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Staff Establishment (Excluding Hospitals and Time-limited Posts) 2016/2017

HIREIAE Social Work and Welfare Staff
HWAB Teaching Staff
B 2TREBAS Artisan and Menial Staff
. BENEBRERAS Medical, Nursing and Allied Health Staff
| 7] Clerical Staff
. TAE Administrative and Executive Staff
B &tAE Technical Staff
Total §&t
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Other Projects/Iltems Completed in the Year

.

.

.

AT T RO BT B PR BB AL P AR R - MARA B AR LR
ZEER » EITIREE -

Staff recruitment for new programmes and service centres as well as
vacancies arising from natural wastage was conducted.
FRHBT140408REE S BE1,3632ET °

A total of 1,494 appointment boards were conducted and 1,363 new staff
members were recruited.

R N PR RSHRERNBB S RTE A E -

Promotion exercises for teaching staff of secondary schools, primary
schools, kindergartens and special schools were conducted.
RNBLGHRBRAERBETEB AR REAEI TR -

Regrading exercises for appointing eligible teachers to graduate teaching
posts in primary and special schools were conducted.

R NBRSHRERNENEMNEEASHEEBETEE -
Conversion exercises for reappointing contract teaching/specialist staff on
permanent terms in secondary, primary and special schools were
conducted.

TERETHAERRELREERERBNBSBER LD HIHE THERER
Ao B TG LEEER (F8) o FIINHRBEH -

A joint tendering exercise for pre-appointment medical examination and
medical assessment service was conducted. New service agreements were
signed with the “CHC Group Medical Practice” and “Raffles Medical Group
(Hong Kong) Ltd.” respectively.

RASEEE TEINEENEREIILIFY - DUINERE TR ERE o

A workshop on communication and reporting skills for Personnel Section
staff members was organised to strengthen collaboration.
FEERITAARE TR EREMEAR -

Continuous enhancement and modifications for the Staff Leave Information
System were carried out.

PEEBRAKE2016FNFHMAE - ANAERETINHERREHS 2
B BESREMZBNRE TR EEEAE -

In accordance with the Civil Service Annual Pay Adjustment 2016, payments,
including salaries, allowances, leave encashment, periodical payment and
etc. payable to the concerned staff members, were adjusted.

FTERRF R E= B S B R E MR R NEE R

Enhancement of the employer’s contribution rate under TWGHs MPF
Schemes was completed.

HETIRKETE (1977) TR ARBHITERRIHELRRT -

A review of the administration arrangements for nomination of the beneficiary
was undertaken for staff members under the Staff Retirement Plan (1977).
BB E TNABERAEIMAES BN EEAE AR -

Talks were organised to enhance staff members’ understanding of the risks
and portfolios of various investment vehicles under the Occupational
Retirement Scheme and the Mandatory Provident Fund Schemes.
RECTIVERNERER > DA ABE THEANDERSFRE

A newly designed memo pad was developed and distributed to new
appointees to promote Human Resources e-services.
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* FBNEANEREERMMAF—HBEFETARG (ABETER) -

Fine-tuning of the Human Resources Information System and Human
Resources Link (Interactive Voice Response System) was undertaken.

B RE=TABAREA AP AT F RN XD ERR - AEET
ERAFEEM -

Documentary system of the iPortal sub-site of the Personnel Section was
updated to facilitate staff members’ access to Human Resources related
information.

RAFER B EFARS - HEEEREEXHY -

A network-attached storage device was established for the Personnel
Section to facilitate the transfer and management of documents.

RSB E T ERIRBEHE TS -

A workshop on email marketing for staff members of the Personnel Section
was organised.

RETIIREENERLEEFEARS - REENDZNAFEENY

A network attached storage device was established for the Staff Training and
Welfare Section to enhance resources sharing and efficiency of knowledge
management.
TR EREERAFANE TR RBP LRERIEZNERE -
An interface was developed for the online nomination form for the Staff
Development Programme in Training Development and Management
System.
#53IT/F Reviews Undertaken
WEY R BRI E S AR S E -
A review and update of recruitment advertisement service packages was
conducted.
RRTAZEFLEAIELRS  BREBADEREEZRNKEEIER
THREHTEER -
Reviews on the existing personnel procedures and practices were
undertaken. Improvement measures to streamline and enhance the flexibility
of the human resources administration system were implemented.
° RIEFHM OB EEBAE - BT ABENE - BR{TEER - 18T
BADERE « BEERERESSE -
Taken into amount the pay adjustments and Consumer Price Index, a review
of the rates of related allowances was conducted, including the mileage
allowance, designated post allowance, and incentive allowance for funeral
parlours etc.
RESRITIRBER - ERENERNATEE /B -
Review and update of the list of personnel circulars/circular memoranda still
in force for alignment of existing organisational practices.
BERE/ B/ IFATERE T REABIREMERR - DIETHREH -
Review of random checking procedure for granting sponsorship for Staff
Development Progarmme at Division/Branch/Office level to simplify the
administration process.
o RRHERT RERF IR TR E BT E -

Review of Long Service Travel Panel Award.
c R E T RERUEENEREE -

Review of the sponsorship rates for staff recreational activities.
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Number of Cases Handled for Personnel Functions in 2016/2017 Ffy# H3/ Appendix H3

ETEE

Staff Appointment .

A APPOTmEnT BERH

Number of Cases

BRI IR0
Appointment and salary assessment 10.000-

. L/ AR 8,000-
Creation/regrading of post

6,000~
. REETER

Internal staff for relief work 4,000~

i co /s EEaT 2080~

Appointment of part-time/temporary/relief staff 0

RS .
Leave Administration B
Number of Cases
50,000 - -- === m = m
RERBERERE 20000 g2
Applications in paper form for '
vacation leave and sick leave
30,000-f------------mm - - - - - -
. BT EBMA HBEMARNIKERRTE 21,360
Applications for vacation leave dO0Q0p====d |poossessesd  bossssssssssssssssssss
via eLeave System
10,000-F----- 0 - - - - - - - - - - - - - - - -
HitEHER AR 4,632
. Other leave case?é< 0 [ |
Hith A SHAE
Other Personnel Functions Bz==g
Number of Cases
300-
BTTHEER

Staff work injury cases

i Lt e 200~

Applications for outside work/secondment

| P -

Applications for acting appointments

. RERNK/ ERRBRFE

Applications for early retirement/extension of service 0-

ANEREERIREIZOVF MBS

Payroll Transactions in the Human Resources Information System

[EESS
HEETMER Number of Cases
Cases for new recruits
16,000 -
. BER(EZ
Cases for cessation
12,000
. BNEE
Change of contract
8,000~
. b3z}
Allowances

4,000~
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