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	To : Personnel Section, Development Bureau (Planning and Lands Branch) 



	Name of Applicant
	:
	

	Online Application Number
	:
	




Application for Non-civil Service Contract Position of 
Operation Support Officer
Development Bureau (Planning and Lands Branch)
Proforma on Working Experience

Notes to Applicants

(1) Prior to filling in this proforma, applicants are advised to submit an application via the G.F. 340 Online Application System and obtain an online application number.  

(2) The completed proforma should be submitted to the Development Bureau (Planning and Lands Branch) via email (plbprappts@devb.gov.hk) by the closing date of application.  Applications without the completed proforma will not be considered. 

(3) Applicants are required to complete all sections of the proforma and ensure the information provided herein is accurate.  

(4) The information provided in the online application shall prevail in case of any discrepancy between the online application and this proforma. 

(5) Applications will not be considered if the required information is not provided or the information provided fails to support that the applicants have met the qualifications and requirements specified for the job.

(6) The personal data provided in this proforma will be used for recruitment, other employment-related and human resource management-related purposes.  Personal data of an unsuccessful applicants will normally be destroyed 24 months after rejection of the application.


	Name of Applicant
	:
	

	Online Application Number
	:
	




Section A – Relevant full-time post-qualification working experience

Please use one row for each company/record, you may expand the table if necessary.

	Full-time 
Post-qualification Experience
	Name of Employer/
Position
	From
(Month/
Year)
	To
(Month/
Year)
	Duration (Year(s) and Month(s))

	I. Provision of executive and operational support in below areas: 

· Management of financial and human resources, including funding scheme management
· Procurement and record management
· Office accommodation/ relocation/fitting-out works/provision of information technology service
· Executive and secretariat support in internal and external meetings 
· Management, coordination and logistical arrangements of meetings/ events/site visits/field trips
· General office support
	(i) 
	
	
	

	(a) 
	(ii) 
	
	
	

	(b) 
	(iii) 
	
	
	

	(c) 
	(iv) 
	
	
	

	II. Relevant experience in the Government, if any (please provide name of bureaux/ departments)
	(i) 
	
	
	

	
	(ii) 
	
	
	

	
	(iii) 
	
	
	

	
	(iv) 
	
	
	



	Name of Applicant
	:
	

	Online Application Number
	:
	



Section B – Brief account of relevant working experience and required skills

Please tick “” the appropriate box below and provide a brief account of relevant working experience and skills required, if applicable. 

	☐	I have experience in financial and human resources management, meeting/event management, office accommodation/relocation/fitting-outworks and office administration.  Details are as follows:
















	☐	


	I do not have experience in financial and human resources management, meeting/event management, office accommodation/relocation/fitting-outworks and office administration. 




	Name of Applicant
	:
	

	Online Application Number
	:
	



Section C

Please tick “” in the box below to indicate that you have read and accepted the conditions specified in this Section.  Otherwise, your application will not be processed further.

	☐
	I understand that if I willfully give any false information or withhold any material information in this proforma, it will render me liable to disqualification for employment by the Government or termination of employment, if already employed by the Government.

	
	

	☐
 
	I understand that if I fail to provide, on request of the Development Bureau, the proof of employment in relation to the full-time post-qualification working experience as provided in Section A of this proforma, my application may not be further considered.




	Date	
	:
	
	Signature
	:
	



This proforma is designed to be completed in English only.
DEVB(PLB) NCSC OSO 2026
