职位名称：中心主任助理 (Assistant to Director)

【中心简介】
香港智能建造研发中心 (HKCRC) 成立于 2020 年，是由香港科技大学与加州大学伯克利分校联合建立的科研创新与创业孵化平台，李泽湘教授担任主任。中心致力于将机器人、AI、自动化等先进技术引入建筑行业，解决行业痛点并实现产品落地。


【岗位职责】
调研与决策支持：发展新质生产力，陪同中心主任参访调研相关企业、包括不限于桌面调研及现场调研等形式，收集、分析、整理及归档相关调研数据及相应会议纪要，并撰写高质量的定制化分析报告。

跨部门协作：构建大湾区科创生态体系，协调跨地区、跨组织协同合作及信息同步；整合内外部资源，支持中心日常运营，推动项目发展。

外联与沟通：促进教育科技人才一体化发展，作为中心与香港及内地政府、高校、企业合作伙伴之间的沟通桥梁，协助处理各类外联事务。参与协助与政府、高校、企业等机构的接待交流活动，协助建立和维护良好的合作关系。

行政与日程管理：全面负责主任的行程安排，跟进与督办主任日程及差旅，包括会议预约、活动策划、商务接待及国内外差旅落地，确保各项工作高效衔接。

文书与项目跟进：起草中心重要文件、PPT 报告及会议纪要；协助处理主任日常业务推进工作，各类文书材料督办处理及定期总结汇报；督办主任交办的各项科研项目或初创孵化任务的进展。

主任交办的其他事项。











【任职要求】
· 教育背景：拥有全日制本科及以上学历；理工科（机器人、工程）或行政管理、公共关系相关专业优先，应届毕业生或毕业两年内优先考虑。
· 语言能力：卓越的中英文（粤语、普通话及英语）听说读写能力，能够撰写专业的双语报告。
· 核心素质：
· 能进行优秀的写作和方案编制，PPT制作汇报能力
· 具备良好的数据分析和研究能力
· 具备清晰的逻辑思维和框架思维、战略框架
· 快速学习能力，能适应快节奏的科研与创业环境，对科技创业有热情
· 处事稳重、细致，有良好的沟通能力，拥有优秀的统筹协调组织与人际交往技巧
· 能够适应频繁的出差和灵活的工作时间，抗压能力强
· 综合素质高，主动性强，具有国际视野

· 加分项：有机器人、智慧工地或相关科技研发机构工作经验者优先；有设计思维和硬科技创业经历，了解科创和风投行业等的经验加分；


【薪酬福利】
· 具有竞争力的薪资，参考市场标准并依据资历面议
· 全面的员工福利，包括但不限于带薪年假、医疗及牙科保险
· 成长空间：深度参与李泽湘教授领衔的科技孵化生态系统


【工作地点】
· 因工作需要会长期在香港新界白石角香港科学园 (HKSTP)、深圳科创学院、松山湖XbotPark机器人基地办公，并不定期出差各地。


Job Title: Assistant to Director  

【Center Introduction】 
The Hong Kong Center for Construction Robotics (HKCRC), established in 2020, is a research innovation and entrepreneurship incubation platform jointly founded by The Hong Kong University of Science and Technology (HKUST) and the University of California, Berkeley. Professor Li Zexiang serves as the Director. The Center is dedicated to introducing advanced technologies such as robotics, AI, and automation into the construction industry, addressing industry pain points, and achieving product implementation.  

【Key Responsibilities】
- Research & Decision Support: Develop new productive forces. Accompany the Center Director on research visits to relevant enterprises (including desktop research and on-site surveys). Collect, analyze, organize, and archive research data and corresponding meeting minutes, and prepare high-quality customized analysis reports.  

- Cross-departmental Collaboration: Build the Greater Bay Area science and innovation ecosystem. Coordinate cross-regional and cross-organizational collaboration and information synchronization. Integrate internal and external resources to support the Center’s daily operations and drive project development.  

- External Relations & Communication: Promote the integrated development of education, technology, and talent. Act as a communication bridge between the Center and government (Hong Kong and mainland China), universities, and corporate partners. Assist in handling various external liaison tasks. Participate in and support reception and exchange activities with government, academic, and corporate institutions, helping to establish and maintain good cooperative relationships.  

- Administration & Schedule Management: Fully manage the Director’s schedule, follow up on and oversee daily agendas and travel arrangements, including meeting scheduling, event planning, business receptions, and domestic/international travel logistics, ensuring seamless coordination of all tasks.  

- Documentation & Project Follow-up: Draft key center documents, PPT reports, and meeting minutes. Assist in handling the Director’s daily operational tasks, follow up on various documentation matters, and prepare regular summary reports. Oversee the progress of research projects or startup incubation tasks assigned by the Director.  

- Other tasks as assigned by the Center Director. 

【Requirements】 
- Education: Full-time bachelor’s degree or above. Majors in STEM (robotics, engineering) or administration, public relations, or related fields preferred. Fresh graduates or those within two years of graduation are preferred.  
- Language Proficiency: Excellent listening, speaking, reading, and writing skills in Chinese and English (Cantonese, Mandarin, and English), with the ability to draft professional bilingual reports.  
- Core Competencies: 
  - Strong writing and proposal development skills, with the ability to create and present PPT reports  
  - Good data analysis and research capabilities  
  - Clear logical thinking, structured thinking, and strategic framework  
  - Fast learning ability, able to adapt to a fast-paced research and entrepreneurship environment, with a passion for tech entrepreneurship  
  - Stable, detail-oriented, with strong communication skills and excellent coordination, organization, and interpersonal skills  
  - Able to handle frequent travel and flexible working hours, with strong resilience under pressure  
  - High overall competence, strong initiative, and an international perspective  

- Plus Points: Experience in robotics, smart construction sites, or related technology R&D institutions preferred; experience in design thinking and hard-tech entrepreneurship, knowledge of tech innovation and venture capital industries is a plus.  

【Compensation & Benefits】
- Competitive salary, benchmarked against market standards and negotiable based on experience  
- Comprehensive employee benefits, including but not limited to paid annual leave, medical and dental insurance  
- Growth opportunities: In-depth participation in the technology incubation ecosystem led by Professor Li Zexiang  

【Work Location】  
- Due to work requirements, the role will involve regular presence at the Hong Kong Science Park (HKSTP) in Pak Shek Kok, New Territories, Hong Kong; Shenzhen InnoX Academy; and Songshan Lake XbotPark Robotics Base, with occasional business travel to various locations.
