Hong Kong Gaudeamus Dunhuang Ensemble (HKGDE)
BEREIELE
Job Description — Human Resources & Account Officer A N & ERIIFEEE

Hong Kong Gaudeamus Dunhuang Ensemble (“HKGDE”) was founded in 2018. Combining the Principles of
respect and inheritance of Dunhuang culture with a purpose of education, we attempt to recreate and enliven
musical scenes from over a thousand years ago in the paintings within the Dunhuang grottoes through our
interpretation and academic cooperation of ancient Chinese music, in order to enhance and promote the
Dunhuang culture and beyond.
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We are recruiting a Human Resources & Account Officer who is passionate to promote our above mission and
lead a group of talented young musicians to reach new heights.
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Job Description

Handle full set of accounts;

Perform general accounting duties;

Responsible for daily reports and reconciliation;

Deal with bill payments;

Prepare annual budget and forecasts;

Perform recruitment activities including job posting, screening candidates, arranging interview,
conducting interview and staff on boarding;

* Assist in any other ad hoc duties assigned.
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Requirements:

Diploma in Accounting or LCCI Higher or equivalent;

Relevant working experience is preferred,

Excellent inter-personal skills with dedication, detail-oriented, and a good team player;
Hardworking, initiative and able to work under pressure

Proficient with MS Office

Immediately available preferred.
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Working hours / TBF : : 5-day work —EFRKXIE
* Many activities overseen by the General Manager take place on weekends and public holidays. Time off can be taken
in lieu of such irregular overtime work.
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Application
Any interested party should apply with a cover letter, full resume and a one-page introduction. Such

information should be sent to: enquiry@gde.com.hk.

* Personal data collected will be treated in strictest confidence and will only be used for HKGDE recruitment purposes.
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&) Enquiry : 2885 2698 / enquiry@gde.com.hk

481t Website : www.gde.com.hk
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