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NAME:
CHEUK Wai Ching Benita   卓 偉 菁
ADDRESS:
22C Block 7, Belvedere Garden Phase 2, Tsuen Wan, NT,


Hong Kong

CONTACT PHONE TEL:
(852) 9386 2310

FAX:
(852) 3156 0574

EMAIL:
benitacheuk@netvigator.com

SEX:
F

NATIONALITY:
Chinese

WORKING EXPERIENCE


1/4/2002(present
Hong Kong Electrical & Mechanical College


Senior Communications and Administration Officer



(Acting Head of the College)
· overseeing day-to-day course administration (including admission procedure) and making sure to comply with the regulations set by the Education and Manpower Bureau of the HKSAR Government

· marketing the College’s programmes, including exhibitions, production of promotional materials, organizing skills seminar & product introduction seminars with related companies
· organizing College event, such as graduation ceremony and annual dinner and cocktail

· formulating corporate policies regarding the relationship with the unions, commercial organisations and contractors’ associations

· building partnership (co-operation in organising courses) with other educational organisations

· leading the associated organizations to win the tenders of courses (more than 200 courses in 18 E&M engineering subject areas) from Skills Upgrading Scheme which is under the Education and Manpower Bureau and subsided by the HKSAR Government, organising these captioned courses and serving as a member of the Industry Working Group for E&M Engineering of the Scheme

· setting up, administering and chairing the “College Administration Management Committee” to set strategies and administer the running of the College

· setting up and administering the “Curriculum Design and Development Committee” in which professional are invited as members to revise and design the curriculum for various course and develop new generic certificate course

· setting up and administering the “Industry Training Committee” by inviting representatives from unions, other education bodies, engineering contractors associations to supervise the running of the College

· inviting Legislative Council member, professional, management of large engineering related companies as the advisers of the College
· drafting responses to the “Consultation Paper on the Proposal to set up a Qualifications Framework And Its Associated Quality Assurance Framework in Hong Kong” to the Education and Manpower Bureau of the HKSAR Government on behalf of the College and its associated organisations

· successfully develop generic certificate course in different E&M subject areas
· developing material for and teaching “Customer Communication Skills” and “Workplace English for Low Proficiency Job Types”


21/2/2000(22/3/2002
SMEloan Hong Kong Limited



Corporate Communications Officer

· maintaining media relationship, handling media enquiries and arranging interviews
· planning and implementing PR and marketing programmes such as advertising campaign, exhibitions and seminars which have driven dramatic increase of incoming enquiry calls

· providing training to tele-marketers and overseeing the operation of the tele-marketing programmes which has successfully increased the sales dramatically
· preparing corporate communications materials such as press release, promotional materials

· writing and editing the corporate magazine “In Touch” which is distributed to the potential clients and existed clients
· negotiating with designers, translators, copywriters, graphic houses and advertising firms
· Assistant to the Vice President of Corporate Marketing

2/7/1999-19/2/2000
Better Health Limited


Marketing Officer

· marketing of spine care health products and professional books for physiotherapists to hospitals and clinics

· translation of patient-oriented booklet.


6/1996-6/1999
Free-lance Translator/Copywriter
· serving translation houses and production houses
· translating materials from English to Chinese and from Chinese to English on the following catagories: movie subtitle, press release, promotional leaflet, newsletter, magazine articles, performing arts etc.

3/1992–8/1993
Free-lance Graphic Designer

2/7/1990-14/2/1992
Ove Arup & Partners HK Ltd


Graphic Designer

· graphic design for promotional material, such leaflets and brochures
· graphic design for exhibition material


20/3/1989–20/2/1990
Excelsior Sport Limited


Graphic Designer

· graphic design for garment

3/8/1988-9/12/1988
Words & Art (HK) Limited



Assistant Designer

· artwork for boat magazine
EDUCATION BACKGROUND


2003
The University of Hong Kong


(School of Professional and Continuing Education) 


Reading Drama



(one of the 5 modules in Certificate in English Literary Studies)


2002
The Chinese University of Hong Kong



(School of Continuing Studies)



Adult Teaching Effectiveness Course


1997 - 1998
The University of Hong Kong


(School of Professional and Continuing Education) 


Certificate in Performing Arts Criticism


1993 - 1996
City University of Hong Kong


BA (Hons) in Translation and Interpretation


1989 – 1990
United States Sports Academy




Certificate in Sport Management


1986 - 1988
Sha Tin Technical Institute


Diploma in Design (Graphics)


1980 - 1986
Diocesan Girls' School


Hong Kong Certificate of Education



Hong Kong Higher Level of Education

EXTRA-CURRICULAR ACTIVITIES


1998 ( present
Life Member of the International Association of Theatre Critics


1987
Duke of Edinburgh Award Scheme



Bronze Level Expedition Instructor / Assessor



Bronze & Sliver Awards Holder


1984 - 1993
Hong Kong Youth Orienteering Club



Activity Secretary and Internal Secretary

COMPUTER LITERARY:
- Microsoft Office (WinWord, Excel, Powerpoint)



- Chinese word processing
SPOKEN LANGUAGE: 
- Cantonese, Putonghua (Mandarin), English

WRITTEN LANGUAGE: 
- Chinese, English

HOBBIES:
performing arts, and reading
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