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面試前，必須要做的七件事。

SEVEN THINGS TO DO BEFORE AN INTERVIEW



第一件事：PASS THE BASIC LAW 
AND NATIONAL SECURITY LAW TEST





第二件事



SEXUAL CONVICTION RECORD CHECK  -
HONG KONG POLICE FORCE



第三件事：FIRST AID CERTIFICATION





第四件事：準備個人履歷表
PREPARE A PERSONAL RESUME (CV)



個人履歷表內容 
THE CONTENT OF A PERSONAL RESUME/CV

• 個人資料:姓名、性別、聯絡電話(居住地址) 

Personal Information: Name, gender, contact number (residential address) 

• 相關工作／實習經驗-宜多作描述

Relevant work/internship experience - Provide detailed descriptions

• 學歷、專業資格

Education background, professional qualifications

• 技能、語文能力

Skills, language proficiency

• 課外活動／義工經驗（適合沒工作經驗的畢業生）

Extracurricular activities/volunteer experience (suitable for fresh graduates 
without work experience) 

• 到職日期

Date of availability



個人履歷表的正本與副本的關係
THE RELATIONSHIP BETWEEN ORIGINAL AND 
COPY OF A PERSONAL RESUME (CV)



個人履歷表與核對文件的過程
THE PROCESS OF RESUME (CV) AND 
DOCUMENT VERIFICATION



第五件事：準備求職信
PREPARE A COVER LETTER



求職信的內容
THE CONTENT OF COVER LETTER 

• 留意對象及學校名稱；

Take note of the recipient and school name

• 如果是電郵，必須要有主旨；

If it's an email, there must be a subject

• 履歷的「開場白」；

The "opening statement" of  your cover letter

• 內容忌公式化，宜簡而精

Avoid being formulaic in content, be concise and precise

• 感謝閱讀

Thank you for reading



求職信—注意事項
COVER LETTER – IMPORTANT NOTE

• 電郵欠主旨，稱謂相同（尊敬的校長）。宜清晰顯示學校名稱及校長姓氏

Email lacks a subject line, and the salutation is the same (Dear Principal). 

Clearly display the school's name and the principal's surname.

• 求職信太公式化，欠個性。可考慮加入QR code，或個人設計。

Cover letter is too formulaic and lacks personality. 

Consider adding a QR code or a personal design.

• 求職信及CV內，存在錯別字。寄信前，找別人幫忙核對內容。

Misspelled words in the cover letter and CV. 

Before sending the letter, seek help from others to proofread the content.



求職信—注意事項
COVER LETTER – IMPORTANT NOTE

• 不應考慮工作地點。車程不是問題，宜增加成功機會。

The location of the job should not be a consideration. 

To increase the chances of success, commuting should not be an issue

• 定期裝備自己。一邊找工作，一邊進修短期課程。

Continuously equip yourself.

While looking for a job, attend short-term educational courses.

• 將來不宜常轉工。同一份工作，最少工作兩至三年。

Do not change jobs frequently. 

It is recommended to work at the same job for at least two to three years.



第六件事：準備教學理念
PREPARE TEACHING PHILOSOPHY



教學理念內容
CONTENT OF TEACHING PHILOSOPHY

• 教學理念與實踐結合；

Combine teaching philosophy with practical application; 

• 最少提供1至2位學者的理論；

Provide at least 1 to 2 scholars’ theories; 

• 1頁就足夠

1 page is sufficient;

• 可突出個人的特性

Can highlight personal characteristics



尋找一位合適的諮詢人
FIND A SUITABLE REFEREE



諮詢人的角色
ROLE OF REFEREE

• 讓招聘機構從第三方了解你的情況

Let the employer understand you from a third-party perspective

• 提供個人履歷表與教學理念

Provide a personal resume and teaching philosophy

• 定期更新求職情況

Regularly update your job-hunting status

• 了解僱主如何與諮詢人聯絡

Understand how future employers can contact referee



第七件事：清晰僱主的要求
HAVE A CLEAR UNDERSTANDING OF 
EMPLOYER REQUIREMENTS



留意職位要求
PAY ATTENTION TO THE 
REQUIREMENTS OF THE POSITION

• 應徵者請將個人履歷、相片及申請書電郵至XXX;

