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APPLICATION FORM FOR ADMINISTRATIVE / EXECUTIVE POSTS
行 政 人 員 職 位 應 徵 表 格
	Applicant :
	

	申請人
	(Name in Block Letters)  (請用正楷填寫姓名)

	Post applied for :  
	
	Reference No. :
	

	應徵職位
	
	職位編號
	

	Department :
	
	
	

	部門

	
	
	

	Source of information on such vacancy :  HKIEd Internet Homepage / Newspaper:
	
	Others:
	

	從何得悉本職位空缺 :  香港教育學院電腦網頁∕報章名稱:
	
	其他 :
	


This form should be completed in typescript or black ink suitable for photocopying. Please return the completed form and a full curriculum vitae by mail to THE HUMAN RESOURCES OFFICE, THE HONG KONG INSTITUTE OF EDUCATION, 10 LO PING ROAD, TAI PO, NEW TERRITORIES, HONG KONG or by fax to (852) 2948 6005 or by email to hro@ied.edu.hk.

請以打字機或電腦或以黑色墨水筆或原子筆填妥申請表內各項資料，以方便影印。填妥本表格後，請把你的個人履歷，一同呈交香港新界大埔露屏路10號香港教育學院人力資源處或傳真至(852) 2948 6005或電郵至hro@ied.edu.hk。
Please read the following notes before filling in the form.  填寫表格前請細閱下列備註。
Notes:
(A)
Please ensure that all information is accurate and do not send any originals or copies of certificates.  Applicants will be required to produce them in due course.  If there is insufficient space, please give details on a separate sheet and attach to this application.  For holders of degrees other than those from Hong Kong universities, copies of their transcripts of studies should be attached to this form.
備註 ：
(甲)
各項資料必須正確。申請人現時毋須附上任何證書的正副本，如有需要，本學院將另行通知。如表格上空位不敷填寫，請附另頁詳列有關資料。如申請人所持學位並非香港學位，須附上大學當局簽發的成績表副本。

(B)
Your application may not be further processed if it is not clear from your supporting statements that you have obtained at least the minimum qualifications, training or experience specified for the job.



(乙)
如填報的資料未能清楚顯示申請人具備有關職位所要求最低限度的學歷、訓練或經驗，申請可能不獲處理。

(C)
Applications will be held in strict confidence and used only for the purpose of selection by relevant authorities.


(丙)
申請資料將嚴格保密，只供有關部門甄選之用 。

(D)
Application forms and curriculum vitae for the captioned non-academic posts will be kept for a period of 6 months after completion of the selection process.


(丁)
甄選過程完畢後，上述非教學職位的申請表及履歷將存檔六個月。

(E)
Applications may be referred to other recruiting departments if the advertised posts have been filled.



(戊)
若招聘之職位已有人選，申請資料或會轉介至其他有空缺的部門 。

(F)
For correction of or access to personal data after submission of this application, please contact the Human Resources Office.


(己)
遞交申請表後，如欲更改或查察個人資料，請與人力資源處聯絡。


HR Form 10a (7/06)
PERSONAL PARTICULARS   個人資料
	Surname:

姓氏
	
	Other Names:

名字
	

	Name in Chinese (if any):

中文姓名
	
	Title:  *Mr/Mrs/Ms/Miss

稱銜   *先生/太太/女士/小姐
	

	Date of Birth:

出生日期
	
	Place of Birth:

出生地點
	

	*Passport/HKID Card No.:

*護照/香港身份證編號
	
	Nationality:

國籍
	

	Address:

地址

	
	Tel. No.   --
Office:

電話號碼
辦事處
	
	--
Residence:

 
住宅
	

	
	
	Fax. No.   -- 
Office:

傳真機號碼
辦事處
	
	--
Residence:



住宅
	

	
	
	E-Mail Address:

電子郵件地址
	
	Mobile No. :

流動電話號碼
	


* Please delete as appropriate.

