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OFFICE OF UNDERGRADUATE STUDIES 

Executive Assistant (Ref. 250411017-IE) 

Duties 

The appointee will be required to: 

(a)  assist in providing administrative support to the planning and provision of courses meeting the General University

Requirements; 

(b) assist in preparing reports; 

(c) assist in maintaining the o�ce website and database system; 

(d) assist in organising events and activities; 

(e) provide administrative support to the Undergraduate Studies Support service; 

(f) assist in liaising with internal and external parties; and 

(g) perform any other duties as assigned by the Head of Unit or his/her delegates. 

Quali�cations 

Applicants should have: 

(a) a recognised degree; 

(b) relevant post-quali�cation working experience, preferably in tertiary institutions; 

(c) a good command of both written and spoken English and Chinese, preferably with �uency in Putonghua; 

(d) good computer literacy especially in Excel and PowerPoint, with knowledge of database management and e-Learning being

an advantage; and 

(e) good interpersonal and communication skills. 

Shortlisted candidates will be invited to sit for written and computer tests.

Conditions of Service

A highly competitive remuneration package will be o�ered. Initial appointment will be on a �xed-term gratuity-bearing

contract.  Re-engagement thereafter is subject to mutual agreement. 

Application  

Please submit an application through PolyU’s career website (https://jobs.polyu.edu.hk/general).  Consideration of

applications will commence on 25 April 2025 until the position is �lled.  The University’s Personal Information Collection

Statement for recruitment can be found at https://www.polyu.edu.hk/hro/careers/pics_for_recruitment/.

PolyU is an equal opportunity employer, dedicated to fostering an environment that embraces diversity and demonstrates inclusion of

people from all backgrounds, cultures, identities and experiences where all members of the University are treated with fairness, dignity

and respect.  To learn more about the University’s “Statement on Equal Opportunities, Diversity, and Inclusion”, please visit our website
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Job Details Company Overview

This job has expired.

Executive Assistant (Ref. 250411017-IE)
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Thanks you for your searching. Since the job was expired. We suggest you to search another jobs again or we have some recommended jobs

for you below.

More jobs from this company

Executive Assistant (Ref.

251217002-IE)

THE HONG KONG POLYTECHNIC UNIVERSITY

Assistant O�cer (Ref. 251217001-

IE)

THE HONG KONG POLYTECHNIC UNIVERSITY

Assistant O�cer (Ref. 251217012)

THE HONG KONG POLYTECHNIC UNIVERSITY

Director of Research Institute for

Sustainable Urban Developmen…

THE HONG KONG POLYTECHNIC UNIVERSITY

Executive O�cer (Ref.

251216005)

THE HONG KONG POLYTECHNIC UNIVERSITY

Assistant Academic Services

Manager (Ref. 251216007-IE)

THE HONG KONG POLYTECHNIC UNIVERSITY

https://dev.cpjobs.com/hk/job/executive-assistant-(ref-251217002-ie--4232986
https://dev.cpjobs.com/hk/company-the-hong-kong-polytechnic-university-jobs/1
https://dev.cpjobs.com/hk/job/assistant-officer-(ref-251217001-ie--4232965
https://dev.cpjobs.com/hk/company-the-hong-kong-polytechnic-university-jobs/1
https://dev.cpjobs.com/hk/job/assistant-officer-(ref-251217012--4233147
https://dev.cpjobs.com/hk/company-the-hong-kong-polytechnic-university-jobs/1
https://dev.cpjobs.com/hk/job/director-of-research-institute-for-sustainable-urban-development-(ref-251112003-ie--4233015
https://dev.cpjobs.com/hk/company-the-hong-kong-polytechnic-university-jobs/1
https://dev.cpjobs.com/hk/job/executive-officer-(ref-251216005--4232839
https://dev.cpjobs.com/hk/company-the-hong-kong-polytechnic-university-jobs/1
https://dev.cpjobs.com/hk/job/assistant-academic-services-manager-(ref-251216007-ie--4232841
https://dev.cpjobs.com/hk/company-the-hong-kong-polytechnic-university-jobs/1


12/18/2025 Executive Assistant (Ref. 250411017-IE) Job Vacancies at THE HONG KONG POLYTECHNIC UNIVERSITY | cpjobs

Copyright © 2019. South China Morning Post Publishers Ltd (EA Licence No. 58087). All rights reserved.

at https://www.polyu.edu.hk/hro/equal_opportunities_diversity_and_inclusion/.

Additional Information

Education

Bachelor Degree

Employment Type

Full Time

Location

Hunghom

Job Level

Entry

Published On

11/4/2025

Languages

Chinese - Cantonese , English

Industry

Education / Training

Job Function

Administration>Clerical / Admin / Operation•Personal Assistant / Executive Assistant

Marketing / Public Relations>Public Relation - Events Management

More jobs
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