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Purpose

1. This report presents for endorsement by the Commerce and
Economic Development Bureau of the Government of the Hong Kong Special
Administrative Region the result of an initial study and the recommendation on
the feasibility of conducting a Manpower Survey for the Wine Industry.

Background

2. As commissioned by the Commerce and Economic Development
Bureau of the Government of the Hong Kong Special Administrative Region,
Vocational Training Council (VTC) has conducted an initial study to examine
the manpower and training situation and requirement of the Wine Industry.
The initial study aims to recommend future work to:

(@) collect up-to-date information on manpower situation of wine
industry in Hong Kong specified by job nature, levels and
skills;

(b) identify the skills shortages and training needs of the industry;

(c) conduct short-term and long-term manpower forecast and
assess its future manpower demand:;

(d) identify training opportunities for the pre-employed and
in-service practitioners;

(e) assess the business outlook of the industry; and
(f) make necessary recommendations on the scope and method of
the manpower survey for the wine industry.
Summary of Industry Consultation
3. Consultation was conducted between 22 February and 26 April
2013, 17 industry stakeholders were interviewed to collect up-to-date

information on the manpower situation of the industry as well as job levels, job
descriptions, skills requirements, training needs and business outlook.



4.

S.

In consultation with the stakeholders, the wine industry is
classified into the following sectors:

(i) Import/Export Trades

(i)  Wholesale

(ili)  Retail

(iv) Food & Beverage and Chinese Catering
(v)  Storage & Logistics

(vi) Insurance

(vii) Auction

(viii) Finance

(ix)  Wine Making

(x)  Education

Salient points of comments from these stakeholders on the outlook
of different sectors are summarized as below (details in Annex 1):

(a)

Import/Export Trades:

Market competition was keen since the wine duty exemption
in 2008 in the absence of entry barrier. After a considerable
period, those less competititve companies could not survive
and left the industry, the market becomes more consolidated
recently. On the other hand, some foreign companies entered
the Hong Kong market as a stepping stone to China market
but only maintain a minimum level of manpower.

(b) Wholesale:

With stable relationship being established with hotels or
restaurants, some wholesale companies can sustain their
business in the market. Knowledge in food & beverages
inventory management and wine storage are essential for
personnel in this sector.

(c) Retail:

The market is dominated by well-established chain stores.
As most Hong Kong customers do not have wine cellar at
home, most of them tend to buy wine for immediate
consumption.  Smaller retail shops have to find their unique
revenue stream, in order to avoid direct competition with
chain stores and to survive in the severe business environment



of high operating costs including rental and manpower.

(d) Food & Beverage:

There is a shortage of wine serving professional, especially
sommelier, in the food & beverage industry.

(e) Chinese Catering:

Selection and quality of wine in most Chinese restaurants is
limited. Customers do not expect as much as that in a
Western restaurant for wine consumption.  Currently, there is
no urgent need of wine professional such as sommelier for
Chinese restaurant. But basic knowledge and training in wine
serving and wine pairing for serving staff could enhance the
service quality and customers’ dining experience.

(f) Storage & Logistics:

Wine logistic business is a small subset of some international
logistic companies. Hong Kong wine logistic market is
dominated by several companies and the manpower is
relatively stable.

(g) Insurance:

Wine related insurance involves very limited manpower which
Is insiginficant in the market of general insurance business.
There is no distinct division of manpower for wine related
insurance.

(h) Auction:

There are several auction companies with business in wine.
Insufficient manpower is reported as extensive knowledge in
wine is required for the manpower involved. Most of these
employees possess experiences in other wine related sectors
and supplemented by in-house training .

(i) Finance:

Only one bank is involved in wine fund business so far.
However, information cannot be retrieved at this moment due



to the recent merge and acquisition exercise which is in
progress.

() Wine Making:

There exists only two major wine making companies in Hong
Kong but both are in small scale compare to overseas wine
making compaies. As the Hong Kong climate is
unfavourable to wine making, thus the whole process cannot
be carried out in Hong Kong. It also limits the growth of
wine making business and nomanpower shortage is identified.

(k) Education:
There are increased number of wine related courses since the
exemption of wine duty in 2008. The courses are of different
levels and their duration varies greatly to target audiences of
common driners as well as in-service professionals.

6. A list of proposed principal jobs with brief descriptions by job level
by sector is shown in Annex 2.

Wine-related Training in Hong Kong

7. There are many wine related courses available in the market, most
of them are for amateurs and some of them are for in-service practitioners or
those who want to start at career in the wine industry. Some public and private
institutions such as VTC, HKU SPACE, Open U LIPACE, etc. and other private
bodies are actively offering such courses. The type of courses include wine
appreciation, wine knowledge, sommelier training, wine business, wine
bartendering, wine serving, etc. In addition, the Employees Retraining Board
also offers several placement-tied wine related courses for the pre-employed.
The duration of courses ranging from 1 day to year long programme. Most
training providers are unwilling disclose the information on their planned
training places unless a formal manpower survey be conducted. However,
most of them have indicated that they may adjust their training places in
response to the changing enrollment situation. The stakeholders agreed that a
manpower survey would give a better picture of training places and types of
courses being provided in Hong Kong. Details of the courses are shown in
Annex 3.



Training Needs and Skills Shortage

8. Regarding the issue of training needs and skills requirement for the
employees in the various wine related sectors, comments of the stakeholders are
summarized as follows:

(i)

(i)

(iii)

(iv)

Import/Export Trades and Wholesales:

There will be added advantage if employees who are required
to handle their work including wine products have the relevant
product knowledge, F&B and wine business operation, stock
management, investment and China trade.

Retail:

Other than market knowledge and sales technique, there is
training needs in knowledge of wine product, food and wine
pairing as well as wine appreciation for the wine product retail
employees.

Food & Beverage:

With increased wine consumption in western restaurants,
upgrading of wine knowledge and wine serving skills are
necessary for F&B employees.  Wine picking, wine
marketing, food and wine pairing knowledge are essential for
fine dining restaurant employees and thus relevant focused
training should be provided. For Chinese restaurants, wine
serving skills is mostly needed for frontline waiters/waitress.

Storage and Logistics:

Logistic employees require training on wine handling and
storage as there exists great difference in handling wine with
other goods.

(v) Auction:

Extensive knowledge in fine wine, authentication and auction
Is required by the employees in the auction sector.



(vi) Insurance:

Since the business of wine related insurance is relatively small
in the market of general insurance business, expert advice will
be sought from the industry on the value of wine products. In
the long run, training in wine knowledge for employees in
handling wine insurance is required.

(vii) Education:
Although there are many wine trainers in the market, the
qualification and skill requirements of a qualified trainer have

yet to be defined.

