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Hong Kong, China Ice Hockey Association

RECRUITMENT : PART TIME ADMINISTRATIVE ASSISTANT

Posted on 21 Auqust 2025

Established in 1980, Hong Kong, China Ice Hockey Association Limited (HKCIHA) is the national
sports association for ice hockey in Hong Kong. HKCIHA is a registered full member with
International Ice Hockey Federation (IIHF) and the associate member of Sports Federation &
Olympic Committee of Hong Kong, China (SF&OC). HKCIHA is dedicated to developing, promoting
and governing the sport of ice hockey and inline hockey in Hong Kong.

SPORTS EXECUTIVE

HKCIHA is seeking to recruit the right candidate to fill up the post of Part Time Administrative
Assistant (PTAA) to provide crucial operational and administrative support to HKCIHA. The role
involves handling administrative and clerical duties, including organising events and providing
support to senior officers.

DUTIES

PTAA reports to the Executive Committee (EC) and (Senior) Sports Executives of HKCIHA and will
be responsible for duties including but not limited to the following:-

1. Work closely with Senior Sports Executive (SSE) and Sports Executive (SE)

2. Provide secretarial and administrative support to the office-bearers and executive committee
of HKCIHA.

3. Undertake administrative and clerical duties in the HKCIHA office.

Help coordinate with various parties to facilitate events and programs.

5. Assist in the day-to-day management and monitoring of HKCIHA programs and leagues,
including coordinating ice-time allocations.

6. Maintain proper filing and accounting records.

Assist in accounting issues.

8. Perform Ad-Hoc administrative duties as assigned by EC and senior officers.

B

N

QUALIFICATION AND REQUIREMENTS:

1. 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.

2. Post qualification experience in office administration work, relevant working experience or
sports event related experience will be an advantage.

3. Good organisational, communication and interpersonal skills.

4. Mature, careful, detail-oriented and good time-management skills, with the ability to prioritise
multiple tasks.

5. Able to work under pressure to meet tight deadline.

6. Good command of written and spoken English and Cantonese with proficiency in Putonghua
being a strong advantage.

Recruitment : Part Time Administrative Assistant of HKCIHA Page 1 of 2



7B AR E e

Hong Kong, China Ice Hockey Association

RECRUITMENT : PART TIME ADMINISTRATIVE ASSISTANT

Posted on 21 Auqust 2025

7. Attend / manage all scheduled practices / games / off ice sessions / classroom sessions (if
any) in Hong Kong is preferred.

8. Available and flexible to work non-office hours, including evenings and weekends/public
holidays as required.

9. Good PC skills, including MS Office Applications. Familiarity with social media platforms and
design software can be advantageous.

10. Immediate availability

REMUNERATION

e Salary will be HK$100 per working hour.

o Workload may vary monthly based on operational needs. Total remuneration will not exceed
HK$60,000 per annum. (i.e. monthly commitment is approximately 50 hours).

e This post is subvented by Leisure and Cultural Services Department.

APPLICATION METHOD

HKCIHA is an equal opportunity employer and welcome applications from all qualified candidates.
Interested candidates should submit:-

1. Cover letter (please include any relevant experience)
2. Full resume with current salary
3. References and supporting documentation if any

to Hong Kong, China Ice Hockey Association by email to recruitment@hkciha.com with subject of
“Applying for PTAA — Part Time Administrative Assistant post’ on or before 31 August 2025.
Selected candidates will be invited for an interview in person / zoom.
Only short-listed candidates will be contacted directly for interview.

* All information received will be kept in strict confidence and only used for recruitment and other employment-
related purposes only. Candidates who are not invited for interview within 4 weeks after the closing date may
consider their applications unsuccessful. All information on unsuccessful candidates will be destroyed within
6 months.

** HKCIHA reserves the right to appoint the most appropriate candidate to fill each position including inviting

qualified individuals to hold the positions if they remain unfilled or candidates do not meet the necessary
qualifications.
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