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Job Description 

Part-time Administration Assistant 

The primary duties of the Part-time Administration Assistant are office administration,  
support of church events and activities, and facilities management according to policies set 
forth by the Director of Administration. 
 
 
Accountability & responsibilities 

 

We are seeking to welcome an attentive and well-organized candidate for the position of 
Administrative Assistant. This position requires interacting with different aspects of our 
church including staff, lay leaders and general congregants. 

 

Responsibilities: 

 Provide support for church events and activities. 
 Computerized clerical work and good filling skills. 
 Provide full spectrum of office administrative support, such as storage, pantry & 

sundries management, delivery documents, order stationery, and printing 
materials. 

 Maintain stock and procurement of office supplies. 
 Supervising church properties. 
 Assist in the repair and maintenance of office equipment and facilities. 
 Detailed-oriented and independent. 
 Perform other administrative functions and ad-hoc assignments as assigned by the 

Director of Administration. 

Requirements: 

 F.5 or above, preferably with 1 or more years of administration experience, fresh 
graduates will also be considered. 

 Well-organized, careful, and attention to details are must. 
 Able to communicate fluently in English and Cantonese. 
 Immediate availability is preferred. 

 



6/F Metropole Building, 53-63 Peking Road, Tsim Sha Tsui, Kowloon, Hong Kong   t: (852) 2723 4777  f: (852) 2721 9920 
www.ecchk.org 

 

Competitive salary and retirement benefits with medical benefits available.  Interested 
parties should send your CV, expected salary, and availability by email. 

 

 

Personal Attributes: 

 Committed to the vision and values of the church. 
 Exhibit spiritual maturity, demonstrating missional lifestyle, and passion with 

strong commitment to Jesus Christ. 
 Possess the ability to maintain good interpersonal relationships. 

 
Term 

One-year renewable part-time contract, 4 hours per day with 5 work days per week and 
Sunday may be a work day. Capable candidate will have the potential to transfer to a full-
time contract role.  

Interested parties please send the applications (including full career details, salary history 
and expected salary) to jobs@ecchk.org.  
 
Closing date: October 31st 2021 