(vii)Wine Making:

Knowledge and skill in wine making, marketing and
promotion are important to the sustainability of wine making
establishment in Hong Kong.

9. Stakeholders considered that a comprehensive manpower survey
can identify the training needs and skills requirements of individual
wine-related jobs. It can also help identify the articulation pathways for future
reference of training providers, employers and employees.

Business Outlook

10. In general, stakeholders interviewed widely agreed that the policy
of wine duty exemption in 2008 stimulated the expansion of Hong Kong market.
There has been a solid growth in wine imports and re-exports. Besides, many
entrepreneurs in the local business community also joined the industry since
there is no entry barrier to the wine business. However, many of them
reflected that the competition within market was keen. The changing global
economic climate, the opportunities and potential crisis brought by the emerging
China market creates uncertainties to the development of Hong Kong Wine
Industry.

11. Some stakeholders also considered that there are two factors
fostering further growth of the Wine Industry in Hong Kong. Firstly, wine
consumption in Hong Kong and the Mainland is increasing and further growth



Is expected. Secondly, the drinking attitude and habbits of the drinking
population, especially that in Hong Kong, has been changing. With more
drinking experience and understanding to wine, some of them begin to demand
for fine wine and it is expected this trend will sustain. These two factors echo
with the shortage of manpower in sales function and wine-serving, as reported
by industry members.

12, All stakeholders involved in the consultation considered that there
Is a need to conduct a full scale manpower survey with a view to assessing the
industry outlook.

Recommendations

13. To further investigate the manpower situation of the wine industry in
greater details and conduct forecast of manpower demand and training needs in
the future, the Vocational Trainng Council recommends to conduct a survey to
collect statistics that accurately reflects current situation of the industry.

14, To conduct the survey, it is necessary to define the scope of wine.
It is tentatively proposed that the definitions® in the Dutiable Commaodities
Ordinance, Cap. 109, be adopted.

15. The survey should cover all employees of the principal jobs. They
are managers, supervisors, and operational/clerical staff in the following
branches of the wine industry:

Branch 1: Import/Export Trades;
Branch 2: Wholesales;
Branch 3: Retail;
Branch 4: Food & Beverage and Chinese Catering;
Branch 5: Storage & Logistics;
Branch 6: Others

(i) Insurance;

(i1) Auction;

(iii) Finance;

(iv) Education;

(v) Wine Making.

** includes "wine" (%#77%58) - a liquor with an alcoholic strength of not more than 30% by

volume measured at a temperature of 20°C, which is obtained from the fermentation of
fresh grapes or of the must of fresh grapes, whether or not that liquor is fortified with spirits
or flavoured with aromatic extracts; and "Sparkling wine" (5§ &)%) 1) - wine which, when
the receptacle containing the beverage is opened, releases carbon dioxide and having, when
contained in the receptacle prior to such opening, an excess pressure of not less than 300
kPa at a temperature of 20°C.



16. The sample size for the survey would be around 400 to 500. The
proposed methodology, sampling plan, procedures as well as a timetable are
proposed in Annex 4.

Vocational Training Council
April 2013

10



Details of Consultation on the Wine Industry

Annex 1

Date / Member /| Manpower Situation Industry Outlook Views on Conducting
Nominated by Manpower Survey
22 Mar 2013 Manpower of sommelier is in | Positive since the exemption Agreed to conduct a

Mr Nelson Chow
(Hong Kong
Sommelier Association)

shortage as competent sommelier
requires skills in different aspects
such as wine picking, wine
marketing, servicing skill and
techniques, food and wine pairing
and wine handling knowledge.

wine duties in February 2008,
with increasing demand of
sommelier and wine
professionals in Mainland and
Hong Kong.

full-scale manpower
survey to gain a
holistic view on the
manpower situation of
the industry and
identify training needs
for further
development.

22 Mar 2013

Mr K. K. Mui
(Wine
Company)

Trading

Most of the wine trading
companies are in small size with
1 to 10 employees at most.

There are three major types of
customers: private individual,
retail shop and on premises.
Skills and knowledge required by

There was a positive growth
since the exemption of wine
duties. However the removal of
entry barrier brings more

competition to the trading sector.

Agreed that a
manpower survey
should be conducted to
collect updated
manpower information
in view of the changed
environment.

11



Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

employee of wine trading
company varies with the type of
customer. For example,
companies targeted at on
premises customers may require
their employees have more
knowledge on the operation of
F&B industry, consumption
patter/cycle and stock
management, while those target
at private customers require
extensive knowledge in wine
investment.

27 Feb 2013

Mr Simon Tam (Wine
auction company)

There are 3 to 4 wine auction
companies active in Hong Kong.
Wine department comprises of
positions of head, senior
specialist, specialist and junior
specialist. A University graduate
with working experience in wine
can start with the position of

Developing Hong Kong into a
wine hub is possible as there is
good support from the
Government and well-established
infrastructure which favours the
development of Hong Kong wine
industry.

Agreed that a
comprehensive
manpower survey
would identify types of
manpower and skills
shortage in the
Industry. Relevant
education and training

12




Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

junior specialist. While most staff
are trained internally, it is timely,
costly and difficult to train up a
specialist as extensive knowledge
in fine wine and auction is
required. Shortage of quality
manpower exists in the Sector.
Future manpower development
up to 200 is expected.

Wine auction is not common and
not well-understood by the public
or even some wine salesperson.

could be provided to
fill the gap.

7 Mar 2013

Mr Eddie McDougall
(Wine making,
distribution, retail and
training company)

There are very few wine making
companies in Hong Kong due to
the weather factor and lack of
good wine making skills. Given
small size of the wine making
company, there is usually no

clear  division of labour.
Knowledge and skill in wine
making, marketing and

promotion are important to the
sustainability of wine making
establishment in Hong Kong.

Wine making: Benefited from
CEPA, however not very
profitable due to high cost of rent
and manpower.

Wine retailing: Retail market is
dominated by well-established
chain stores, small retail shops
have to find their unique revenue
stream so to avoid direct
competition. There seems to be
some room of growth for online

Support to conduct the
survey as it helps to
collect information for
the Government to
formulate policies
enhancing Industry
growth.

13




Date / Member
Nominated by

/

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

purchasing.

Hong Kong people have different
consumption pattern, most of
them buy wine for immediate
consumption which limits the
growth.

Entry barrier for retail sector is
low, impulsive investor may
underestimate the difficulty to
maintain the business, which
brings uncertainty to future
outlook of the Industry.

Suggestion: government should
establish a regulatory mechanism
by introducing licensing fee.

