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Group Human Resources Division

Type: office role

Working location: Kowloon Bay Office

Working hour: Monday to Friday, 9:15am to 5:45pm with 1-hour lunch break
No. of student: 1

Job duties:

e Support and experience the daily operations (e.g. participate the interviews, training class
arrangement)

e Perform administrative tasks, such as employee profile arrangements, staff data confidential
handling, employee activities coordination

Group Services Division - Occupation Safety & Health Department

Type: office role

Working location: Kowloon Bay Office

Working hour: Monday to Friday, 9:15am to 5:45pm with 1-hour lunch break
No. of student: 1

Job duties:

e Assist the team to conduct regular safety inspections in different locations to ensure
environmental, health & safety requirements are fulfilled

e Support on-site audits conducted by safety auditor

e Attend the environmental, health & safety training courses to frontline staff

e Participate in work injury cases liaison

e Safety management system data entry

Group Services Division - Property Department

Type: office role

Working location: Kowloon Bay Office

Working hour: Monday to Friday, 9:15am to 5:45pm with 1-hour lunch break
No. of student: 1

Job duties:

e Support the leasing of properties, lease agreements review, overall management of a mixed
portfolio of commercial, industrial properties

e Involve in the liaison with tenants related to property management

e Understand how to manage building services to DCH Building
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Motor Services - Sales Department

Type: office role

Working location: Kowloon Bay Office

Working hour: Monday to Friday, 9am to 5:30pm with 1-hour lunch break
No. of student: 1

Job duties:
e Assist in vehicle inspection and preparation work for the salesman
e Provide general enquires to salesman regarding vehicle delivery process and pick up
schedule
e Provide clerical support in recording vehicle inventory



