Title


: Part-time Administration Assistant
Reference #
: ERA0107
Responsibilities : 

· Provide office administration assistance.
· Assist in data gathering/capturing process.
Requirements
:

- 
F6 or above.
- 
Current student of university or tertiary institute is also welcomed.
- 
Analytical and good numerical skills.
- 
Good interpersonal/communication skills.

- 
Mastering PC skills in popular software such as Excel, Word, email, internet etc.
- 
Previous training/education in business/finance/statistics will be an advantage, but not mandatory.
- 
Highly honest and ethical.

- 
Fluent in spoken/written English and Cantonese.
Application Process
:

-
Interested parties please download Job Application Form from http:\\www.expense-reduction.com.hk and email your completed form to hr@expense-reduction.com.hk.  Alternatively, you can email your full resume to us.

