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Recruitment Specifications 

Young’s Investment Co., LTD was established in 2005 and after 8 years of 

development has diversified into the advertisement, IT, international trade, education, 

catering and financial services sectors. Currently the company has a base of 

operations in both the UK and China, with 25 current employees and has obtained the 

UK sponsor licence in 2010, allowing it to further employ foreign talent. With the 

growth of the company, vacancies have opened up in the following sectors: 

 

1. Director of Administration 

 

Position information: 

Involved in the planning and coordination of corporate administrative services and the 

HR department so as to support the day to day running of the company, this includes 

the organisation and supervision of subordinates so that projects are completed in a 

timely manner.  

 

Job details: 

 Draft detailed development and budget plans   

 Draft a set of administrative rules and regulations and implement this to 

supervise the running of the company 

 Draft a human resources development plan as well as its associated programs 

and budgets. 

 Draft a plan for informing employees of their job requirements and implement 

a system to monitor job performance as well as an incentive scheme.   

 Organize the company annual meeting, staff activities, marketing events and 

plan other meetings as well as take responsibility for outreach and act as 

external liaison to obtain various council licences. 

 Draft and file various company documents 

 Collect and collate internal information as well as take minutes of important 

company events in a timely manner  

 Manage important qualification documents of the company 

 Organize reception of visitors and external liaison  

 Preside over the internal development of the department as well as the 

development and maintenance of the internal network. 
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 Take responsibility of property and office space planning, as well as the 

maintenance and procurement of all office equipment 

 Coordinate internal administrative personnel. 

 Provide suggestions on methods of controlling costs 

Qualifications: 

Education: 

Secretary, Chinese, public relations, human resources, administration and other 

related undergraduate degree or above. 

 

Training experience: 

Trained in management, strategic management, management skills development, 

public relations, human resources, financial knowledge or other relevant aspects. 

 

Experience: 

Minimum 3 years administrative experience. 

 

Skills and techniques: 

• Fluent in English writing, speaking and reading. 

• Excellent external liaison with public relations skills and an ability to deal with 

emerging problems.   

 

Attitude: 

• Strong analytical and problem solving ability, critical thinking with attention to 

detail. 

• Excellent skill with day to day office software and office automation equipment. 

• Work objectively with a rigorous and responsible attitude, pragmatic and dedicated. 

• Possessing strong interpersonal skills, coordination, organizational skills and a high 

degree of teamwork, strong sense of responsibility. 

 

Benefits: 

• Basic salary: £20000 p/a 

• 3 months probation period, with a 70% of annual base salary payroll, after passing 

this probation period, a one-year work contract will be offered and this may be 

renewed for up to 3 years. After 3 years the company may offer a permanent contract 

with assistance with work visas. 

   

• After working for at least 2 years in the company, the employee has the right to 

purchase a stake-hold in the company or alternatively enjoy other company bonuses. 

Stake-holders in the first ten years can only receive bonuses but have no voting rights, 
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during this period if the stake-holder leaves the company the company will buy back 

the stake at market price. From the 11
th

 year, stake-holders have the right to keep their 

stake in the company even if they leave the company.  

 

 

2.  Assistant Designer 

 

Position Information: 

Involved in business advertising, product advertising and creative design work 

 

Job details: 

 

 Proficient in the use of auxiliary mapping software planning to demonstrate 

creativity in the production of photographs and graphic materials. 

 

 Involved in the research of product market positioning, as well as orientation 

and style.  

 

 Design the artwork for graphic advertisements, leaflets, television 

advertisement, online media, and other design showpieces. 

 

 Manage relationships with customers  

 

 Supervise and arrange the completion of outsourcing advertising business. 

 

 Qualifications: 

 

 Education Background: 

 

 Advertisement, design or any relevant undergraduate degrees or above. 

 

Training experience: 

 

Trained in consumer psychology, advertisement planning and design, with product 

knowledge. 

 

Experience: 

1 year full-time relevant work experience. 

 

Skills and techniques: 
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Proficient in graphic design, consumer psychology, advertisement planning and 

design 

Proficiency in office software and Photoshop, Indesign; 

Fluent in English writing, speaking and reading. 

