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Recruitment for Foundation Manager and

Assistant Manager (Education and Administration)
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Established in 2023, the Xi Xi Foundation aims to promote the conservation, research, and
education surrounding the creative works of the legendary writer Xi Xi. With the generous
consent of Xi Xi’s family, her personal belongings and artifacts have been donated to the

Foundation for long-term preservation and academic study. The Foundation is currently a

registered charitable organization in Hong Kong.

The Xi Xi Foundation is dedicated to preserving the literary and cultural legacy of Xi Xi. Our
core initiatives include establishing a comprehensive literary and cultural archive for Xi Xi,
making these archival resources accessible to schools, educators, and researchers, and
supporting academic research projects related to her life and work. Concurrently, the
Foundation actively promotes Xi Xi’s literary works and celebrates her monumental

contributions to literature to the general public.
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H4@rz&H (Foundation Manager)

(For the English Version, please see below.)
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(English Version)

Foundation Manager
Key Responsibilities

o Financial Oversight: Oversee the organization's financial management, budget

preparation, and financial reporting.

¢ Fundraising & Grants: Proactively identify and secure government subsidies, grants,
and private philanthropic funds, and spearhead the writing of high-quality project

proposals.

o Secretarial & Secretariat Duties: Handle institutional secretarial and administrative
matters, including drafting minutes for the Board of Directors and managing the

archiving of vital documents.

o Team & Project Leadership: Lead and manage the internal team, and supervise the

implementation of various cultural, conservation, and educational initiatives.

¢ Venue Operations: Coordinate the day-to-day operations of the "Xi Xi Space,"

optimizing the visitor experience and overseeing exhibition/artifact management.

e Work Schedule: Fixed working days are Tuesdays to Saturdays (Sundays and
Mondays off). Occasional work on public holidays or rest days may be required for

special events, with compensatory leave arrangements provided.

e Board Communication: Assist the Board of Directors in implementing the
organization's strategic development plans and maintain close communication with

the Board.
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Requirements

Educational Background: A Master’s degree in a relevant field is preferred (e.g.,
Chinese Literature, Comparative Literature, Arts Administration, Cultural

Conservation, Archives Management, Museum Studies, or related disciplines).

Subject Knowledge: Possess a deep interest in and thorough understanding of Xi Xi
and her literary works, with a strong commitment to promoting Hong Kong

literature and cultural heritage preservation.

Professional Experience: A minimum of 10 years of relevant professional experience,
including proven experience in a leadership or managerial role. Demonstrated
competence in planning and executing projects, performing data analysis, and

presenting outcomes effectively to diverse stakeholders.

Leadership Competencies: Outstanding team leadership and reflective skills, with a
strong emphasis on the mutual growth of the organization and the team, while

constantly striving for excellence.

Communication & Collaboration: Exceptional written and verbal communication
skills in both Chinese and English. Adept at cross-departmental and cross-
disciplinary collaboration, with the ability to build and maintain strong relationships
with partners, funding bodies (such as the HKADC and major foundations), and

friends within the literary community.

Personal Attributes: Highly independent, meticulous, patient, exceptionally

organized, and versatile in problem-solving.

Language Proficiency: Proficient in Cantonese, Putonghua, and English, with

excellent writing and editing skills in both Chinese and English.
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Assistant Manager (Education and Administration)
Key Responsibilities

° Project & Education Programming: Assist in planning, executing, and monitoring
dedicated educational programs for schools, including coordinating workshops,

school outreach activities, and guided tours.

e  Curation & Research Support: Assist in academic research and curation efforts for
the "Xi Xi Space," including content preparation, exhibit management, and archival

data organization.

° Event Management & Marketing: Coordinate the logistics, venue setup, and
vendor liaison for public events. Assist in marketing campaigns, including social

media management and promoting foundation activities.

e  Operations & Inventory Control: Oversee day-to-day office administration, venue
upkeep, and strict inventory/stock keeping of foundation publications,

merchandise, and educational materials.

e  Administrative Assistance: Support the Foundation Manager in day-to-day
operational matters, reporting, and handling inquiries from schools, partners, and

the general public.

e  Work Schedule: Fixed working days are Tuesdays to Saturdays (Sundays and
Mondays off). Occasional work on public holidays or rest days may be required for

special events, with compensatory leave arrangements provided.
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Requirements

e  Educational Background: A Bachelor’s degree or above in Chinese Literature,
English Literature, Arts Administration, Museum Studies, Education, History, or a

related discipline.

e  Professional Experience: A minimum of 3 to 5 years of relevant working
experience, preferably in NGOs, cultural organizations, schools, or arts

institutions. Experience in school liaison or event management is highly valued.

e  Subject Knowledge: Deep interest in and familiarity with Xi Xi’s literary works and

a strong enthusiasm for cultural education and preservation.

e Core Competencies: Strong project coordination and administrative skills. Ability
to multitask efficiently, manage inventory systematically, and handle operational

logistics independently.

e  Communication & Teamwork: Excellent interpersonal and communication skills.
Ability to work collaboratively with a small team, school representatives,

educators, and vendors.

e  Personal Attributes: Proactive, organized, creative, and detail-oriented. Adaptable

to dynamic tasks ranging from research support to hands-on venue operations.

e Language Proficiency: Proficient in spoken and written Chinese (Cantonese and

Putonghua) and English.

Application Method

Interested candidates please send your full resume stating your expected salary and

availability to lim@xixifoundation.org.hk.
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¢ Application Deadline: July 10, 2026.

¢ Only shortlisted candidates will be notified. All personal data collected will be used

strictly for recruitment purposes only.
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