King George V School   2 Tin Kwong Road, Homantin, Kowloon, Hong Kong
Tel: 27113029, Fax: 2760 7116        Website: http://www.kgv.edu.hk
Principal: Mr. Ed Wickins

Secondary School with 1,650 students.
School Administrator (CAS/Cover Administrator)
The school is seeking to appoint a dynamic person to provide administrative support to a number of departments.  This person will manage the system that organizes cover for absent teachers and also support the school Challenge Week in all administrative tasks, Spreadsheets, activity lists, email groups and payments.
Applicants for this position should possess:
· Excellent command of written and spoken English
· Capacity to understand and speak Cantonese an advantage

· Fresh College graduate is welcome

· Proficiency in MS Word and Excel including mail merge and spreadsheets 

· Independent, competent to work under pressure
· Team player

· Able to multi task

· Have a proactive working attitude, result orientated.
· Good time management skills

· Immediate start an advantage

Closing Date:  03 February 2012  (Friday)
All interested candidates please visit our website at https://jobs.esf.edu.hk.

All enquiries by email to Loretta.leung@kgv.edu.hk

Applicants who do not receive a reply by the end of February should assume their application has been unsuccessful. 
