2023 Post-Secondary Student Summer Internship Programme
Leisure and Cultural Services Department

(Leisure Services Branch)

Post No. : 2
Division/ Section : National Games Preparatory Office
Job Description

(a) To assist in conducting market research and preparing user
requirement specifications documents for quotation exercises;

(b) To assist in designing office layout, drawing layout plans and
coordinating renovation works;

(©) To assist in preparing a database for the management of inventory
items;

(d) To provide support for matters relating to recruitment and human
resources; and

(e) To assist in general administrative work.

Entry Requirements

Applicants must be permanent residents of the Hong Kong Special
Administrative Region studying full-time courses in post-secondary
institutions and having a good command of both Chinese and English. Final-
year students will not be considered.

Qualification

(1) Students who have studied course(s) of Sports and Recreation
Management or equivalent.



(2) Fluency in Putonghua an advantage.

(3) Proficient in Chinese typing skill and using Microsoft Office
applications (including Word and Excel).

Employment Period: July to August 2023
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