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PROJECT ADMINISTRATIVE OFFICER

ABOUT ICE

Our mission is to bring the world to the classroom and provide a playground for global
learning. We aim to foster cultural understanding and awareness through immersive
and interactive activities. Over the past decade, we have collaborated with individuals
from more than 100 nationalities and partnered with over 110 schools, institutions, and
universities, positively impacting over 40,000 students.

You will be joining a small, diverse, and friendly team that strives to learn about the
world every day!

What You Will Be Doing:

« Communicate and coordinate between schools/educational institutions, service
providers, and international volunteers.

« Prepare, coordinate, and execute ICE projects while managing administrative and
logistical tasks.

« Make informed decisions to resolve on-site crises.

« Assist in creating programmes and educational materials to enhance student
engagement.

Requirements:
« You are fluent in both spoken and written English.
« You are organized, detail-oriented, and comfortable with administrative and
logistical tasks.
« You possess strong time, energy, and stress management skills. You will work with
people from diverse cultures and may receive emails and messages at varying

times. It's up to you to manage when and how you work to complete tasks on time
while minimizing stress.

« You are willing and able to learn new skills, and you can figure out how most
things work by using tools like Google and YouTube and ChatGPT.

« You can handle multiple tasks simultaneously and prioritize them effectively
based on importance and urgency to meet deadlines and avoid delays in cross-
department tasks.

« You are enthusiastic about working in a diverse environment and respect
individuals from different cultural backgrounds.
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Nice-to-Haves:

« These aren't requirements, but they would be really beneficial:

« An interest in cultural integration, diversity, and entrepreneurship, as these are
central to our mission.

« Skills related to art and design, along with a good sense of colour, spacing, and
graphics in documents and educational materials (e.g., basic use of Canva,
photography, etc.).

« You are fluent in Cantonese, in case some of our clients (usually teachers) and/or
students prefer to communicate in that language.

What You Can Get Out of ICE:

« Impact: Your work will impact hundreds and thousands of students in Hong Kong
and other parts of the world, helping to bridge the cultural gap between different
nationalities.

« Connection: You will work with people from diverse cultures and backgrounds in
our projects!

« Empowerment: You will be encouraged to manage projects independently when

you are ready.

(We have worked With--) (Our programmes incIude...)

» Ying Wa Girls' School « Global Dialogue/Human Library Sessions
+ Queen's College « Online Cultural Exchange

« CCC Kei Yuen College « Cultural Awareness Training

« Tsuen Wan Government « Cross-cultural Team-building Programme

Secondary School
« TWGHs C.Y. Ma Memorial College
« AIESEC Hong Kong
« Cathay Pacific
« HKU Faculty of Social Sciences
. PolyU Student Affairs Office « TED-style Presentation Skills
« CUHK Office of Students Affairs
... and many more!

« Model United Nations Programme
» Sustainable Development Goals
Programme

« Service Learning Week

INTERESTED?

Please apply and submit your CV by filling in the form:

icehongkong.com/projectofficer

APPLY HERE!
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