14




Date / Member /| Manpower Situation Industry Outlook Views on Conducting
Nominated by Manpower Survey
8 Mar 2013 In the early years of wine duty | There are around 120 company | A manpower survey

Mr Henry Ho and Mr
Ivan Hui

(Hong Kong Wine
Merchants” Chamber of
Commerce)

exemption, wine knowledge
requirement in  wine trading
company was low, but most

require basic knowledge now.

For companies with business in
China, knowledge in logistic is
the key. Good knowledge of
China trade such as Government
policy, minimum wages, etc, are
of great importance.

In terms of wine education, there
is a shortage of qualified trainer.
As WSET does not serve the
purpose of training up trainers,
WSET certificate holders may
not have sufficient knowledge
and technique to teach.

members in Hong Kong Wine
Merchants’ Chamber of
Commerce, most of them are
small and medium enterprises.

China trade companies that
re-exports wine to China is
growing. The entry barrier for
China trade is low but difficult to
maintain. Large enterprises are of
greater advantage as they
dominate throughout the supply
chain, SMEs are more difficult to
survive. It is believed that certain
no. of companies started business
in China could not survive

Imposing glass beverage bottles
recycling fee increases the
burden of SMEs and will not
solve the environmental problems

would serve the
purpose to gain a
realistic picture of the
Industry, especially the
situation of China
trade companies. The
survey could also
define the gap between
manpower quality and
employers’
expectation.

15




Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

Agreed that industry committee
such as Training Board or ITAC
can be established to define
standard of staff and enhance
manpower quality.

15 Mar 2013

Mr Charlie Fung (Wine
Storage and Logistic
Company)

Manpower is quite stable at
managerial and  supervisory
levels. Turnover is frequent for
warehouse operative staff as
salary becomes less attractive
under the impact of minimum
wages.

Training is essential for wine
logistic manpower as there is
much difference in handling wine
and other goods. For example,
wine logistic staff has to be
well-aware of the different
arrangement of stock-keeping
unit, vintage year for wine versus

Wine logistic is a small sector of
business for some major logistic
companies, some outsources the
storage business (e.g. DHL) to
control risk

There are two kinds of wine
storage in logistic industry, which
are private cellar and commercial
cellar. Business of the former
focused on storage service of
wine, while the latter focused on
freight service.

Logistic industry has been losing
its competitive edge to the

A full-scale survey
would help evaluate
the scale of wine
related business in
Hong Kong and serve
as a basis for future
comparison.

16




Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

expiry date for food. Sales and
customer service staff also needs
knowledge of contract drafting
and customer expectation
management.

mainland cities in the recent 10
years. Contrastingly wine logistic
IS growing since the exemption of
wine duties in 2008.

Future trend will be greatly
influenced by the China’s
openness of wine market, such as
reduction of wine duties.

25 Mar 2013

Mr Tommy Cheng
(Federation of
Self-Financing Tertiary
Education)

There are several Institutions
offering wine related training
courses ranging from 1 day to a
year long programme. HKU
Space, VTC, HKMA and HK
Federation of Trade Unions are
actively offering such courses.

Most of the applicants taking
wine courses are 1) for personal
interests; 2) to get qualifications
to each wine related course and
3) for promotion.

The most popular are certificate
and professional diploma levels
of wine related courses.

Enrolment figures drops each
year as the market demand has
become saturated.

There is lacking in Putonghua
speaking trainer.

Agreed that the
manpower survey
would give a better
picture of the situation
of the industry in the
education sector.

17




Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

There is no shortage of
manpower in the education
sector.
25 Mar 2013 There are a lot of private | More private wine related Agreed that the
companies  became  WSET | companies registered as WSET manpower survey

Mr Greenie Lam

approved program providers.

approved program providers to

would give a better

(Mocational ~ Training offer wine related courses picture of the situation
Council) More than half applicants taking | including AWSEC, HKMA, IVE, | of the industry in the
wine related courses are for | BBR, HK Wine Academy, Open | education sector.
interests only and less than 25% | University, HKU(SPACE),
of applicants are for job related | Chinese University.
reasons.
More middle-class take wine
related courses for social
networking.
9 Apr 2013 There are two types of insurance | Insurance products for wine He hoped that the
for wine: cargo insurance for | industry occupy a small portion | statistics collected in
Mr Chow Wai-chuen | transporting wine and insurance | of the business of most insurance | the manpower survey

(Insurance company)

for wine collection at wine
cellars. There is not much
manpower involved for insurance

companies. Further growth will
benefit further the insurance
industry but to a limited extent.

can serve as a basis for
the insurance industry
to consider developing

18




Date / Member
Nominated by

/

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

products related to wine as most
general insurance companies do
not rely on products for wine
industry. Since knowledge in
valuation of wine is needed for
product design or claims
handling, wine specialist may be
hired on temporary basis to offer
professional advice.

products tailored for
local context and
identify shortage of
talents.

9 Apr 2013

Mr Antonio Koo
(Import/Export/Retail
company)

The skills (e.g. analyzing skills
and sensitivity to  figures)
required by positions of buyer in
retail company are similar to that
of brand manager in wholesale
company. Those with good
product knowledge will be more
successful. Manpower of sales
staff is in shortage.

Since the expansion of the market
in 2008, it is noticed that most
small companies could not
survive 3 years as the retail
market is gradually saturated.
Fine wine market in Hong Kong
is the only market with space for
further growth. In case China
opens the wine market in the
future, Hong Kong’s advantages
will be on premium wine
authenticity and credibility.

Agreed that a
manpower survey
would be beneficial to
wine trading and retail
companies in Hong
Kong as it helps to
define Hong Kong’s
position and provides
hints on the direction
of manpower
enhancement for
further development of

19




Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

the industry.

It would be interesting
to know which sector
or which part of the
society that this survey
would help.

9 Apr 2013

Mr Ephraim Tsang
(Wine-making &
training company)

Subject to the strategy of the
company, for some of them, the
key manpower is wine-maker and
promotion personnel.

The wine-making experience is

new for most of people. Further
development targeting Mainland
tourist is possible.

Agreed that the
manpower survey
would give a better
picture of the situation
of the industry.

9 Apr 2013

Mr Yeung Wai-shing
(Chinese Catering
Industry Association)

The major consumption of
alcoholic beverage in Chinese
restaurant is beer, wine only
occupies a very small portion.
Thus there is not much demand
of manpower for professional
wine serving in most Chinese
restaurant. The positions of

The consumption pattern and
customer’s expectation vary
greatly between Chinese
restaurant and Western restaurant.
Customers consider wine as a
kind of beverage in Chinese
restaurant while many of them
see wine consumption as a form

It would be beneficial
to the catering industry
to understand the
manpower requirement
of wine related
personnel and prepare
for future demand.