* 請刪去不適用者。
EDUCATION (in chronological order)   學歷 (按日期順序列出)
	Dates (month/year)

日期 ( 月 / 年 )  
	Schools, Colleges,

Universities or Training
	Full or
	Qualifications Obtained

(Certificates, Diplomas, Degrees),

Fields of study, subjects passed
	Date of Award

	From

由
	To

至
	Organisations Attended

曾就讀學校、書院、大學
或訓練機構
	Part Time

全日或兼讀
	and levels attained should be listed

考取資格(證書、文憑、學位)，
須列明學科及合格科目成績
	頒授日期

	
	
	
	
	
	


PROFESSIONAL QUALIFICATIONS/MEMBERSHIPS (in chronological order)   專業資格(按日期順序列出)

	Name of Professional Institute

專業機構名稱
	Qualification/Membership Obtained
所獲專業資格
	Date of Award

頒授日期

	
	
	


PRESENT/LAST EMPLOYMENT DETAILS   現時/最後職位詳情

	Name and Address of Employer:

僱主名稱及地址:


	

	Position & Nature of Duties:

擔任職位名稱及工作性質:


	

	Employment Period:

聘用日期:
	From

由
	To

至

	Present / Last Basic Salary 
___________ (Per month) x _____Months

現職/近職的每月底薪 __________________
x _____期
	Next Salary Review Date 
(if applicable):

下次調薪日期(如適用者):
	Expected Salary 
(Per month):

要求薪酬(每月):

	Other Allowances and Fringe Benefits (please specify):

其他津貼 (請註明) :_______________

	Notice period required for resignation (if applicable):

離職所需通知期 (如適用者):
	Earliest date available if appointed:

如獲聘用，最早可到任日期:

	Former HKIEd staff / Serving HKIEd staff         Yes/No
曾任/現任職香港教育學院                                  是/否
	Employment Period (if applicable):

聘用日期 (如適用者):


PREVIOUS EMPLOYMENTS   以往就業詳情
(in chronological order)  (請按日期順序列出)

	Dates (month/year)

日期 (月/年)
	Name of Organisation & 
	Full or
	Title of Position Held and

	From

由
	To

至
	Nature of Business

機構名稱及業務性質
	Part Time*
全職或兼職*
	Nature of Duties
職位名稱及工作性質

	
	
	
	
	


* For part-time employment, please indicate no. of hours engaged per week / per month.

* 請列明每週或每月兼職工作之時數。
REFEREES  諮詢人
	A. I hereby give consent to The Hong Kong Institute of Education to obtain references from the following referees if I have been included in the shortlist for interview.


	(1) 本人現同意，若本人得列入面試甄選名單，香港教育學院可向以下諮詢人索取諮詢資料。


	1
	Name
:
	
	2
	Name
:
	

	
	姓名
	
	
	姓名
	

	
	Position

:
	
	
	Position
:
	

	
	職位
	
	
	職位
	

	
	Correspondence Address:
	
	
	Correspondence Address:
	

	
	通訊地址
	
	
	通訊地址
	

	
	E-mail Address
:
	
	
	E-mail Address
:
	


	
	電郵地址
	
	
	電郵地址
	

	
	Tel./Fax Nos.
:
	
	
	Tel./Fax Nos
:
	

	
	電話或傳真機號碼
	
	
	電話或傳真機號碼
	

	
	Relationship
:
	
	
	Relationship
:
	

	
	與申請人的關係
	
	
	與申請人的關係
	

	B.
I hereby give consent to The Hong Kong Institute of Education to obtain reference from my present employer/Head of Department/Unit (If presently self-employed or unemployed, name of last employer/Head of Department/Unit) if I am recommended for appointment. Details are as follows:

	(乙)
本人現同意，若本人獲荐任職，香港教育學院可向本人之現任僱主/部門主管(如現為自僱身份或並無受僱，則可向前任僱主/部門主管)索取諮詢資料。詳情如下:



	
	Name:

	

	
	姓名
	

	
	Position:

	

	
	職位
	

	
	Name of Organisation:

	

	
	機構名稱
	

	
	Correspondence Address:
	

	
	通訊地址
	

	
	E-mail Address:

	

	
	電郵地址
	

	
	Tel / Fax Nos.:

	

	
	電話或傳真機號碼
	

	
	
	
	

	
	Signature of applicant
申請人簽署
	
	Date

日期


DECLARATION  聲明
	1. I understand that if I wilfully give any false information or withhold any material information, I shall render myself liable to dismissal if I am appointed to the service of The Hong Kong Institute of Education. 
2. I hereby give consent to The Hong Kong Institute of Education to have my applications retained and considered for other positions which may subsequently become available within the specified period.

本人明白倘故意虛報資料或隱瞞重要事實，即使已獲香港教育學院錄用，亦可遭解僱。本人現同意，香港教育學院在指定期限內可保留本人之申請資料，供其他職位空缺考慮。

	
	
	
	

	
	Signature of applicant

申請人簽署
	
	Date

日期


