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Hong Kong College of Technology
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A IVEE Administration Assistant (RI)
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e ® Support administration duties including filing and handling
enquiries from students and visitors
® Support the duties of reception desk and classroom
checking in the afternoons and evenings
® Assist in tasks assigned by the Supervisor
=K ® Diploma or Higher Diploma or above
® Have at least 3 years of solid working experience
® Good written and spoken English and Chinese
® Proficiency in computer skills including Microsoft Office and
Chinese word processing
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E $50 - $80 (FF#r)
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& BEIA Interested parties please send your full resume with your
available date, present and expected salary and quote the
Position on the email subject to loiswong@hkct.edu.hk
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