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Aviso de Recrutamento

N.° de referéncia do recrutamento: CO81-MLM-2025-E

Cargo: Pessoal Administrativo (Area das Relacdes Piiblicas)

Tipo: Tempo inteiro
Nimero de vagas: 1

Condic¢do de acesso:

(a) Ser residente da RAEM;

(b) Idade igual ou superior a 18 anos.

Descricdo da funcio:

»  Responsabilizar-se pela recolha de comentarios publicos e elaboracgdo de relatorios de
analise;

»  Executar e tratar incidentes de crise nas relacdes publicas;

»  Tratar assuntos de relacdes publicas externas, incluindo o atendimento telefonico,
tratamento de reclamagdes e respostas de relagdes publicas, etc., responsabilizar-se pela
recepcdo e comunicagdo diaria com o publico, 6rgdos de comunicagdo social e
convidados, e bem como, manter a imagem da marca da Sociedade;

» Planear e concretizar a execucgdo dos planos de divulgacdo, incluindo a redaccdo de
comunicados de imprensa, materiais promocionais € de relacdes publicas, sendo
responsavel pela actualizagdo diaria, redaccdo de contetidos e edi¢do de imagens nas
plataformas oficiais;

»  Redigir e tratar propostas, informacdes e cartas de diversos tipos, entre outros;

»  Executar e concretizar diversos projectos na area de relagdes publicas e demais tarefas
que lhe sejam superiormente atribuidas.

Remuneracio: A partir de MOP23 000/més, com o gozo das regalias definidas pela Sociedade
do Metro Ligeiro de Macau, S.A..

Perfil do candidato:

(a) Habilitagdo académica de nivel de bacharelato ou superior em relagdes publicas,
comunicag@o publica, jornalismo, comunicagdo, publicidade, planeamento de
actividades, promocgdo de mercados ou administragdo;

(b) Experiéncia profissional de dois anos ou superior na area de relagdes publicas,
jornalismo e comunica¢ao ou promogao de actividades;

(c) Bom dominio de chinés e inglés, designadamente, facilidade na leitura, redaccao,
compreensdo auditiva e conversagdo;

(d) Bom conhecimento sobre as aplicagdes do computador e softwares destinados ao
escritério, incluindo mas ndo se limitando a conjunto Microsoft Office, em
particular Word, Excel, PowerPoint, etc.;

(e) Sentido de responsabilidade e entusiasmo pelo trabalho;

(f) Capacidade de analise e resolucdo de problemas independente, boa capacidade de
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comunicacdo e coordenac¢do, forte espirito de equipa e capacidade para trabalhar

sob pressao.
Factor de preferéncia:

(a) Habilitagdo académica de nivel de licenciatura ou superior em relagdes publicas,
comunicagdo publica, jornalismo, comunicagdo, publicidade, planeamento de
actividades, promoc¢do de mercados ou administragao;

(b) Experiéncia profissional de trés anos ou superior na area de relagdes publicas,
sector de comunicag¢do social, planeamento de actividades ou exposigoes;

(c) Titular dos certificados profissionais relevantes ou ter frequentado o curso de
formagao nas areas relevantes;

(d) Experiéncia profissional em responder e acompanhar casos de reclamagdes de
forma independente;

(e) Experiéncia em discursos ou apresentagdes publicos e competigdes;

(f) Ter, publicamente, divulgado artigos ou livros;

(g) Experiéncia profissional em gestdo de paginas electronicas ou redes sociais;

(h) Bom conhecimento sobre softwares de design grafico (Photoshop, Illustrator ou
InDesign), gravagao de videos ou edi¢cdo de imagens;

(i) Bom dominio de portugués, designadamente, facilidade na leitura, redacgdo,

compreensao auditiva e conversacao.
Métodos de seleccdo: Prova de conhecimentos, entrevista profissional e anélise curricular.

Os métodos de seleccdo acima referidos tém cardcter eliminatorio, cujos candidatos aprovados
serdo notificados oportunamente pela MLM em relagdo a sua participagdo na proéxima etapa.
Quanto aos candidatos reprovados, que se consideram excluidos, ndo serdo notificados para o

efeito.
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English for reference only

Recruitment Notice

Recruitment No.: CO81-MLM-2025-E

Position: Administration Officer (Public Relations)

Employment Type: Full Time

Vacancy No.: 1

Employment Conditions:

(a)
(b)

Resident of the Macao Special Administrative Region;
Adults of aged 18 or above.

Job Description:

>
>
>

Be responsible for gathering public sentiment and producing analytical report;

Handle public relations (PR) crisis incident;

Handle external PR matters, including answering telephone enquiries, managing
complaints, and responding to PR issues, as well as being responsible for receiving the
public, media and guests, and maintaining daily communications to uphold the
Company’s brand image;

Plan and implement promotional campaigns, including drafting press releases,
promotional and PR copy, as well as managing daily updates, content creation and
image editing for official platforms;

Write and handle various proposals, reports, correspondence, etc.;

Execute and deliver projects within the PR field, and perform other duties as assigned
by superiors.

Remuneration: Starting from MOP 23,000 per month, with benefits as defined by Macao Light

Rapid Transit Corporation, Limited

Job Requirements:

(a)

(b)

(©)
(d)

(e)

Holder of higher diploma certification or above in the fields of public relations,
public communication, journalism, communication studies, advertising, event
planning, marketing, administration, etc.;

Possess two years or above of working experience related to public relations,
journalism and communication, event promotion, etc.;

Proficient in reading, writing, listening and speaking in both Chinese and English;
Be familiar with the use of computer and office software, including but not limited
to Microsoft Office suite, that is, Word, Excel, PowerPoint, etc.;

Have strong sense of responsibility, enthusiasm for work, and commitment;
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(f) Possess independent analytical and problem-solving ability, strong communication

and coordination skills, with team spirit and the ability to work under pressure.

Preferred Requirements:

(a) Holder of Bachelor’s degree or above in the fields of public relations, public
communication, journalism, communication studies, advertising, event planning,
marketing, administration, etc.;

(b) Possess three years or above of working experience related to public relations,
media industry, event or exhibition planning, etc.;

(c) Possess relevant professional certification or have completed training course in
related fields;

(d) Possess working experience related to independent response and processing of
complaint cases;

(e) Possess experience in public speaking performances or competitions;

(f) Demonstrate a track record of publishing articles or books;

(g) Possess working experience related to website or social media management;

(h) Proficient in graphic design software (Photoshop, Illustrator or InDesign), video
shooting or video editing;

(i) Proficient in reading, writing, listening and speaking in Portuguese.

Selection Methodology: Knowledge examination, professional interview and curriculum vitae
analysis.

Each stage of the selection process is eliminatory in nature. The Company will notify qualified
candidates in an appropriate manner to participate in the next stage of assessment. Candidates
who do not pass the assessment will be disqualified without further notice.



