
 

 

 

 

 

Coffee Shop Assistant Manager 
 

Job Responsibilities: 

- Coordinate with the manager to ensure a smooth daily operation of 

Coffee Shop 

- Responsible for the cost control and maintain the profits of Coffee 

Shop 

- Handle the work schedule of the personnel and other administrative 

work 

- Provide supervision and training to subordinates 

 

Job Requirements: 

- Degree or equivalent professional hotel training is preferred 

- A minimum of 2 years relevant working experience 

- Good command of Cantonese, Mandarin and basic English 

- Rotating shift 

 



 

 

 

 

 

Administrative Assistant  
 

Job Responsibilities: 

- Provide administrative support to Department 

- Prepare letters and correspondences 

- Handle and maintain confidential information and document 

management 

- Organize and schedule meetings and prepare agenda, minutes and 

presentation 

 

Job Requirements: 

- Degree holder or above 

- Proficient in MS Office 

- 1 year relevant working experience is preferred 

- Good command of Cantonese, Mandarin and English 
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