Excellent external liaison with public relations skills and an ability to deal with 

emerging problems.   

 

Attitude: 

Strong analytical and problem solving skills, critical thinking with an ability to 

consider issues carefully  

Serious work ethic, meticulous and responsible  

Resilient, with artistic potential.   

Outgoing, efficient and willing to rise to challenges 

Possessing strong interpersonal skills, coordination, organizational skills and a high 

degree of teamwork, strong sense of responsibility  

 

Benefits: 

 

Basic salary: £12000 p/a 

 

3 months probation period, with a 70% of annual base salary payroll, after passing 

this probation period, a one-year work contract will be offered and this may be 

renewed for up to 3 years. After 3 years the company may offer a permanent contract 

with assistance with work visas. 

 

After working for at least 2 years in the company, the employee has the right to 

purchase a stake-hold in the company or alternatively enjoy other company bonuses. 

Stake-holders in the first ten years can only receive bonuses but have no voting rights, 

during this period if the stake-holder leaves the company the company will buy back 

the stake at market price. From the 11th year, stake-holders have the right to keep 

their stake in the company even if they leave the company. 
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3. Education and immigration consultants 

 

Position Information: 

Provide customers with reliable and objective education and immigration information, 

become loyal partners with customers in the UK 

 

Job details: 

 

 Knowledgeable in Chinese and UK education and immigration policies  

 Knowledgeable in Chinese and all UK school/university application 

procedures, requirements, and filling of application forms  

 Proficient in various UK visa policies, application requirements, processes, 

and filling of application forms; 

 Provide guidance to customers to refine the application document and offer 

the correct information and suggestions. 

 Carefully build customer profiles, undertake customer reviews and ensure 

confidentiality of customer information  

 Undertake training from company lawyers to assist in legislative work. 

 Qualifications: 

 Education: 

 Business, law and relevant undergraduate degrees or above . 

 Training experience: 

 Trained in consumer psychology, marketing , law and other aspects of 

training. 

 

Experience: 

 

No poor credit record, 1 year full-time relevant work experience or have OISC 

LEVEL 1 and above qualifications . 

Skills and techniques : 

Proficiency in office software  

Fluent in English writing, speaking and reading. 

Excellent external liaison with public relations skills and an ability to deal with 

emerging problems.   

 

Attitude: 

Strong analytical and problem solving skills, critical thinking with an ability to 

consider issues carefully  

Serious work ethic, meticulous and responsible  

Resilient, with artistic potential.   

Outgoing, efficient and willing to rise to challenges 
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Possessing strong interpersonal skills, coordination, organizational skills and a high 

degree of teamwork, strong sense of responsibility  

Benefits: 

Basic salary: £15000 p/a 

3 months probation period, with a 70% of annual base salary payroll, after passing 

this probation period, a one-year work contract will be offered and this may be 

renewed for up to 3 years. After 3 years the company may offer a permanent contract 

with assistance with work visas. 

After working for at least 2 years in the company, the employee has the right to 

purchase a stake-hold in the company or alternatively enjoy other company bonuses. 

Stake-holders in the first ten years can only receive bonuses but have no voting rights, 

during this period if the stake-holder leaves the company the company will buy back 

the stake at market price. From the 11
th

 year, stake-holders have the right to keep their 

stake in the company even if they leave the company. 
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4. Marketing Assistant 

 

Position information: 

Assist Marketing Manager to complete daily work-related tasks. 

Job details 

 Assist marketing manager dealing with issues of communication and 

cooperation of various departments; 

 Assist the Marketing Manager to develop marketing channels, and 

surrounding companies to establish a good relationship; 

 Assist the Marketing Manager in managing media platforms of companies and 

outsourcing customers. 

 Coordinating the implementation of key projects to assist managers and the 

sales department for related external liaison; 

 Media information collection, provide suggestion for advertisements of 

companies 

 Rearrange documents of the marketing departments in accordance to the 

directions of the department director.  

 Strengthen communication with the sales staff to gather market information, as 

well as accumulating marketing materials 

 Coordinate with the website engineer for site updates to provide relevant 

information; 

 Participate in planning the release of company product exhibitions and other 

activities. 

