Staff Establishment (Excluding hospitals and time-limited post) 2012/2013

“O0O—Z/Z0—=%FEBTH (B RIEFBEBAEEN) Appendix H1/ [ff4&H1
1%
. Social Work & Welfare Staff HITEREIMNAE 27% (1,688)
. Teaching Staff HEAE 26% (1,621)
@ Artisan/Menial Staff RIREBAE 19% (1,212
@ Medical, Nursing & Allied Health Staff B2 Rm=EREAS  13%  (804)
Clerical Staff YEBAE 9% (538)
Administrative & Executive Staff TBRAE 5%  (296)
Technical Staff it AE 1% 1)

Total §&t : 6,250

Other Projects/ltems Completed in the Year

FRTERWHMEE /BE

¢ Recruitment of senior staff for new programmes and service centres as
well as vacancies arising from natural wastage was conducted

RFTETHV R EIAIET BIMR B E AN R EEERA - LIRABAR
MR ZERETRETRF

A total of 1,407 appointment boards were conducted and 1,286 new staff
were recruited

FAHBT-—TEESTDOEEZS S BE—TA/N\tAEZEL
Promotion exercises for teaching staff of secondary schools, primary
schools and kindergartens were conducted

R N RNFEE A B RITE TR

Regrading exercises to appoint eligible teachers to graduate teaching
posts in primary and special schools were conducted

R/ NB RS IR BRI A B A R A TR

Conversion exercises for re-appointing contract teaching and specialist
staff on permanent terms in secondary, primary and special schools were
conducted

RPN BREBREBRNENBMEAETEASEEERETHEER

A workshop on communication skills for staff of the Personnel Section with
a focus on enhancing staff team spirit and synergy was organized
RABHETEINEBREIO T UBES TR R BERSM
Ongoing enhancement and modifications of the Staff Leave Information
System was undertaken

FERARKREIBRIERNSKES

In accordance with the Civil Service Annual Pay Adjustment 2012, the pay
adjustment exercise for the staff concerned was undertaken
PEEBNABE _O—_FMHMWRAE  BHEE TNFHETEERE
Talks were organized to enhance staff's understanding of the risks and
portfolios of various investment vehicles under the Occupational
Retirement Scheme and the Mandatory Provident Fund Scheme

BIERE RS TNEBORAABMNABST RN ERES AR
Revision of the Staff Handbook was completed to incorporate the up-
dated changes in human resources policy and procedures
AEEEBITNANERBELER » B ETFM

Enhancement of the Human Resources Information System for tying in the
implementation of the new Job-grade Salary Structure for social
enterprises was implemented
BRADEREERGUR S E BEEITH BRI RS
Optimization of the Human Resources Information System in compliance
with the calculation of relevant statutory entittements on the basis of 12-
month average wages was completed
BIADNERIEERFLURE BB EERENE

Enhancement of the Human Resources Information System to
accommodate the additional requirements for personnel/financial
administration arising from addition of a new provident fund service
provider for Tung Wah Mandatory Provident Fund Scheme was carried out

RIFANERERAGUR S RERESFENERRSRBREMAAT
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* Modification of the Human Resources Information System for complying
with the amendment to the maximum level for Mandatory Provident Fund
contributions from $20,000 to $25,000 effective from June 2012 was
undertaken
BRANEREXZGURSBESHRINERERAARKTFH_O—Z
FEXRAEH_BBIR/R_BATTT

A new electronic form for calculating terminal payments of probationary
staff was launched

EHBTCARAPARLERBE LEFER

Ongoing fine-tuning of the Human Resources Information System, Human
Resources Information Booth and Human Resources Link (Interactive
Voice Response System) were continued

FRBUEADEREERS  BTENBURAF—RBEEEZT RN
Workshop on video production was organized for staff of the Personnel
Section

RAZEBE T RS R RETIFS

Other human resources functions and the related caseloads are displayed
in Appendix H3

BREEMADERBRE M ERRERESF M EHS

Election of staff representatives for the Staff Retirement Schemes
Management Committee, Staff Consultative Committee and Staff Welfare
Committee for the term 2013/2015 was undertaken
RZIO—=/ZO—hAFEETRIFIEEEEES - ETEAZTEER
BTRNEEEE THRETESR

Introduction of sponsorship for Self-arranged Sports Programme
RUSTBHT2REFHLBEE

Reviews undertaken %54 T{E
Review and update of recruitment advertisement service packages
BT M TR IS B P AR AT I
Reviews on the personnel procedures and practices were undertaken.
Improvement measures to streamline and enhance the flexibility of the
human resources administration system were implemented
RRITAZEFLBOEHRE - BREREHEEUBICANEREERR
FBEBITBREYITEE
* The personnel-related information in the Tung Wah corporate website was
reviewed and updated
B REFRE= AN ASZER
* The training evaluation process was reviewed to better measure the
effectiveness of internal training programmes
RAEIITEARE - DUE B MR R A ER IR E A B
* Review of Staff Housing Loan Fund and Staff Relief Loan Fund
BIIEIREEEESRETRIEEES
* Review of Hospitalization Benefits to Staff Members
B B TARER
* Review of Death Condolences to Staff Members
BNETEMES®
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Staff Appointment

BTHEE Appendix H3/ Hf5%H3

8,000 7,509 @ Appointment and salary assessment

FE A RSB T A
6,000

@ Creation/regrading of post
R | TR
4,000 3515

Internal staff for relief work

AEE TER
2,000 1238
799 ’ Appointment of part-time/temporary/relief staff
0 N 1 BRI/ BB T
Leave Administration
i H B
RUCCE 45410
@ Vacation leave and sick leave applications in paper form
40,000 BRI ET R
30,000 @ Vacation leave applications from
Headquarters staff via eLeave system
20,000 THAERE TERR LBRARRNKERRE
Other leave cases
10,000 3,920 B ey P
0 ! || !

Other Personnel Functions

HAth A= BLAE
Staff work injury cases
300 EBTTHEER
@ Applications for certificate of service
200 | FRISFERRTE
@ Outside work/secondment applications
BRONTAR/ME AR
100 101
T Applications for acting appointments
38 ELHw
0 ) Applications for early retirement/extension of service
- REBNITERRIBRE

Payroll Transactions in the Human Resources Information System
A& IR A 35 %0 R 2 10 3 i 48 2=

14,000

12,897 Cases for new recruits
12,000 FEETHEZR
10,000 c )
essation cases
8,000 BERE 2
6,000 Change of contract
BNEE
4,000 2.609
2,000 1 1375 | 087 A”OW&HCSS
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