RES°LVE

Fellowship Program Coordinator
Full time

About Resolve

Founded in 2017, Resolve Foundation is an award-winning Section 88 charity dedicated to empowering
changemakers. Our vision is to create a Hong Kong where everyone belongs and upholds inclusion.
Despite being a global city, 1 in 8 people in Hong Kong report experiencing discrimination (EOC, 2021). We
believe we all can be empowered to actively change this, in big and small ways.

Our mission is to amplify marginalized voices, empower diverse changemakers and build intersectional
communities to elevate our collective social impact. Learn more here. Our vision is for a Hong Kong
where everyone is heard and can take action for their community. Our values stand for Resolve: Rights,
Equality, Solidarity, Organization, Leadership, Voice and Empowerment. Our organizational culture
emphasizes: diversity, learning, responsibility, collaboration and gratitude.

About the Role

We are seeking a proactive and detail-oriented Fellowship Program Coordinator to help drive the
success of our Community Changemaker Fellowship (Fellowship) - a flagship leadership program
empowering diverse grassroots leaders to foster inclusion in Hong Kong. Working in close collaboration
with the Fellowship team, you will play a pivotal role in program coordination, knowledge management
and learning, and the delivery of high-impact events. Reporting to the Program Manager (Community
Changemaker Fellowship), you will act as a key liaison for our Fellows and Alumni ensuring their journey is
seamless, while helping us measure our impact and refine our strategies for the future.

Key Job Duties

e Support the delivery of high-quality program activities and events by expertly managing event
logistics, including venue and catering bookings, volunteer coordination.

e Craft programmatic communication materials, such as event invitations, workshop and
presentation materials, social media content and monthly e-digest for internal and external
stakeholder communications.

e Build and nurture strong relationships with internal and external stakeholders, including but not
limited to: Resolve staff, volunteers and interns, program Alumni and Fellows, NGOs, corporate
partners, and service providers.

e Champion the impact measuring and reporting for programmatic activities by developing and
analyzing post-event surveys and tracking and reporting of program data to inform learning,
decision-making and strategic planning.

e Maintain and compile comprehensive data reports utilizing Resolve’s CRM system to ensure
informed decision-making.



Essential Skills & Requirements

1-2 years of relevant experience working in NGOs or related organisations is desirable.

e Strongevent management skills or an eagerness to learn. Experience in group or workshop
facilitation is a plus.

e [Excellent stakeholder management and interpersonal communication skills, with high levels of
emotional and cultural intelligence and experience in multi-cultural communication.

e Strong design skills and proficiency in creating visually engaging presentations using PowerPoint
and/or Canva, effectively conveying complex information in a clear and appealing manner.

e Fluency in written and spoken English is required. Chinese and other languages are desirable.

e Proficiency with key software required for the role, including Microsoft Office, Google platform;
e-conference platforms such as Zoom and CRM systems such as Odoo are a plus.

e Existing permission to work in Hong Kong, possessing strong familiarity with the nuances of the
Hong Kong landscape in relation to the social sector.

Location
Sheung Wan, Hong Kong. Resolve allows for flexible working, currently at a ratio of 40 (remote) /60 (in
office).

Salary & Benefits

The expected salary for this role is HKD 18,000 - 22,000 pcm depending on experience. Note that
Resolve has an established salary structure that is regularly reviewed against the market and set
against a Competency Framework. Other benefits include flexible working and considerations for a
balanced work-life relationship, health and dental insurance, opportunities for training and
development, a culture of wellbeing and team-building, and above-market levels of annual leave.
Resolve will provide you with a work phone and laptop. We are also based out of a larger social
impact coworking space that has perks and organizes several activities and events.

Equal Opportunities

We believe a diverse and inclusive team is key to our success and social impact. We actively welcome and
encourage applications from all backgrounds, regardless of race, ethnicity, gender, age, disability, religion,
or belief. As one of the first 100 signatories to the Racial Diversity & Inclusion Charter of the Equal
Opportunities Commission, we are proud to be building a more equitable workplace. Your unique
perspective is valued here and will make our nonprofit stronger. If you need any special assistance or
accommodations during the recruitment process, please let us know

Application Process

Interested candidates in the role should apply through our Careers at Resolve Job Application Portal by
12 Feb 2026. We will not accept applications that do not come through this centralized channel, however,
should you have any questions on the position or need any support, please email jobs@resolvehk.org.
Interviews are set to take place after the Lunar New Year week. Please note that only shortlisted
candidates will be contacted about the status of their application.
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