
THE ZUBIN FOUNDATION 
To improve the lives of Hong Kong’s marginalised ethnic minorities  

by providing opportunities and reducing suffering 

Research | Engage| Change  
 

The Zubin Mahtani Gidumal Foundation Limited, known as The Zubin Foundation (registered charity in Hong Kong - IR 91/12344). 
小彬紀念基金(香港註冊慈善機構 IR 91/12344)。 

5/F, Unit F-J, Block 2, Kwai Tak Industrial Centre, 15-33 Kwai Tak Street, Hong Kong. 
香港新界葵涌葵德街 15-33號葵德工業中心二期 5樓 F-J室。 

Tel電話: +852 2540 9588   E-mail電郵: info@zubinfoundation.org   Website網址: www.zubinfoundation.org 

 

What is The Zubin Foundation  

The Zubin Mahtani Gidumal Foundation (also known as The Zubin Foundation) is a think tank and 

registered charity committed to improving the lives of Hong Kong ethnic minorities by alleviating 

poverty and enhancing social inclusion. For more information, see www.zubinfoundation.org 

 

Project Officer  

Reporting to the Chief Operating Officer and Project Manager, the Project Officer will be responsible 

for providing vital assistance to project managers in the daily operational and administrative duties in 

various projects and event coordination @ The Zubin Foundation. The selected candidate will benefit 

from working in the collaborative and professional environment of a fast growing NGO as well as 

contributing to the betterment of Hong Kong community’s ethnic minority population.  

 

Key Responsibilities  

 Assist project managers in various projects, from project development to execution to evaluation, 

etc.  

 Manage social media platform  

 Provide administrative support to the organisation  

 Perform ad hoc tasks assigned  

 

The individual MUST:  

 Be an undergraduate degree holder  

 Be interested in serving the Hong Kong community with demonstrated passion  

 Be proficient in English, both written and oral. Written Chinese would be preferable  

 Be very comfortable conversing with stakeholders in both English and Cantonese  

 Be proficient in Microsoft Office, in particular; Microsoft Word, Excel, and Power Point  

 Be self-motivated with good interpersonal skills and strong organisational skills  

 Be able to manage multiple priorities under pressure, trouble-shoot and to meet short- and 

long-term deadlines  

 Spoken Urdu, Hindi, Pashto, Tagalog or Nepalese would be an advantage  

Interested applicants to send a cover letter and email to Ms. Anky Chau at 

anky@zubinfoundation.org. Deadline date: Friday, 3 July 2020. Only successful candidates will be 

contacted. The Zubin Foundation is an equal opportunity employer. 
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