20




Date / Member /
Nominated by

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

sommelier or waiter/waitress
with proper wine serving skills
are  uncommon in  Chinese
catering industry.

of enjoyment and appreciation in
Western restaurant. Selection and
quality of wine in most Chinese
restaurant or banquet is limited as
well,

There is still space to develop the
culture of wine pairing in
Chinese cuisine.

11 Apr 2013

Mr Joseph Luk
(Distribution and
Wholesaling company)

A small team of 11 staff is
enough for the operation of the
company, of which 6 perform
sales-related function.

Training for F&B employees on
wine serving is needed.

There was keen competition in
the industry since 2009. Retail
business is more difficult as
rental cost is too high.

With the trend of increasing wine
consumption in Hong Kong and
the Mainland, Hong Kong can
serve as a platform for companies
to enter the Mainland market.

Supported to conduct
the manpower survey
and identify skills
required by F&B
employees to improve
wine serving quality.

21




Date / Member
Nominated by

/

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

12 Apr 2013

Mr Eddie Chan
(Country Club)

Young people are much eager to
enter the wine industry in recent
few years, especially for the job
position of sommelier.

The manpower demand and job
levels of wine-related personnel
depend on the business nature of
the club. For some clubs, wine
sales grew drastically in recent
years, which brings increase to
the demand of related staff. The
function of a sommelier is
sometimes performed by
beverage manager / barman /
restaurant manager.

Certificate is not a must for the
position of sommelier, experience
IS more important.

The consumption pattern of
Mainlanders is changing. They
demand wines of high quality for
appreciation and enjoyment while
most of them purchase wine for
investment or as a gift years ago.

It is expected that there will be
increase in the consumption of
wine in Hong Kong but consumer
will demand wine of better
quality. This will expel wines of
poor quality and their importers
from the market. The manpower
in retail and trading sector may
decrease but demand on quality
serving staff will increase.

Agreed that the
manpower survey
should be conducted to
obtain the statistics of
all involved sectors.
Through evaluating the
manpower needs and
training needs, it is
hoped that quality and
systemic training on
wine servicing can be
provided to F&B
employees.

22




Date / Member
Nominated by

/

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

The multiple role of wine
professional should be noted: a
sommelier can be a wine
merchant, wine judge and wine
critic as well.

23 April 2013

Mr Allan YU
(Insurance Company)

There is no distinct division of
manpower for wine related
insurance. Underwritters who
handles properties insurance for
high value wine may require
wine related knowledge to
evaluate risk.

The growth of wine industry
since 2008 benefited general
insurance and agency companies
though it is estimated that the
scale of wine related insurance
business is still insiginficant in
the market of general insurance
business.

Agreed that a
comprehensive
manpower survey
would help understand
the impact of the wine
duty exemption policy
on wine related
business.

26 April 2013

Mr Blondin HO
(Hotel)

There is position of bartender in
most hotels with lounge service
but for the position of sommelier,
this post exist only in five-star
hotel or above.

Training for F&B employees on
wine serving and product

Wine consumption rate in the
hospitality services drops
significantly during the recent
few months because of the
tightening of economic policy in
the Mainland.

Investment in wine cellar or

Supported to conduct
the manpower survey
and identify skills
required by F&B
employees to improve
wine serving quality.

23




Date / Member
Nominated by

/

Manpower Situation

Industry Outlook

Views on Conducting
Manpower Survey

knowledge is needed, especially
for those lower grading hotels.

ancillary facilities depends on the
business preference of hotel
oOWners.

Most hotels are in need of F&B
employees with product
knowledge and well-trained wine
serving skills.

Considers there is room for
development on wine making
skills.

24




Annex 2

Proposed Job Description of Principle Jobs of the Wine Industry
& e LR N TR

Import / Export Trades

A LIZE

No.
AR

Job Title
i

Job Description

T1EaREA

MANAGERIAL LEVEL

1

General Manager
HRaE

Assumes total responsibility of a company and
has other managers / executives as direct
subordinates.

EIEAEINEEE L - ARFE R AT K AT
BAR -

Shipping Manager
AL [ AL e

Takes charge of the operation of logistics, import
and/or export division / section. Liaises with
customers, agents, distributors, and insurance,
shipping and other companies. Ensures proper
preparation and submission of import / export,
shipping and relevant documents on time.

EEYIR -~ ke | B TTERFIHIZERS - B
%~ ACEHACEERE ~ fHESERE LU ORbE ~ S R
LA F PrEFIRES - FECRHH AL ~ s e Bt
BRI S E R R 2K -

Merchandising Manager
R An PR AL

Plans, organises, directs and controls sourcing,
purchasing and buying activities. Reviews
market and sales analyses to determine local and
/ or overseas market requirements. Follows up
buyers’ orders, liaises with appropriate
departments to ensure prompt execution of
buyers’ orders.

o]~ HAR - EE R B S R ERE LAE - e
T fE T E R IR EAR K | Bgsh
HSHIEE K - IREE RETE - WELAREENF T
& o DR EVIRE VR IESTE 5L -
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No.
AR

Job Title
i

Job Description

TIEERHH

4

Sales / Marketing Manager

e [ B

Plans, organises, directs and controls marketing,
sales and promotion activities. Reviews market
and sales analyses to determine market
requirements. Personally contacts clients to
promote sales.

R - AR BRI AN - B

R TAE - tead i BRI & > LS
G K - BEBHEEE > IHERSER -

Warehouse and
Distribution Manager
(Logistic)

B R

Responsible for and controls of the receiving,
storing and distribution of goods and the overall
operation of a warehouse. Ensures receiving,
storage and distribution services are provided for
and records kept. Enforces fire, safety and other
government regulations.

BB SV - (7~ 7 LIE > Dk
BERMRREE - R - FiF Tk
% IRFARIECE: - HECRTTEIRN ~ ZEME
AR -

Purchasing Manager
PRAEALH

Manages purchasing activities in sourcing,
negotiating price, terms and condition of
suppliers’ contract. Approves Purchase Orders.
Oversees overall purchasing procedures.

B LIF > i ER - JaRiEE At
ECIRE - FMETH - BB R

=2k

Other Supporting
Managers

(please specify titles)
HAth &SRB
(st B EL)

Managers involve in personnel, accounting,
finance, IT or other administration work.

SHAT - @il W5 - ERRE AT
TR B -
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No.
AT

Job Title
i

Job Description

TiEERH

SUPERVISORY LEVEL

EEH

8

Shipping Supervisor
R A4

Checks shipping documents and monitors the
transport of raw material and cargo.

ST R R B S A -

Merchandiser / Buyer

Han | PRI EAE

Responsible for the purchase of merchandise for
sale or materials for internal consumption.
Liaises and negotiates with suppliers and buyers.
Ensures the orders are properly executed.

