfball.org.hk on or before 15 July 2022 with subject of “Apply for Administrative

Assistant”. Only suitable candidates will be shortlisted for interviews.
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(All information provided will only be used for recruitment related purpose)
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