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Part-time Summer Course Operation Assistants

Part-time Course Operation Assistants are needed to support the summer course operations of part-time performing arts learning courses provided by HKAPA EXCEL.
Duties and Responsibilities:
· Support classroom activities for summer courses, including taking student attendance and maintaining classroom order.
· Ensure a safe and engaging learning environment for course participants.
· Prepare and provide operational & logistical support such as class set up, equipment preparation, and live support to different courses and programmes.
· Handle phone calls and walk-in enquiries.
· Handle course enrolments.
· Liaise with students, tutors, or parents/guardians on course arrangement.
· Provide general administrative and clerical support such as data entry, stock check, etc.
· Perform ad hoc task requests as assigned by the supervisor.
Requirements:
· Good command of English and Cantonese.
· Proficiency in MS Office applications (including MS Word, Excel and Chinese Word Processing).
· Good communication and interpersonal skills.
· Prior experience in learning centre or course operation support is an advantage.
· Knowledge of AV equipment is an advantage.
· Workplace: Shek Kip Mei Studio, HKAPA Wanchai Campus, or other hired venues.
· Work Time: at least 3 hours per session on weekday mornings or afternoons during summer (July & August), evenings, Saturdays, Sundays, or public holidays.
· Flexibility to work across both Shek Kip Mei Studio and Wanchai Campus would be a definite plus. Preference will be given to candidates who can work at the Shek Kip Mei Studio.
· Sexual Conviction Record Check (SCRC): A valid SCRC result is not required at the application stage, but candidates who are offered a role will be required to apply for one prior to reporting for duty.

 Salary: $75 per hour

Please email your detailed CV to hr.excel@hkapa.edu
EXCEL is an equal opportunity employer.
Personal data collected will be used for recruitment-related purposes only.
兼職暑假課程助理

演藝進修學院開辦多元化的晚間和假日的兼讀課程，現招聘兼職課程助理，協助處理課程的運作及相關的文書工作。

職責：
1. 協助暑期課程的課堂活動，包括記錄學生考勤（點名）及維持課堂秩序。
2. 確保為課程學員提供一個安全且具互動性的學習環境。
3. 為各類課程與項目提供營運及後勤支援，例如課堂佈置、設備準備以及現場支援。
4. 處理電話及親臨（Walk-in）查詢。
5. 處理課程報名事宜。
6. 就課程安排與學生、導師或家長/監護人進行聯絡與溝通。
7. 提供一般行政及文書支援，例如數據輸入、庫存盤點等。
8. 執行由主管指派的其他突發或臨時工作。

要求:

· 能以英文, 普通話及廣東話溝通
· 熟悉電腦的運作
· 有良好的溝通及人際關係技巧
· 具備學習中心之工作經驗或操作視聽器材, 將獲優先考慮。
· 工作地點：演藝學院灣仔校園或其他租用場地。
· 工作時間:  每次工作最少3小時，需在平日的晚上、星期六、日或公眾假期工作。

兼職薪金:  時薪HK$75


歡迎有意應徵者將個人資料或履歷表電郵至hr.excel@hkapa.edu
EXCEL是平等機會的僱主。收集的個人資料僅用於招聘相關目的。
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