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Position description 
 
Projects Officer: Psychology 
 
This is a newly created support role within the Hong Kong Psychological Society (HKPS) for an 
individual who brings: 

- Strong customer focus and stakeholder relationship management skills. 
- Well-developed administration and project support skills.  
- Innovation and creative edge to support and add value to projects and initiatives, 

which serve to: 
o Promote scientific and applied psychology,  
o Enhance the visibility and growth of a well-established psychology association 

and mental health authority in Hong Kong. 
 
The Officer will support the HKPS Office with various services and work streams. This role 
also offers a unique opportunity to support professional psychologists from various 
specialisations (e.g., clinical, educational, organisational, counselling) in the Society’s 
projects and/or research initiatives relevant to psychological science. 
 

Key Responsibilities and 
Initiatives  

Components 

 
Administration Support 

 
Work in collaboration with Executive Officer and other team 
members to support incoming workflow related with various 
streams across the Society including: 

- HKPS membership and renewals, 
- Professional Registration and renewals, 
- Complaints,  
- Continuing education,  
- Job advertisement. 

 
Support the Society’s on-going database management 
including a project to design and develop a new operation / 
database system which ensures less reliance on paper 
documents. 
 
Coordination and support of activities linked with office 
relocation. 
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Special Projects 
Research, Project 
Coordination and 
Administrative Support 

♦ Provide research, project coordination and administrative 
support to Council Members and Divisional stakeholders 
on a range of small and large-scale projects or new 
initiatives to improve and/or develop service offerings 
including: 
- Revisions or development of guidelines and application 

forms for various services (e.g., telepsychology, 
member welfare benefits), 

- Formatting and production of publications for on-going 
public education.  

 
♦ Partaking and supporting dedicated work groups or 

committees to deliver on projects and new initiatives 
including: 
- Assisting with administration duties, 
- Meeting schedules and minutes, 
- Producing project plans for approval, 
- Reporting progress reports and data, 
- Formatting project documentation, reports, or 

resources,  
- Facilitating communication. 

 
♦ Support HKPS Council and Divisions with production and 

administration of surveys on various online tools (e.g., 
Google Forms, Qualtrics, etc 
 

♦ Assist Council Members or Divisional stakeholders with 
desktop research and rapid reviews of literature to gather 
information and evidence to support with preparation of 
public education, presentation or training materials.  
 

♦ Provision of data analytic capabilities for research 
initiatives across Council or Divisions including use of 
quantitative analytical software (e.g., SPSS) or qualitative 
methods.  

 

 
Publications: 
Creative input and support 

 
Assist Council Members or Divisional stakeholders with 
creative input, tailoring, layout and bringing to life content for: 

- Evidence informed public education materials, 
guidelines, statements, and resources for specific 
audiences,  

- Press releases, 
- Blogs to be incorporated on the HKPS website or 

various social media platforms, 
- PowerPoint presentations to be used for education, 

promotion, and public relations, 
- Production of short videos (e.g., YouTube). 
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Person specification 
 

Qualifications  Bachelor’s degree with a focus on Social Sciences / 
Psychology. 

Post graduate qualifications in research focussed 
degrees an advantage.  

 

Experience 

Experience liaising with external customers or stakeholders via various communications 
mediums (e.g., retail, contact centre, office settings, volunteer work). 

Experience operating in an administrative support function within a dynamic service setting 
(e.g., university or educational institution, professional association or membership-based 
entity, sporting associations or events companies). 

Experience or interest in evidence-based practice or working on projects which translate 
academic or empirical findings into practical resources. 

 

Knowledge and Technical Skills   

♦ Verbal and Written fluency in Cantonese and English.   

♦ Advanced Microsoft Office skills (e.g., MS Office, MS Excel, and MS PowerPoint). 

♦ Knowledge and capacity to use graphic design software packages and advantage.   

♦ Knowledge and capacity to use data analysis and survey software packages preferred (e.g., 
SPSS). 

♦ Exposure, capacity and/or interest in e-learning and video production.  

 

Core Competencies  

♦ Interpersonal / stakeholder relationship management. 

♦ Customer orientation. 

♦ Planning and organisation. 

♦ Communication: verbal and written. 
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Personal Attribute and Values 

♦ Innovation/creative edge. 

♦ Teamwork and collaboration. 

♦ Adaptability. 

♦ Passionate. 

♦ Proactive.  

♦ Socially confident. 

♦ Conscientiousness & detail-mindedness. 

♦ Integrity. 

♦ Enquiring mind. 
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