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Ministries Assistant (English Ministry)

Responsibilities:

—Logistics for weekly services and the Alpha courses, retreats, other activities and etc.

—Responsible for liaison with the rest of the support staff of the church and potentially provide
administrative support to the church’s other leaders in church wide activities.

—Maintain the record of Membership and Baptism Classes.

—Assist English Pastoral Staff in Event Planning.

—Update Website for English District.

Requirements:

Bachelor Degree; Bilingual (English/Cantonese); At least 2 year’ church administration experience
preferred; Competent with MS Outlook, Excel, PowerPoint, ProPresenter, Canva and Chinese
Word Processing and Basic Graphic Design skills preferred; Well organized, with sound judgment
and able to work independently ©

Duty on Saturday and Sunday

We offer 5.5-day week, public holiday, paid annual leave and group medical & life insurance,
education allowance and etc. Interested parties, please send your resume together with your
current salary, expected salary and available date to us via hr@kongfok.org. Only short-listed
candidates will be notified. (Information provided by the applicant will be kept confidential and
used for recruitment only)

Website: www.kongfok.org  Tel: 2521 2500
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