Applicants should email your resume(CV), photo, and application form to XXX;

• 或郵寄至本校;

Or mail it to the school;

• 網上投遞申請表;

Submit the application online

• 註明申請職位。

Specify the position that you want to apply

• 合約期/工作地點/職位

Contract period / Work location / Position



重温求職７件事
RECAP OF SEVEN THINGS TO DO BEFORE JOB-HUNTING

1. Pass the Basic Law and National Security Law Test

2. Sexual Conviction Record Check

3. Certificate in first aid

4.準備個人履歷表 Prepare a resume (CV)

5.準備求職信 Prepare a cover letter

6.準備教學理念 Prepare teaching philosophy

7.清晰僱主的要求 Have a clear understanding of employer’s 

requirements



認識業界現況;
面試問題分析;

不同的求職策略;
Understand the current situation in ECE;

Analyze interview questions;
Share different job-hunting strategies;



不同機構的網站:學校職位
WEBSITES OF DIFFERENT ORGANIZATIONS: 
SCHOOL POSITIONS



職位申請手續及表格(可提早填表)
APPLICATION PROCEDURES AND FORMS FOR 
POSITIONS (CAN BE FILLED OUT IN ADVANCE)



• 養足精神，保持最佳精神。

Ensure you are well-rested and maintain a positive mindset

• 提早到達面試地點。

Arrive at the interview venue early.

• 穿著適當，儀容整潔。
Dress appropriately and maintain a neat appearance. 

• 等候面談時，不宜高聲談笑。

Avoid speaking loudly or laughing while waiting for the interview

• 預備文具、個人相片、履歷表和求職信。

Prepare stationery, personal photos, resume, and cover letter. 

• 了解機構的背景和理念。

Understand the organization's background and principles

• 必須關掉手提電話。

Turn off your mobile phone.

面試－事前準備
JOB INTERVIEW - PREPARATIONS



方便使用的文具
CONVENIENT STATIONERY



宜 (YES) 忌 (NO)

頭髮要梳理得整齊乾淨。
Hair should be neatly styled and clean.

髮型不要標新立異、不宜染特別的顏色。
No unique or unusual colors hairstyles

若要化妝必須清淡
Light and natural-looking makeup. 

不要穿戴耳環、煙眼
No earrings or smoky eyes

選擇素色的恤衫（主要是斯文的服飾）
Choose solid-colored shirts (preferably decent attire). 

不應穿牛仔褲、Ｔ恤或短褲
No jeans, T-shirts, or shorts.

攜帶手袋或公事包
Carry a handbag or briefcase

用大帆布袋或者設計複雜的手袋
No carry canvas bags or bags with complicated designs. 

穿皮鞋(男)、平底鞋(女)
Wear leather shoes (for men) or flats (for women). 

穿運動鞋、涼鞋或拖鞋
No sneakers, sandals, or flip-flops.

深色的襪子(男)、絲襪(女)
Dark-colored socks (for men) and stockings (for women).

不穿襪子、鴛鴦襪
No sockless or wear mismatched socks. 

儀容整潔
Maintain a neat and tidy appearance.

不修邊幅
No disheveled appearance.

面試衣著和儀容
INTERVIEW ATTIRE AND APPEARANCE



➢ 不可貿然入座，須等對方邀請才坐下，較為得體。

Do not sit without being invited, it is more appropriate to wait for interview’s 
invitation before sitting down

➢ 絕對不能遲到。

Do not be late.

➢ 專注的眼神，讓人感到誠懇與活力。

Maintain focused eye contact to convey sincerity and vitality

➢ 動作不要太大，避免出現小動作。

Avoid making excessive movements or fidgeting

➢ 保持微笑。

Keep smiling.

