
 

 

 

Corporate Communications Coordinator 

 

Job Description: 

- Perform general administration duties required by the 

department 

- Assist in marketing or public relations related programs and 

activities 

- Handle media enquires and maintain a close rapport with 

media 

- Responsible for writing press releases, event and interview 

script and other advertising related materials 

- Perform other job-related duties if required 

 

Job Specification: 

- Degree holder in Marketing, Public Relations, 

Communications or relevant discipline 

- Proficient in MS Office 

- Relevant working experience is preferred 

- Good command of Cantonese, Mandarin and English 
 