Qualifications: 

Education: 

Business, management and related undergraduate degrees or above. 

Training experience: 

Trained consumer psychology, marketing, public relations and other aspects of 

training. 

Experience: 

1 year full-time relevant work experience. 

Skills and techniques : 

Proficiency in office software  

Fluent in English writing, speaking and reading. 
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Excellent external liaison with public relations skills and an ability to deal with 

emerging problems.   

 

Attitude : 

Strong analytical and problem solving skills, critical thinking with an ability to 

consider issues carefully  

Serious work ethic, meticulous and responsible  

Resilient, with artistic potential.   

Outgoing, efficient and willing to rise to challenges 

Possessing strong interpersonal skills, coordination, organizational skills and a high 

degree of teamwork, strong sense of responsibility  

Benefits: 

Basic salary : £15000 p/a 

3 months probation period, with a 70% of annual base salary payroll, after passing 

this probation period, a one-year work contract will be offered and this may be 

renewed for up to 3 years. After 3 years the company may offer a permanent contract 

with assistance with work visas. 

After working for at least 2 years in the company, the employee has the right to 

purchase a stake-hold in the company or alternatively enjoy other company bonuses. 

Stake-holders in the first ten years can only receive bonuses but have no voting rights, 

during this period if the stake-holder leaves the company the company will buy back 

the stake at market price. From the 11
th

 year, stake-holders have the right to keep their 

stake in the company even if they leave the company. 
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5 Chef Assistant 

 

Position information: 

Assist the chef to complete tasks in the restaurant kitchen  

 

Job details: 

 Arrangement of kitchen supplies, storage and cleaning; 

 The skilled and safe use of kitchen utensils. 

 master chopping skills; 

 master fried rice, noodles skills. 

 

Qualifications: 

Experience: 

Interested in frequently using kitchen equipment or has experience working full-time 

in the kitchen for at least one year. 

 

Benefits: 

Basic salary : 15000 

  

 3 months probation period, with a 70% of annual base salary payroll, after 

passing this probation period, a one-year work contract will be offered and this 

may be renewed for up to 3 years. After 3 years the company may offer a 

permanent contract with assistance with work visas. 

 After working for at least 2 years in the company, the employee has the right 

to purchase a stake-hold in the company or alternatively enjoy other company 

bonuses. Stake-holders in the first ten years can only receive bonuses but have 

no voting rights, during this period if the stake-holder leaves the company the 

company will buy back the stake at market price. From the 11
th

 year, 

stake-holders have the right to keep their stake in the company even if they 

leave the company. 
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6. Internship 

 

Position Information: 

Various business units in the company rotational training scheme. 

 

Qualifications: 

Education: 

Business, management , law, computer science and related undergraduate degrees or 

above . 

 

Skills and techniques : 

 Proficiency in office software ; 

 Fluent in English writing, speaking and reading ; 

• Excellent external liaison with public relations skills and an ability to deal with 

emerging problems.   

 

Attitude : 

 Strong analytical and problem solving skills, critical thinking with an ability to 

consider issues carefully  

 Serious work ethic, meticulous and responsible  

 Resilient, with artistic potential.   

 outgoing, efficient and willing to rise to challenges 

Possessing strong interpersonal skills, coordination, organizational skills and a high 

degree of teamwork, strong sense of responsibility  

 

Working conditions: 

 Internship subsidies : the first three months of internship 2.5 pounds per hour ; after 

three months 5 pounds per hour 

  

After successfully completing a six months internship, a one year contract will be 

offered. A minimum wage as set by the UK government will be paid. Once this 

contract is up, a three year contract may be offered. Annual salary will dependent on 

the relevant position. After three years the contract can be transferred into a 

permanent one, where the company will aid in visa applications.   

After working for at least 2 years in the company, the employee has the right to 

purchase a stake-hold in the company or alternatively enjoy other company bonuses. 

Stake-holders in the first ten years can only receive bonuses but have no voting rights, 

during this period if the stake-holder leaves the company the company will buy back 

the stake at market price. From the 11
th

 year, stake-holders have the right to keep their 

stake in the company even if they leave the company 

 


