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TEBRZES RSN / Description of videos for Industries and Jobs
32/ English Leo is an executive assistant to a Hong Kong Legislative Council Member. He shared the main job duties, as
well as personal qualities and skills that are required for the job.
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What are the main job responsibilities? | IREZ TFRBBE ? THEZTIFREEMTA?

Hello, I'm Leo

Today | would like to share with you the
daily work as an administrative
assistant to a Council Member

As we all know, elections are held once

every few years in Hong Kong

Such as the District Council Elections,
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Legislative Council Election and Chief
Executive Election

There are lots of paperwork and
logistics to prepare for various
elections

During pre-election period, the major
task would be coordination work, such
as publicity

During election period, there are many
different tasks

Including checking the validity of
election nominations and
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Ensuring the declaration of the elector | IE{REZEZASIZEANPRHRER BFRER EREEASIEEANBRZRBE LR
or candidate is accurate.

These are all related to my job 55 Lo A EA T R e 1 AE A XEESIAIERNER

What personal qualities and skills are WHEEEHEFEEBMERSENREE ? MNEX MR FEEZE &ML R AL ?

required for the job?
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As | said earlier, since it is related to the
election,

We handle the documents with a more
rigorous standards

We need to check whether the
documents are relevant to the election

regulations or not

And check if the submitted documents
comply with the relevant regulations

In addition, we need to connect with

people from different sectors

During election campaign in the
community,

all parties would care so much about
the election results and the fairness of

the process

Therefore, sometimes we may need to
deal with complaints
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From preparation for the election to
election campaign,

Executive assistants need to possess

certain qualities

For example, they have to contact and
communicate with people from
different sectors

Or to mediate in a disagreement
Or to provide instructions to parties
concerned to make amendments in

accordance with the regulations
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What kind of pressure or difficulties
have you faced in your work? How did
you deal with them?
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Electoral work involves collaboration
with not only different government
departments

But also the community

There are many things that we can

learn from it
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But still we will encounter some
difficulties or pressure

| believe it is because everyone takes

elections very seriously,

It may give rise to different complaints
It's one of the stressors

It is important to learn how to handle
complaints according to relevant

guidelines and regulations

Second, put ourselves in the shoes of
others to achieve mutual

understanding

Since all parties take the electoral work
seriously,
There will be tension

If everyone can understand each other,
it will be easier to let go

B2 B EE S LB e

HREE/AKEREFESR

BEE S IBARRVIRER

ERBNHIRZ—

BERREEREES | MREEERIELH

F_ERFERIMEKIEE K EHIZH

ERE S ALHLERERMBEHGTEERET

(3
PRl EE BRI

OB AR S

SRAERER FEEFIER

B2  ZBRT2E M E X WLEEDE

AR S E N A R EN R E P

BIN=5IBARNIRF

XEENFKIRZ—

FEEEMNERES I RAEEXV BRI

F_ERBUMEKIRER K ERIKIR

EAEHZ AL LER AR KIANEX FiE

PRUAZ P2 A 5K

EENXTBERER  FEESSEN

ZET1F




