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Office Manager/ Assistant Manager

JOB DESCRIPTION

1. Be responsible for proposal preparation and grants application.

2. Be responsible for the management and supervision of granted
programs, productions and events, ensuring that they will be effectively
delivered according to timeline and presented to high quality.

3. Manage relationships and negotiate with filmmakers, venues and
partners.

4. Manage and report on project budgets with internal departments within
the Foundation’s accountancy procedures and prepare financial and
evaluation reports.

5. Liaise and collaborate with internal departments and external parties to
ensure that the programme is properly managed.

6. Undertake office general administration.

7. Any other responsibilities as required



QUALIFICATIONS AND REQUIREMENTS:

1.

2.

Possess interest and passion in documentary and film-making industry;
with knowledge of film-making and art industry is highly preferable;
Bachelor’s degree holder or above, preferably in cultural management,
corporate communications, Film and Television or related disciplines;

At least 5 years of relevant working experience in cultural management,
corporate communications, business development, event management,
preferably with Foundations or NGO experience;

A creative, communicative and highly-motivated individual with solid
project management, administrative and budget management
experience and be able to manage multiple projects;

Good interpersonal and communication skills in both written and
spoken English and Chinese (Cantonese and Mandarin);

A good team player with strong sense of responsibility, proactive,
detail-minded, capable for multi-tasking and meeting tight deadlines;
Proficiency in PC skills including MS Word, Excel, PowerPoint, Chinese
word processing. Knowledge in online marketing and design is a plus;
less experience will be considered as Assistant Manager.

Please send your resume and expected salary to hr@cnex.org.hk on or

before 20t March 2025.



