Hong Kong Arts
Administrators Association
EBEMITHRASHE
Unit 704, Hua Fu Commercial Building, No. 111 Queen's Road West, Sheung Wan
Tel: (852) 2877 7268 Fax: (852) 3104 0090 Email: info@hkaaa.org.hk Website: www.hkaaa.org.hk

Arts Administration Intern
Job Reference No.# (AG025-2024-AA)

The Hong Kong Arts Administrators Association’s mission is to promote good arts
administration practice through advocacy, professional development, communication,
networking support and collaboration amongst arts managers and other stakeholders; and to
serve as a platform and representative voice in order to support the advancement of a
flourishing arts scene in Hong Kong.

The Association is now inviting applications for appointment as Arts Adminitration
Intern to provide support to its management office led by the Manager.

Major Responsibilities:

e  To perform office administration tasks, assist in budgeting, and maintain proper records
for accounting;

e  To maintain social media platforms including website, Facebook, Instagram etc.,
supporting digital marketing and CRM activities;

e  To handle membership campaigns, manage enrollments and maintain membership
database;

e  To provide support in managing the Association’s events and activities such as training
programmes, seminars, international conferences, etc.;

e  To coordinate with internal and external parties including members, volunteers, partners,
contractors, local and overseas arts institutions;

e  To assist in the preparation of marketing collaterals, publicity materials, proposals and
reports;
e  To perform other ad hoc projects and tasks as assigned.

Requirements:

e  Hong Kong permanent resident aged 18 or above, graduated from tertiary institute or
above within the last 3 years, preferably with project management and/ or marketing
experience;

e  Excellent command of both written and spoken English and Chinese, proficiency in
Putonghua a definite advantage;

e  Proficient in MS Office, preferably with knowledge of coding, graphic design software
such as Adobe Photoshop and Illustrator;

e  Knowledge in managing social media platforms (Facebook, Instagram and YouTube);
virtual event management experience an added advantage;

e Independent, responsible, as well as a pleasant team player with a passion in developing
a career in the arts field;

e  Willing to work outside of normal office hours when required.

We support the advancement of a flourishing arts scene in Hong Kong through our works!


mailto:info@hkaaa.org.hk
http://www.hkaaa.org.hk/

Hong Kong Arts
Administrators Association
EREMITHAERS

Unit 704, Hua Fu Commercial Building, No. 111 Queen's Road West, Sheung Wan
Tel: (852) 2877 7268 Fax: (852) 3104 0090 Email: info@hkaaa.org.hk Website: www.hkaaa.org.hk

Please submit your completed application attached below together with all the supporting
documents including your CV, stating the expected salary, a covering letter
outlining  skills  and experiences in English to intern@hkadc.org.hk. All applications will be

treated in the strictest confidence.

(Personal data collected will be used for recruitment purpose only
and will be deleted after recruitment)
We are an equal opportunities employer.

The Arts Administration Internship Scheme is supported by
the Hong Kong Arts Development Council. HKADC will continue to match participating arts
organisations/groups with graduate applicants until all places are filled.
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Hong Kong Arts Development Council
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Hong Kong Arts Administrators Association is finacially supported by the HKADC

We support the advancement of a flourishing arts scene in Hong Kong through our works!
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Confidential when completed
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2024/25 Arts Talents Internship Matching Programme
Application Form for Interns

* RN EERZEIE I _ESISE Please tick as appropriate

BB AE R Applicant Information
%4 Name
i (Chinese)

3 (English)

REBEEEEBFAIITHERXAMER ?

=
=
Are you a permanent resident of the HKSAR? Yes No

W4 BB B B
Contact no. /mobile phone Email

3k
Address

HERE (RESHBEHBIERF5H) Education (in chronological order)

BRI ERERER - B g HE (B/F)

B ~ KB Schools, Colleges,

BLR/EBERN
Faculty/Major Area

R AT, LRI AR
Course and Year of

Date (MM/YYYY)

Universities, etc. of Study Study E8 From = To
Attended/Attending
E.g. University of Hong Kong Art Faculty BA in Art History 2020 2024

TriEhg (B2 TR FFiRERBERIEFS L)

Work Experience (including summer employment & part-time jobs) (in chronological order)

HEA(RIE)
JN= ] p M EE
A?%m i ) Iﬂfffiﬁ k Date (MMIYYYY)
Name of Company Position He Nature of Wor 55 From = To

Y5 RIEE RE R ZN54 (5130 - EERER(F) Special Skills and Knowledge (e.g. computing knowledge)

FRINEED (BN - BAE) ([EERBIER) Extra-Curricular Activities (e.g. Student Union) (Optional)




EHFREZMAEZMBFAEREE - JRHELAFEAREGLCHENBUEL BT LBERERE

PDZEFEE) LIHZL%E - For applicants of Internship Scheme for Artistic and Production Personnel, you may submit

a video link of performance(s) and/or production(s) in which you participated for our reference. (please upload to
a free video sharing platform.)

EBEB LI Position Applying

iR R EstE L T HRAER B2 L] X2 REMBEEASREE
(OIEZR—IR) Internship Scheme for Arts 2l Internship Scheme for Artistic and
Scheme(s) Applying (can | Administrator Production Personnel

choose more than 1)
FriE R AIE[a Preferred Intern Positions

B i1 4% 3% Job Reference No. Bk {i1 &8 Position Title
1.

(LT of 235 Optional)
2.
3.
4,
5.
iz =(E _ =i Hit 5] =it X2
(EE#ZFIERF ) | Dance Music Drama Xiqu Literary Arts
Preferred Arts _ RBE) _ EEREREEIl _ BEENERBIE
Form(s) (Indicate in Visual Arts Film and Media Arts Cross/Multi-disciplinary Arts
numbers)

E B8R Declarations

(@ AAECHBEEER "£fii A7 REBEEFTE 2024/25 ) HERFEES] -

I have read and agreed to the Application Guidelines of 2024/25 Arts Talents Internship Matching Programme.

(b) AAFUEBRRRE  PHEENFAEERZEBE UMW ATBEFEEAERS N4 AFELER
declare and guarantee that all information given in this application is correct and will not be amended without
the written approval of the HKADC.

() RARBZ2LRERPBEXHMEERNBRFSERGE ZEMHEB/EE - DUETASEZH - 81
EBARRIEEREFEAE - | allow HKADC to disclose the data contained in the application to
participating arts organisations for purposes under 2024/25 Arts Talents Internship Matching Programme,
including but not limited to interview purposes.

(d) AAFIER  S2EAFHRERVESHEZERHTHEBEREHE - U 2vYes U &No
M2 - ALARETEI BB RENES | declare | have participated in internship programme(s) introduced by
HKADC or Leisure and Cultural Services Department. If yes, please indicate the name of the scheme and

attended year:

H A RE
Date Signature

EBFE 75 & Application Method

BB E ARG RFER BB RER LB X ZE intern@hkadc.org.hk « MIE M 75 IER A EBFEELARAEE
FE (PBIES]) FIBEERWEBFEBZRAEERIE - Applicants should submit the completed application form
together with all supporting documents to Hong Kong Arts Development Council (“HKADC”) via email to
intern@hkadc.org.hk. Applications submitted in any other formats, and applications which do not fully meet and
comply with the conditions of the Application Guidelines will not be accepted or processed by HKADC.
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