SRS L E - SRR A P ED
{E - BLLRER « Hoetiask - MRS

Ay 2
=5 °

10

Sales Supervisor

E¥ELE

Supervises a team of salespersons. Checks and
studies sales figures, stock of merchandise and
customers’ preference and makes
recommendations on the purchase and stock of
merchandise.

e — A B S E T - BT 5 s B
SRR - ERRITIR R BT «
RORBE AV ELTE: » V50 S A R 77 B
5 -

11

Warehouse and
Distribution Supervisor
(Logistic)

B R EE FAE

Plans and supervises receipt, inspection, storage
and distribution of goods. Supervises warehouse
staff in maintaining the workflow of warehouse,
ensures the keeping of records of goods entry
and exit.

REIMEEEYR - & #FETET
- BEEEE B TIREENLIERE  fRFE
Pt EC ek -

12

Transportation Supervisor
Ll TEER

Takes charge of overall supervision of
transportation activities. Co-ordinates goods
handling activities with clients and warehouses.
Supervises the preparation of documents before
arrival / departure of goods.

SEeEmEEREETE HEHEFEE
RSV B 2Pk - HECR )RR BE
23

BZ
A
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No.
AR

Job Title
i

Job Description

T1EaREA

13

Purchasing Supervisor

PRI (T

Assists the Purchasing Manager in implementing
purchasing functions. Supervises Stock /
Purchasing Clerk.

BN PR TERE LA R EE [ &R
BECH -

14

Sales Consultant

S A

Performs sales job in promoting the company’s
products / services to potential and existing
customers. With strong technical knowledge
regarding the related products / services, he can
explain to customers and interpret product
characteristics to meet customers’ needs and
close the deal. Works with colleagues in
merchandising / logistic / warehouse and
distribution and recommends changes where
necessary to meet market demand and market
trends.

HEHE TIF R ARAEAEE 2B EHE
NEES [ RS o DLRFER | RFE
RG> [ e 2 AR P A ARAYS B 2R > AT
e RAE IR DL SE A 5 - AL mmf VR I
KBS - B EIME T ~ 4~ TR
BB a e - DUk i K R 5
2 -

15

Promoter Supervisor

A EAE

Supervises Promoters in promoting products in
order to meet the company sales target.

BB HESH BN G an - DAEEF A E]HYE
B

16

Other Supporting
Supervisors

(please specify titles)
HAth FERSIRAE
(575 ot BH LI

Supervisors involve in personnel, accounting,
finance, IT or other administration work.

SHLNE -~ Gt~ U5 - Bl RH S TE
ER(SPERERS ON=
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No.
AR

Job Title
7

Job Description

TIEERHH

OPERATIVE / CLERICAL SUPPORTING LEVEL
Kt AR | SCE&K

17 Assistant Merchandiser Assists the merchandisers in executing orders
Eppiiar=| placed by buyer. Liaises with buyers on
requirements of merchandise.
B EAESERAC 5 » Wik B A% B 52
fREs o
18 Documentation / Shipping | Prepares shipping documents for import / export
Clerk or other related purposes. Keeps records of
SCEREREE | fBSCE | shipment.
B Y A T BCEA A RSB HY S PreF(] 4
SCEE ©
19 Salesman; Sales Solicits orders for the wholesale provision or for
Representative the import / export of merchandise. Gives
= av explanation and advice to customers or potential
customers on the product(s).
S S AL s A CIET B - sh A S &Y
FEnn A SRR R B A SR -
20 Stock / Purchasing Clerk Receives, stores and distributes supplies and
Eg | #ExE commodities. Prepares purchase orders and
maintains records of items purchased. Compiles
and compares stock records to prepare
requisitions.
P EEFE I E N Em - R EET
K ﬂIF‘rYJ?E%‘“Eﬁ AL F EEE
e a
21 Promoter (Retail) Promotes products and provides customer
5 Services.
HESH B KR P RS -
22 Part-time Promoter Promotes products and provides customer
(Retail) services in part-time mode.
FRHESH 2 3 \
DASRSIE 2 HEsH S in SR B P IR -
23 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,
Staff personnel, accounting, finance, IT or other
(please specify titles) administration work.
Hitr & | #EAS o . . \
(3551 EL R S) SHRRE - AE - gt U - BElRREG

J1UA§ BZIYEEI’JKE L LTINS
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Wholesale
#L3&

No. Job Title Job Description
AR5 L7 TAEREA

MANAGERIAL LEVEL
ST

1 General Manager Assumes total responsibility of an establishment
gEz and has other managers / executives as direct
subordinates.

RIS R T B RE T A A AT
BAA -

2 Merchandising Manager Plans, organizes, directs and controls sourcing,
[RsTiTae A purchasing and buying activities.  Reviews
market and sales analyses to determine local and
/ or overseas market requirements. Follows up
buyers’ orders, liaises with appropriate
departments to ensure prompt execution of
buyers’ orders.

o]~ (& B E R LR SERELF - faat
T35 JE R TE R DU EA S s
FYRROK - BREEE SETE - MBI BT -
DIt PR SR IR E R -

3 Quality Control Manager | Plans, organizes, directs and controls quality
T R K P assurance procedures in all stages of
merchandising to ensure products meet the
required standards and specifications.

TR~ AHAK ~ BB R B PR T T S P B

B REEREFY - HECRAORE BB AR T & B E AR
FARE

4 Sales and Marketing Plans, organizes, directs and controls marketing,
Manager sales and promotion activities in a wholesale and
HE | hsskHE distribution establishment.  Reviews market
and sales analyses to determine market
requirements.  Personally contacts clients to
promote sales.

RE] ~ dHER - BER RSN TS - B
JE AR TAF - imad i K2R ITERL > P
HE TSGR K - SRR - DUEESE

7 e
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No.
ARt

Job Title
i

Job Description

TiEERH

5

Warehouse and
Distribution Manager

B R S B

Responsible for and controls of the receiving,
storing and distribution of goods and the overall
operation of a warehouse. Ensures receiving,
storage and distribution services are provided for
and records kept. Enforces fire, safety and other
government regulations.

EHMNE SV - (7 - 3 I1FE > Dk
SEHyRRREE - RRAHRE - B Rk
o IREARRCE: © MR EHDT ~ e
B HAEB -

Compliance Manager

2 PRS2

Takes charge of the full compliance function of
the company. Responsible for developing
policies and procedures and implementing proper
practices on vendor compliance. Provides inputs
to management on long term strategic direction
on compliance issues. Keeps abreast of the
global development on aspects like human rights
and international standards and alerts
management on high risk areas. Interfaces with
merchandising  personnel, QA  personnel,
customers and suppliers for continuous
enhancement on compliance practices.

