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i - Assist clerical work of HR & Accounting Officer; Assist the arrangement of HR in schedule; Advertisement,
= General Administrative work; Data Entry; Inventory Taking
A M EK RIFERGE - Bl NEE ; ERBERERPNKEN
Excellent communication skill, having marketing experience in advantages; Proficiency in computer skill is
FeEEk required, including MS Word, Excel, PowerPoint, Photoshop and Chinese Word Processing; Knowledge in
bookkeeping
Want to make a CHANGE in society and passionate towards kids with special needs; Adventurous,
. open-minded, hard-working, initiative, willing to try and learn from errors; Able to create and improve
HfthZ=sk A o .
procedures at work; Excellent organization, interpersonal and multi-tasking skills, able to work under
pressure; Pleasant, efficient, enjoy working with young children
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Administration Assistant

YN=1E=4 Avatech Innovation Limited
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Project Assistant
YN=IE4 Moux Interactive Limited
IR#E ~ WENEE A ; HENEERIE , FE2HEPES
fik B Assist manager to manage project scope, schedule, and resource allocation, budget planning; Provide
clerical and administrative support to the project team
FE M EK —RERE RS @aa KRS, BRERERPN ; [ERERX
FeEEK Higher diploma in IT or related disciplines. Good knowledge in MS Office
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Vcan FinTech Limited
B O EIEEFPHNREMIET ; EBMREGMETHKIR ; BRI, FRENER ; BEALFURKS
) Handling payment instruction by clients; Trace the source of funds; FX dealing; KYC; Spot check transaction
A M EK RIFERRE - R NEEH | EREBEAERPURENX
FEEEE K Word, Excel
HithEk Detail-minded
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V CPA Limited
, - For accounting/auditing assignments, and Hong Kong tax computation, documenting audit tests and
B = findi
indings
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FEEE K Accounting
H{thZes5k /
BERITIFAS X, EB—20: EFIBETMNF 6K -
T e BRIMFE8/NE; E8A : LFI0RBEMN 2K - X LifteE &DE
T4 /\FF
ETN $11,000




m EREFEmE WJ o ProjecgETUP
A the hongkong federation of youth groups EIJ ?j__ l—lﬂ % EESI QE%—_I_ %u

b
X Y
WAZE | oo ZERERSE | VACO110986
Assistant Operator
- A VFHBER AP LARAE
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Hong Kong Youth Education Exchange Centre
B = MENIRE LR REF ; BIMBEE AT HEXELIF
) Assist the operation of the exchange programs; Assist the daily clerical operation of the company
sE MK RIFBERRE - —MEERNEE ; EREAERPN - ERERX
K ALk P& MS-Office BRI FER ~ X2 E - AEHERK
Proficiency in MS-office usage; Active Learner; Be responsible
HhEsk BZERBEIREESIEFIZ - B28 Amadeus RAIRTFIET
o Diploma or above in Tourism or related disciplines; Experience in Amadeus preferred
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