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Part-time Course Operation Assistants

Part-time Course Operation Assistants are needed to support the part-time
performing arts learning courses provided by HKAPA EXCEL.

Duties and Responsibilities:

1. Prepare and provide operational & logistical support such as class set up,
equipment preparation, and live support to different courses and
programmes.

Handle phone calls and walk-in enquiries

Handle course enrolments

Liaise with students, tutors, or parents on course arrangement.

Provide general administrative and clerical support such as data entry, stock
check, etc.

6. Perform ad hoc task requests as assigned by supervisor.
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Requirements:

- Good command of English, Putonghua and Cantonese

- Proficiency in MS Office applications (including MS Word, Excel and Chinese
Word Processing)

- Good Communication and Interpersonal Skills

- Experience in learning centre support or knowledge in AV equipment
is an advantage

- Work Place: HKAPA Wanchai Campus or other hired venue

- Work Time: at least 3 hours each time in the evenings, Sat, Sun, or public
holidays.

Part-time Salary: $75 per hour

Please email your detailed CV to hr.excel@hkapa.edu

EXCEL is an equal opportunity employer.

Personal data collected will be used for recruitment-related purposes only.
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