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Officer (Allocation)

Major Responsibilities:

e Performing the day-to-day operational duties of the Allocation Office (e.g. processing
applications for the Board’s facilities at service counters).

e Providing support service which may involve multi-tasks relating to a combination of functional
areas including customer service, operation support, general office support.

e Assisting in events and activities pertaining to introduction/ allocation of BMCPC's facilities.

e Required to wear uniforms.

Requirements:

e University graduate.

e Non-university graduate with at least 3 years’ working experience will also be considered.

o Working experience in customer servicing and administrative work preferable.

e Good communication, organizational and interpersonal skills.

e Proficient in MS Office (including Word, Excel & Powerpoint) & word processing
(English & Chinese).

e Candidates with less experience may be considered as Assistant Officer (Allocation).


http://www.bmcpc-info.org.hk/

Benefits:

Salary ranges from $17,200 to $35,080 (subject to work experience and qualifications);
contract-end gratuity; 5-day work week; 14-18 days of annual leave; medical insurance for staff
and dependents; and training subsidy etc.

Application Method:

1. Application should be made by completing the BMCPC Job Application Form available from
BMCPC'’s website https://www.bmcpc-info.org.hk/join-us.

2. It should be forwarded together with a detailed resume either by email to hr@bmcpc.org.hk or
by post to the Human Resources and Administration Unit, The Board of Management of
the Chinese Permanent Cemeteries, 34/F, Wu Chung House, 213 Queen’s Road East,

Wanchai, Hong Kong.
3. The position applied for should be stated on the envelope or at the subject title of the email.

4. The Deadline for application is 5 June 2026.

unsuccessful applications will be destroyed within 24 months after completion of the
recruitment exercise.
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