
 

July 2018 
 

 

Senior Officer, Communications & Events (Ref: MCW/270718/SOCE) 
 

CHANGE YOUR FUTURE AND THE FUTURE FOR CHILDREN IN HONG KONG. JOIN OUR TEAM. 
 
Our staff are creative, collaborative, and willing to do whatever it takes to get the job done. They embody our core 
values and believe in our vision and mission. If you enjoy a work environment that is challenging, rewarding and 
making an impact, we invite you to consider a career with Mother’s Choice. 
 

Position Description 

The successful candidate for the Senior Officer, Communications & Events will take the lead in organizing events 
that engage Mother’s Choice key constituents in meaningful ways. This includes events for the purposes of 
fundraising; appreciating our volunteers, donors, and supporters; marketing campaigns, conferences, trainings 
and workshops. This role is responsible for ensuring that all internal and external communications position 
Mother’s Choice clearly and consistently. The Senior Communications & Events Executive should have the ability 
to think broadly and creatively, while also functioning on a tactical day-to-day level, to bring fresh areas and align 
each event with the organization’s brand messaging.  
 

Job Responsibilities 

 Maintain an annual calendar of events and establish a system that enables long-term planning and 
effective event management. 

 Work closely with internal and external event planning committees to define event goals, objectives, and 
specific implementation plans. 

 Establish and monitor event planning timelines and budget. 

 Ensure that Mother’s Choice brand messaging is clearly and consistently communicated through events, 
from program rundown, multimedia, collaterals, to décor. 

 Liaise with and build effective relationships with vendors to coordinate logistics including venue hire, 
catering, décor, equipment hire, etc. 

 Work closely with the Marketing Communications team to develop promotional channels to reach target 
audiences and produce all event collaterals. 

 Assist in writing, proofreading and editing copy for materials including website, brochures, emails, 
newsletters, annual report, and press releases etc. to ensure clear and consistent messaging. 

 Help maintain and manage digital content and social media. 

 Arrange interviews with PR agencies; prepare and distribute media releases. 

 Facilitate post-event debriefing sessions and record suggestions for future events. 

 Develop, coordinate, and execute creative campaigns, third-party fundraising events and donor 
engagement events. 

 Provide support to events/ training organized by Services teams for internal and external use. 

 Work closely with the Marketing Communications Manager to strategize new campaign ideas and events 
to engage existing and potential donors.  

 Perform any other duties as required. 

 
 

Qualifications/Requirements 

 Bachelor’s degree in communications, journalism or equivalent work experience 

 Minimum five years professional experience in PR, event management or communications. 

 Effective organizational, planning, and project management abilities. 

 Team oriented, exceptional verbal and written communication skills in English and Chinese 

 Excellent copywriting and editing skills in English  

 Successful multi-tasker who can manage several projects simultaneously under tight timelines. 

 Out-of-the box thinker, creative and enthusiastic problem solver 

 Must be able to work flexible hours, including hours beyond the normal schedule when necessary. 
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To Apply 
 
Interested candidates should send a cover letter and full resume quoting the job reference number (Ref: 
MCW/270718/SOCE) and expected salary to Assistant Director – Human Resources, Mother’s Choice Limited, 
10 Borrett Road, Mid-Levels, Hong Kong; email hr@motherschoice.org; fax 2525 7445 
 
Personal data collected will be used for recruitment purposes only. Applicants who do not hear from us within two 
months may consider their application unsuccessful. Mother’s Choice is committed to diversity and inclusion and 
is an equal opportunity employer. 
 
About Mother’s Choice 
 
Mother’s Choice is a local charity serving the many children without families and pregnant teenagers in Hong 
Kong. We join hands with our community to give hope and change the life stories of vulnerable girls and babies. 
Our vision is to see every child in a loving family. 
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