Staff Establishment (Excluding hospitals and time-limited post) Appendix H1/ ff4%H1
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@ Social Work & Welfare Staff HIEBAAE 27% (1,693)
@ Teaching Staff BBAS 26% (1,602)
@ Artisan/Menial Staff BIRFHAR 20% (1,230)
Q Medical, Nursing & Allied Health Staff Z2ENEHIBEEAE 12% (763)
Clerical Staff XBAE 9% (538)
Administrative & Executive Staff THAE 5% (289)
Technical Staff BiTAS 1% (92)

As at 30 November 2011 B, EZ-O——F+—HB=+H

Other Projects/ltems Completed in the Year | FARRNEEE] /1B

Total

&E&t: 6,207

Appendix H2/ Ffi$xH2

» Recruitment of senior staff, staff for new programmes and service centres
as well as vacancies arising from natural wastage was conducted
R REEBBAL - FIETHE BB NRBFEN - LURRBRR
MR ZERETRIETRF

A total of 1,183 appointment boards were conducted and 1,100 new staff
were recruited
FARBT—F B/ \T=RHEERES  BE—TFT—8BLKEL

e Promotion exercises for teaching staff of secondary schools, primary
schools, kindergartens and special schools were conducted

R~ NB - PR RSRBRBBERTEFBR

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

RNB R B RN T RSB AR A YRR

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

RP S NBRERERNENZMEERTARETEEERNRE

o A team building workshop for staff of Human Resources Branch with a
focus on enhancing staff communications and synergy was held

RANEREES TERE RS TIED - LUBES THEE R B EREH

* On-going enhancement and modifications of the Staff Leave Information
System was undertaken

FERARKRETIRMEN SRR

« In accordance with the Civil Service Annual Pay Adjustment 2011, the pay
adjustment exercise for the staff concerned was undertaken

BEBNABE_O——FMFMAR - BRE TNHSITERAR

e Talks were organized to enhance staffs understanding of various
investment vehicles and the related risks under the Occupational
Retirement Scheme and the Mandatory Provident Fund Scheme

BMAEE RS TN BRERAG B AESH BNRERS R EBENEAR

e The multi-media resources kit for new appointees upon employment
contract-signing was upgraded for providing more detailed appointment
and personnel related information in a visual and effective way
MBRFETETEREBEESNENREBAZTENNSHEERE
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e« For facilitating service centres to calculate the minimum wage of staff
concerned in compliance with the Minimum Wage Ordinance, a minimum
wage calculation tool in electronic means was developed
RAEER/ R/ REEMR EERBEIEGRIGAEFEEINSRET
& HHEEREIEFERNEFRA

On-going improvement of the Human Resources Information System
(HRIS), Human Resources Information Booth and Interactive Voice
Response System were conducted
FERIRBRBRADERFEERS
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Workshop on multi-media production was organized for staff of Personel
Section
BAEIE TR ERERE Y

System modification of the HRIS for compliance with the Amendment of
Minimum Level of Relevant Income for Mandatory Provident Fund
Contributions was conducted

RBRBESHRNREBBAASKT » BADEREERRERER

Other human resources functions and the related caseloads are set out in
Appendix H3
BEEMADERBERE B ZREUSE T MIEEHS

Reviews undertaken #5% T/E

Review and update of recruitment advertisement service packages

BE R EHTREE SRS A E

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
RBTAFEFREOIELE - Y ERBENSERAITHREEELBIE
REEANEREERS

The personnel related information in the Tung Wah corporate website was
reviewed and updated
B REHRE= AN AEE



Staff Appointment | STE(F Appendix H3/ F##%H3
‘ Appointment and salary assessment 8,000 6.858
HEAE R AT A '
6,000 —
. Creation/regrading of post
R | AEEBAR
4,000 3,503 —
Internal staff for relief work
NEETERE 2,313
2,000 —
Appointment of part-time/temporary/relief staff 770
TSR/ R/ B RET 0 } - } }
Leave Administration | [BEAERE
42,680
40,000
‘ Vacation leave and sick leave applications in paper form
2T e =
RBRERBEEERR 30,000
‘ Vacation leave applications from
Headquarters staff via eLeave system 20,000
ITBAREE TEBM BB ARNKERERT
Other leave cases 10,000
HthREE R E R 3,610 3,573
0 s [ s
Other Personnel Functions | Bt A Sk
@ Staff work injury cases
BTTHEE 300
‘ Applications for certificate of service
PRIBE R 200 |
‘ Outside work/secondment applications
Besh TIE/ME SRR
- ) : 100 95
Applications for acting appointments
EERH
31
Applications for early retirement/extension of service 0 ) )
RERN/TERRIBZRF -
Payroll Transactions in the Human Resources Information System
ANBRIFERRERERNEMER
10,000
‘ Cases for new recruits 8,886
HEETMER 8,000
@ Cessation cases
#EEE LY
Change of contract 4,000
ANEE 2,862
2,000 I
Allowances 1,192 1,094
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