➢ 多說「請」、「謝謝」、「對不起」等禮貌用語。

Use polite language such as “Please," “Thank you," and “Sorry." 

➢ 尊重校內的同工。

Respect colleagues in the school.

面試禁忌（一）
INTERVIEW TABOOS (1)



➢ 忌迫不及待詢問待遇。
Ask about the salary.

➢ 發問口氣欠柔和。
The tone in asking question is not gentle enough

➢ 過度彰顯自我。
Excessive self-promotion

➢ 生涯規劃與機構期望不符。
Career planning is not aligned with the expectations of the organization

➢ 不應有親友陪同面試。
Friends or relatives should not accompany the interview. 

面試禁忌（二）
TABOOS IN INTERVIEWS (2)



直升機家長 
HELICOPTER PARENT



非常時期，非常手段，一切用心
IN EXTRAORDINARY TIMES, EXTRAORDINARY 
MEASURES, EVERYTHING WITH INTENTION.

多主動寄自薦信;
親身呈交申請表;
即使傳真也要試;
多想多試才成功!



• 讓校長 (主管者)控制或更換主題，不要搶話或插話。

Let the Principal (In-charge) control or change the topic, avoid interrupting or 
interjecting.

• 原則上只提供本身的長處、優點，除非校長(主管者)提出，否則不
要主動暴露其缺點。

Highlight your own strengths and advantages, do not expose your weaknesses 
proactively unless the principal (In-charge) asks for it.

• 言語表達要充滿自信心與對工作的興趣，表達意見應清楚。

Express yourself with confidence and show interest in the job. express opinions 
clearly.

對校長 (主管者)的問題要肯定正確且從容不迫的回答。

Respond to the principal's (supervisor's) questions with affirmation, 
correctness, and composure.

面試過程－注意事項（一）
INTERVIEW PROCESS – IMPORTANT NOTE (1)



• 對於不瞭解的事情，可以提出問題請教，不要逞強。

If you don't understand something, you can ask questions for clarification, do 

not pretend you know.

• 對於聽不清楚的訊息可以主動的請校長 (主管者)再說一次，以表

示自己的專心。

If you can't hear the information clearly, ask the principal (In-charge) to repeat 

proactively in order show your attentiveness.

• 坦誠的語言，平順的聲調和聲量。

Candid language, smooth tone and volume. 

• 注意校長 (主管者)的身體語言，懂得察言觀色。

Pay attention to the body language of the principal (In-charge).

面試過程－注意事項（二）
INTERVIEW PROCESS – IMPORTANT NOTE (2)



• 面談時要認真的聆聽對方的說話，並且將眼光注視對方。

Listen carefully to the interviewer and maintain eye contact during the interview, 

• 適度自我推銷。

Moderate self-promotion

• 可以詢問校長 (主管者)都對你的建議，以便日後改進。

Ask the principal (supervisor) for advice to improve in the future.

• 要說客套話

Speak pleasantries

面試過程－注意事項（三）
INTERVIEW PROCESS – IMPORTANT NOTE (3)



示範教學技巧分析（一）
ANALYSIS OF TEACHING DEMONSTRATION (1)

• 與筆試（即打字部分）有關，參考題目，
Related to the written test (specifically the typing section), 
sample questions
某一級某主題的某種類教學活動，
為高班設計理財的音樂活動（20分鐘）
A specific level with a specific topic of a teaching activity, 
Design a financial music activity for a K3 class. (20 minutes) 
• 某一級的某種類教學活動（不限主題），
為幼兒班設計一個主題活動（20分鐘）。

A specific level with a any topic of a teaching activity.
Design a thematic activity for a K1 class. (20 minutes) 
• 提供基本教具，就即場試教。
Basic teaching materials will be provided for on-site teaching demonstration.
• 不提供教具，即場試教。
No teaching materials will be provided for on-site teaching demonstration. 



示範教學技巧分析（二）
ANALYSIS OF TEACHING DEMONSTRATION (1)

DON‘T BE AFRAID, ONCE YOU ARE AFRAID, YOU LOSE FOREVER!
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