EEARSRESGSHERINSEE - 85
HIETEOR A2 AUE RS SREUT & Rl
0% o AT E 2RI RIIRES 781 > e e
PERER R o TR ERE A RE K B PR T
% WIREEHEEE A 5 LB R
i - BEIPRIE AR - BRIREA R ~ BE K LE
FERFECIE > DUEES IR G AERIEY TIE -

Purchasing Manager

PR

Manages purchasing activities in sourcing,
negotiating price, terms and condition of
suppliers’ contract. Approves Purchase Orders.
Oversees overall purchasing procedures.

BRI TAE - BiEsmER - JaRER
TEG LIRS - L C B - B e RGPy -

Other Supporting
Managers

(please specify titles)
B HH R AR
(R e HH LK)

Managers involve in personnel, accounting,
finance, IT or other administration work.

SHEANE - Gt W - BRREEEHATTE
BER(EINSEE YN
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No.
A

Job Title
ekt

Job Description

TAESH

SUPERVISORY LEVEL

EEHK

9

Shipping Supervisor
% £1E

Supervises the operation of wholesale division /
section of an establishment. Checks shipping
documents and monitor the transport of cargo.

BB IRPT A LR - BBt BE
BimHY . -

10

Merchandiser / Buyer

Pon /PR (T

Responsible for the purchase of merchandise for
sale or materials for internal consumption.
Liaises and negotiates with suppliers and buyers.
Ensures the orders are properly executed.

SRS L - SRR A P ED

S - BIELERG ~ ERIHEREEK - IR S
N
E':E'Jl:)ﬂz °

11

Quality Inspector
anE AR A 8

Conducts quality checks on goods according to
buyers’  requirements.  Supervises  quality
control/inspection  personnel for inspecting
quality of products.

AR R aVE R R B ERE
K BEEETER | EABTAE -

12

Sales Supervisor
(=f Saun

Supervises a team of salespersons. Checks and
studies sales figures, stock of merchandise and
customers’ preference and makes
recommendations on the purchase and stock of
merchandise.

4 FRE T SRR BB 8+ AT
ST S S RS TR S
AERI R SR - B — AR T
fF -

13

Warehouse and
Distribution Supervisor

B R

Plans and supervises receipt, inspection, storage
and distribution of goods. Supervises warehouse
staff in maintaining the workflow of warehouse,
ensures the keeping of records of goods entry
and exit.

RENETE &Yt - B o % IF -
BEHEERTRKEEN LIERRE  (rFEVHE
tHECEE ©
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No.
A

Job Title
i

Job Description

TfEsH

14

Transportation Supervisor
i FAE

Takes charge of overall supervision of
transportation activities. Co-ordinates goods
handling activities with clients and warehouses.
Supervises the preparation of documents before
arrival / departure of goods.

BEEHHVERE ST - HHsFHEeZ

RV EVIER B 2Pk - MEpR SV L SR AT
23 -

15

Purchasing Supervisor

PRI £

Assists the Purchasing Manager in the
purchasing activities. Supervises wholesale
buyers to purchase goods from manufacturers for
resale, based on the established company
policies and procedures.

RIS B BUR R ARy 1o B PR i (B B B R
L Bt E R B LA -

16

Promoter Supervisor

TSN E(E

Supervises Promoters in promoting products in
order to meet the company sales target.

BB HESH BN B - DUEER A R
B -

17

Sales Engineer

B TAZAN

Performs sales job in promoting the company’s
products / services to potential and existing
customers.  With strong technical knowledge
regarding the related products / services, he can
explain to customers and interpret product
specifications and functions to meet with
customers’ needs and close the deal. Works
with colleagues in merchandizing, quality
control, warehousing and distribution teams on
product features and recommend changes where
necessary to meet with market demand and
market trends.

RRHE TR AERA RAEE Z & HEE
NEEm [ IR 5 DLRFHIES | REE
fladkas - (o R R A AL A RAS S T AR - 1T
e R YR LIRSS 5 ¢ AR EE iR
KECETTIA > BN EIRVEE - iEEH - B
FUGEEE P e Llie s KBRS
S -
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No. Job Title Job Description
st L5 TAr&7A
18 Other Supporting Supervisors involve in personnel, accounting,

Supervisors
(please specify titles)

HAL EESSHR AR
(55 5L IH HL R AR)

finance, IT or other administration work.

SHLNE -~ gt~ WH - B A TE
TAEMIE(ERA R -

OPERATIVE / CLERICAL SUPPORTING LEVEL
Kt AR | SCE&K

19 Salesman/Sales Solicits orders for commodities or for the
Representative wholesale provision or for the import or export
BEARR of merchandise. Gives explanation and advice to

customers or potential customers on the
product(s) he / she sells.

FHE & R At B B ACTHYET B - R E
B o (R EAR BR SR FR Ll f
H o

20 Stock / Purchasing Clerk Receives, stores and distributes supplies and

E8 | &REE commodities. Prepares purchase orders and
maintains records of items purchased. Compiles
and compares stock records to prepare
requisitions.
PR FFESEFERED - REEEST
B WirFERH - wBEMLEFEER
EREEm I -

21 Documentation / Shipping | Prepares shipping documents for wholesale and
Clerk other related purposes. Keeps records of
XA | RS A shipment.

B Bt S ECHA A RASE S S - PriF(THEED
¥%

22 Promoter Promotes products and provides customer
e & services.

M B SR P IR -

23 Part-time Promoter Promotes products and provides customer
FER I B services in part-time mode.

DISERIE 28 R o R P AR -

24 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff
(please specify titles)

HMSCE 1 A&
(5A LI EL )

personnel, accounting, finance, IT or other
administration work.

SHBIRE - NF -~ it~ M - Bl
AT IAERY R | SIS -
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Retail

No. Job Title Job Description
T L7 TE&EA
MANAGERIAL LEVEL
KR
1 General Manager Assumes total responsibility for retail operations,

4B TH merchandising, sales and marketing functions.
BEMEANTERER - 5 HEMTSHEE
FIEEH -

5 Operations / Retail Takes charge of the overall operations and

Manager management of stores / outlets / retail chain.

B BELHE
EEIEH | KHHE [ EEEN RS S R E
HEH -

3 Store Manager Takes charge of the operations and management
| EEHAK of a store / outlet.

BR[EEE [ SGHEREE R EEE -

4 Sales and Marketing Plans, directs, manages marketing functions and
Manager sales-related activities aiming at maximizing
IR T R R A sales. Directly contacts clients to promote

sales.
RE| - FREMEEAREEN I EER
THESREH - HREE S o DIEER -

5 Customer Services Plans, organizes, directs and controls activities
Manager relating to customer services. Contacts
2= PR ek customers, liaises with internal departments to

ensure provision of high standard customer

services.

