
愛基金招聘下列職位 

(1)  機構事務行政主仼 General Affairs & Administration Officer 

主要職務： 

 

•  獨立、有系統地管理日常辦公室運作； 

•  草擬中、英文書信；撰寫事工分享短文、季度刊物、年度事工簡

介； 

•  聯絡香港、國內、海外機構及事奉人員； 

•  隨機構主席及總幹事出席各類會議及負責會議記錄； 

•  協助各社區教會籌組佈道會 / 奮興會及臨場服侍； 

•  處理各類事工相關行政工作，例如：籌款晚會、愛心探訪隊...

等。 

  

 入職要求： 

 

•  大學畢業或以上學歷； 

•  10 年以上工作經驗，包括 5 年以上行政管理經驗； 

•  中英文書寫流暢；操流利英語、粵語及普通話； 

•  熟練使用 MS Office、中英文電腦輸入法； 

•  成熟、穏重、儀表端莊、具良好人際溝通技巧； 

•  週末（按需要）出席機構活動； 

•  願意委身服侍主的基督徒優先考慮。 

 

月薪：22K+ 
 

應徵者請附： 

 

詳細履歷、受浸証書、要求薪酬、赴職日期， 

電郵至 info@lovefoundation.org.hk 

 

 

 



 

 
(2) 中國事務部行政幹事 China Affairs Administration Executive 
  

主要職務： 

 

• 文書工作包括：獨立草擬信件、準備會議及會議記錄、出隊匯報、

製作簡報和各類表格等； 

• 隨部門主管赴國內作考察培訓工作； 

• 統籌探訪及培訓出隊事宜； 

• 跟進及聯繋事工伙伴或合作單位。 

  

入職要求： 

 

• 具大專以上或大學學歷； 

• 3 年以上行政或秘書工作經驗； 

• 中文書寫流暢、英文良好；必須操流利普通話、廣東話良好； 

• 必須熟練中英文電腦輸入法及 Microsoft Office； 

• 勤奮、有責任感、適應能力強； 

• 必須持有本港居留權及回鄉証； 

• 願意委身服侍主的基督徒優先考慮。 

 

月薪：14K+ 
 

應徵者請附： 

 

詳細履歷、受浸証書、要求薪酬、赴職日期， 

電郵至 info@lovefoundation.org.hk 
 

 

 

 

 

 

 

 

 



 

 

  

(3) 會計幹事 Accounting and Administration Executive 
 

主要職務： 

 

• 會計及簿記; 

• 協助編制財務分析、報告及預算 (Financial Analysis, Reporting, 
Budgeting); 

• 支援辦公室行政事務，例如：銀行入數、盤點工作...等等; 

• 協助佈道會 / 奮興會臨場工作。 

  

入職要求： 

 

• 至少 3 年或以上會計工作經驗，能獨立處理事務; 

• 熟悉 MYOB 軟件; 

• 熟練操作 MS Office，中英文電腦輸入法; 

• 勤奮、寬容、具彈性、有責任感; 

• 具事工機構或教會簿記經驗者優先考慮。 

  

月薪：14K+ 

應徵者請附： 

 

詳細履歷、受浸証書、要求薪酬、赴職日期， 

電郵至 info@lovefoundation.org.hk 
 

 

 

 



 

 
(4) Videographer & Post production Editor 

 
Responsibilities:  

•  Shooting and editing highly inspiring videos that will be featured in social media 
and foundation events; 

•  Cameraman during production and video shooting; 
•  Review shooting script and raw material to create a shot list of different scenes; 
•  Edit and Compose various types of videos such as Promos, Training Videos & 

Documentaries; 
•  Responsible for post-production including Video Editing, Dubbing, Subtitling and 

Images; 
•  Encode and transfer for approval and final delivery; 
•  Manage and craft content for social media platforms such as company Website, 

Facebook, Instagram, Youtube and mainland China social media tools. 

Requirements:  

•  Diploma/ Degree holder with related discipline in Video production, Media 
marketing ... etc.; 

•  At least 7 years solid relevant working experience; 
•  Strong technical skills in Adobe Premiere, After Effects, Photoshop, Illustrator 

and other creative cloud software; 
•  Advanced knowledge and experience of industry standard editing tools; 
•  Knowledge of image licensing, permissions and potential legal implications; 
•  Innovative and good sense of social media trend; 
•  Working knowledge of web content management applications is an advantage; 
•  Good IT knowledge is an advantage; 
•  Fluent English and Chinese written and spoken; 
•  High sense of responsibility, able to work independently under tight schedules; 
•  Participation in weekend duty; 
•  Christian is preferred. 

Monthly Salary: 16k+ 
 
Interested parties please send the following to info@lovefoundation.org.hk  

•  Full resume; 
•  Portfolio of past relevant work and latest showreel; 
•  Present and expected salary; 
•  Availability. 
 

 
 

mailto:info@lovefoundation.org.hk


  

(5) Social Media Marketing Executive  

  
Responsibilities: 
 

•  Integrated and aligned with strategic goals and target of company website and 
blog, email marketing, event promotions and any other content we share online; 

•  Plan and execute the digital marketing strategy; 
•  Manage and craft content for social media platforms. 

  
Requirements:  
 

•  Diploma/ Degree holder major in related discipline, preferably in Marketing; 
•  At least 4 years experience in working with social media tools; 
•  Be active in social media with proven size of fans and followers; 
•  Familiar with Search Engines and Self-Serve Paid Media Platforms; 
•  Good IT knowledge is an advantage; 
•  Fluent English and Chinese written and spoken is a must; 
•  Fast learner, Self-motivated with good initiative, work well with minimum 

supervision. 
•  Christian is preferred. 

 
Monthly Salary: 16k+ 
 
Interested parties please send the following to info@lovefoundation.org.hk 
 

•  Full resume; 
•  Portfolio of past relevant work; 
•  Present and expected salary; 
•  Availability. 
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