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明愛徐誠斌學院       Caritas Francis Hsu College
明愛白英奇專業學校   Caritas Bianchi College of Careers
Student Affairs Office


Recruitment Form

	Name of Company
	:
	Fair Wind Secretarial Services Limited

	Address
	:
	8th Floor, Kailey Tower, 16 Stanley Street, Central, Hong Kong.

	
	
	

	Nature of Business
	:
	Company Secretarial

	No. of Staff (Local)
	:
	20

	Business Reg. No.
	:
	03786764-000-02


…………………………………………………………………………………………..

	Position Vacant
	:
	Company Secretarial Trainee

	No. of Vacancies
	:
	one

	Job Description
	:
	Providing overall corporate secretarial services to business group

	
	
	

	Qualifications
	:
	( Bachelor ( Higher Diploma ( Associate Degree ( Certificate / Diploma

	Field of study required
	:
	Corporate Management

	Other Requirements
	:
	Student of HKICS 

	
	
	Fluent in written and spoken English and Mandarin Chinese

	Starting Salary
	:
	Negotiable, depends on qualification and experience

	Fringe Benefits
	:
	

	
	
	

	Working Hours
	:
	9:30a.m. – 5:30p.m.

	Working Location
	:
	Central

	Job Starting Day
	:
	


…………………………………………………………………………………………..

	Application
	:
	( By fax:              ( By phone:     

	
	 
	( By mail   

	
	
	( By E-mail: sandylai@fairwind.com.hk

	Application Details
	:
	( Covering Letter  ( Copy of Academic Transcript  ( Resume

	
	
	( Reference Letter  ( Others:

	Contact Person
	:
	Ms. Sandy Lai

	Closing Date
	:
	


For office use only


Ref: SAO/JP/10/40


Posted on: 19 July 2010








* Please enclose a copy of Business / School / Society Registration Certificate
* Please email this form to: sao@cbcc.edu.hk                   
                   Updated on 18/04/2008