Rl ~ dHE - FEEE PRI LIE - BiGE P K

NEINERRT PR RS EE R AR K -
6 Head of Merchandising; Plans, organizes, directs and controls

Buying Manager
e [ H

merchandising or buying activities. Assesses
market demand by carrying out market surveys
or studies. Contacts suppliers, coordinates with
appropriate departments to ensure continuity and
quality of merchandise supply.

R~ HE - BETHELE - AT
TEO > DUEETRRK - Bhek AbiErs - s A R0
FILAE - MECREIR S IE > AT S anE 2K -
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No. Job Title Job Description
A L7 T{Ea5EH
7 Logistics / Distribution / Plans, directs and manages logistics / distribution
Warehouse Manager [ arehousing activities to ensure smooth
Y | iEEn | 2L | operation of merchandise flow.
RE -~ fEENEIEYIR ER R LR - TR
Vi EAF]
8 Owner; Sole Proprietor; Owns and runs the business.
Working Partner B 3
W HRGEY BT | ERIER -
EBES
9 Other Managers Managers involve in accounting, finance, IT,

(please specify titles)
RS PN =
(7 st HH EL AR

training or other administrative work.

SHLErEE WIS - AR - REEE A T B
AR I

SUPERVISORY LEVEL

EEH

10

Store Supervisor

JE& [ SriEEE

Responsible for the sale of a particular
merchandise or a range of merchandises in a
store / outlet. Checks and studies sales figures,
stock and customers’ preference and makes
subsequent recommendations.  Supervises a
team of sales staff.

BB A e A A
JEREHEE - BIZATFHERT - BRfFER
R ZOR » et s - e —HEEER
TAE -

11

Logistics / Distribution /
Warehouse Supervisor

VI | EE | BEEE

Supervises logistics, distribution and
warehousing of merchandise to achieve planned
levels of services to users and customers.

BB AR ~ B s R LAE > DUE RfE
% B TR A S8R

12

Public Relations /
Advertising Officer

DN 1 S
FEE

Plans and implements marketing programmes to
promote sale of merchandise and to promote a
company’s image. Keeps close contact with the
mass media and advertising agents.

s~ TR TE] > DR AR K
RN TIPS - ERREIEE T MR & A FIR

B R ik
FEEIRAE -
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No. Job Title Job Description
AT L7 TAEsH
13 Customer Services Supervises and implements activities relating to
Supervisor customer services. Provides services directly to
EFERF I customers.
B R~ HETEIR ARG ARIRY LIE - ERiE
PR -
14 Merchandiser; Buyer Responsible for merchandising or buying
g T functions. Liaises and negotiates with suppliers
and appropriate departments to ensure continuity
and quality of merchandise supply.
SR R an bR LA - BLOR R KA RO R4k
A HEPRERTEE WS E TR -
15 Other Supporting Supervisors involve in personnel, accounting,

Supervisors

(please specify titles)
HA TR TR E
(Fht B ELRSE)

finance, IT or other administration work.

SHLNE -~ Gat -~ U - Bl RH s TE
TAENEERAR -

OPERATIVE / CLERICAL SUPPORTING LEVEL
KiGAR | LB

16

Senior Sales Staff
SREEE

Sells merchandise, provides customer service,
and / or operates cash register in retail store.
Typically has more sales experiences and/or
good sales records. (If companies do not have
their own system of classification, sales staff
having 5 years or more relevant experience in
the wine industry will be classified as senior.)

EEEE | EHEEE S o RIE R
K SERERTAE - B EER K | 5K
ReFfHERCs: - (WAFRARBELH - HA
Fol DL BB E E R R)
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No.
AR

Job Title
i

Job Description

TfEsH

17

Junior Sales Staff
VIREEER

Sells merchandise, provides customer service,
and / or operates cash register in retail store.
Usually has less sales experience. (If companies
do not have their own system of classification,
sales staff having less than 5 years of relevant
experience in the wine industry will be classified
as junior.)

EEEE | EHEEEE M etz RS
Ko | REFWER TAE @8 5 Bt b - (40
NELZARRIER - BT AR ER S Ry
PSR EER)

18

Stock / Purchasing Clerk
T8 | BB E

Receives, stores and distributes supplies and
commodities. Prepares purchase orders and
maintains records of items purchased. Compiles
and compares stock records to prepare purchase
requisitions.

U~ REFESECFEREMR - W EET

B W RTINS - AR RIS
S8 RIS -

19

Stock Assistant
FEBE

Delivers and receives merchandise, arranges
storage, fills up shelves in warehouse and / or in
stores.

o8k it o TR SRR R, | BEA R
SRR -

20

Order Assistant (online
services)

s EBH (3 LAR)

Receives online orders, checks stocks, arranges
distribution of commodities, and confirms the
delivery of commodities to destinations.

W ERIGTE - EFEE -~ LR > Kb
PREYIEEE HAYHE -

21

Part Time Sales / Service
Staff

FMEER | RIBE

Employed on part time basis. Sells merchandise,
provides customer service, and / or operates cash
register in retail store.

LIS A2 e - EZEEE | EHEEER
om0 FEOUREE IR K | REEWERTIF -

22

Other Clerks / Supportive
Staff
(please specify titles)

Htsz & | A&
(57 52 HH HL )

Clerks / supportive staff involve in secretary,
personnel, accounting, finance, IT or other
administration work.

SHRE ~ NF -~ it~ U - BRI
fATECTAEN G [ WEIAE -
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Food & Beverage and Chinese Catering

B FHEE
(a) Food & Beverage X

No. Job Title Job Description
Gt gt TAEaREA
MANAGERIAL LEVEL
1 Director of Catering / Compiles catering and event marketing plan;

Director of Events
TR

establishes catering and event policy on price
and discounts; submits annual catering and event
budget; co-ordinates public relations activities
relating to special promotions; decides on targets
for business solicitation; plans, organises, directs
and controls the hotel’s catering and event sales
promotion and sales rates; develops local and
overseas food & beverage sales contacts
regarding group and convention activities.

G TihEETE  FTERREH ~ 47
FIRVBUR © R EF 2R TS INRETHEE 47
EHLRT R AR SR SRR E) © 5117
FHEEFHI R © E] - i - BEAEE T
ARt MRS S RN A= £ S
TR e A KBS N EFR R -
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No.
AT

Job Title
i

Job Description

TfEsH

2

Food and Beverage
Manager

BENERLEH

Plans, organises, directs and controls operation
of food and beverage facilities; analyses
operation costs and liaises with purchasing
manager; determines payroll and operating costs
so as to establish food and beverage prices;
makes improvements in service procedures and
guest relations; organises special food and
beverage promotions and festivals; makes
contacts with clients regarding functions;
co-ordinates with executive chef in menu
planning and staffing; studies market trends by
visiting other establishments.

o]~ HER - BB R G B A
TIMTE SRR R B PR AL © BT L&
FCESERA > PUE RS VRIS (ERS ¢ 2
FIRBIER B R - BERERr A&
EROnE R B EEE) - s S 5 H R
PEfE o BT ECRISTEN AR > s TE R R T EC A
T g EASE DA e T e,

Other Managers
(please specify titles)
RS PN = |
(st BH EC IR AR

Managers involve in accounting, finance, IT,
training or other administrative work.

SO BT  FRRHE - BT
RIS -

SUPERVISORY LEVEL

EEH

4

Beverage Manager / Bar
Manager / Head Barman
Ul i R A U=

Ensures bar is equipped with supplies and that
correct liquor brands are served; maintains
prescribed profit margin; supervises maintenance
of bar and service equipment; prepares work
schedules and checks on staff performance.

HECRP A B IE 70 /e S LUERRH & © PRIFERERY
EIEAE  BEIE KR S IR dRd
TAFRE PR R 8 THY TIERIE -
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No. Job Title Job Description
T L5 TAEsH
5 Captain (Food and Takes orders from guests and delivers orders to
Beverage Department) kitchen; may carve meats and prepare flambe
HIE (ZEH) dishes at table; advises on the selection of wines
and serves those.
BREEBEE BRI © BRI R
AR R BOK a3 R B AN
o) BRI R Ry LR s -
6 Wine Steward / Assists in increasing beverage sales; takes care
Sommelier of the wine and liquor stocks in the restaurant;
WEE | SolED advises guests on wine selection; serves wine at
the required temperatures.
HESHEIOR] R EEE N SN B Y
A RIS (R Bt e R 3
ROBFER AL -
7 Other Supporting Supervisors involve in personnel, accounting,

Supervisors
(please specify titles)

HAL EES SR AR
(R ek L)

finance, IT or other administration work.

SBLNE -~ gt U - EARHEEAMTE
TAERYE(TERAE -

OPERATIVE / CLERICAL SUPPORTING LEVEL
KM AR | LB

8 Bartender / Soda Fountain | Follows specified drink and cocktail by free
Server pouring jigger quantities; checks on supplies of
S E | pEEEDT wines and spirits; prepares daily supply
requisition for bar manager’s approval.
FRAR AR i S SRR TR B AR 5 A oy Y AR
fed BRI LIE B H YRR K E - DAY
HIE AR R AE o
9 Waiter/Waitress Works in an assigned station; responsible for the
(LS table-setting and dishing-up jobs; knows the
preparation of common menu items and chef’s
daily recommendation.
FEfRERAINLIE s AERER K 3 3K
B RN ERTE st H S -
10 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff (please specify titles)
HA XA | #IAA
ar it D FLHER)

personnel, accounting, finance, IT or other
administration work.

SHRNE - NE -~ g5t~ M~ AR
A TECAFRY A | BHEIAA -
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(b) Chinese Catering

TR
No. Job Title Job Description
st et TAEsREA
MANAGERIAL LEVEL
11 Business Manager / Sales | Supervises sale promotion of the restaurant and
Manager maintains good relationship with clients; liaises
SETGE T | EHEER4K | with suppliers on special food and beverage
promotions.
EEEBIVE S HEE - B PR BRI
SRR B o SR B E B L FE R R4S -
12 Restaurant Manager Manages and co-ordinates the activities of the
R R L restaurant and trains staff to ensure prompt and
courteous services; recommends menu items and
wines to clients.  Achieves revenue target;
ensures guest satisfaction.
EH R IR TR RFIBRE T - WERE
TRedVR Keie it Ry RS © [
FehR R S35 PRI RO DLERT 5T E 1Y 2 PR
B HEPREE W R -
13 Other Managers Managers involve in accounting, finance, IT,

(please specify titles)
RIS PN =
o vt EL R

training or other administrative work.

SHIEE  H ~ BERHE ~ Bl EA T T
TAEHYEEERARA & -

SUPERVISORY LEVEL

EEH

14

Captain / Supervisor

[ SIS

Assists Manager / Assistant Manager in
supervising and assigning waiters / waitresses to
their work station; prepares and checks table
set-up; up selling menu and beverage items,
liaises with clients and cashiering.

FABNRE L | WEEERTIRGELEES
TARRMIL » B R AR E R RS © R R hn R
B + BRI SR B AR
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No. Job Title Job Description
AT L7 T{Ea5EH
15 Wine Steward / Assists in increasing beverage sales; takes care
Sommelier of the wine and liquor stocks in the restaurant;
WEE [ SolED advises guests on wine selection; serves wine at
the required temperatures.
HESHEIOR] - IR R BN SRR B
YA RAFHUREER » TR e R R A S 5
FOEREOR P -
16 Other Supporting Supervisors involve in personnel, accounting,

Supervisors
(please specify titles)

HALEESSZR AR
A ak L)

finance, IT or other administration work.

SBLNE -~ gat -~ W - BRI
TAERIE(ERAR -

OPERATIVE / CLERICAL SUPPORTING LEVEL
Kt AR | SCE&HK

17 Waiter / Waitress Works in an assigned station; responsible for the
FFIEAE table-setting and dishing-up jobs; knows the
preparation of common menu items and chef’s

daily recommendation.
FEfRERAINLIE » B EREECER K L3 3K
B R R BT A KB R H A -
18 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff (please specify titles)
B> & | #HEIAR
(el B EL )

personnel, accounting, finance, IT or other

administration work.

SBIRE - NF -~ gat - M5~ BRI
AT AERY R | EHEIAE -
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Storage & Logistics

EERYIREE
No. Job Title Job Description
AR5 L7 TAEREA
MANAGERIAL LEVEL
KEHILR
1 General Manager Assumes  full  responsibility of overall

e

management and development.

EHERE N EHVE B R -

2 Sales and Marketing Plans, organizes, directs and controls marketing,
Manager sales and promotional activities.
B R T R A |
RE F - RENEE TSGR EEAE
EHTAE -
3 Freight/Customer Service PIanS, Organizes, dlreCtS and COI‘]'[I‘O|S Ovel’a“
/ Documentation Manager | Operational — aspects of customer services.
I . Supervises the booking of space and the
f{;ﬁ IR 1S acceptance of cargo. Supervises the preparation
R and issuing of shipping documents.
RE - FJI - FEENEEE s A
F - B ERBMLAYTHET T/ M EYIaVREUL - B
B S B S . -
4 Distribution Manager Responsible for and controls of the receiving,
Gy ag ek storing and distribution of cargo.  Ensures
compliance with government and company
regulations.
BH NEE SR - fF R WEREF
BB S A B E -
5 Warehouse Manager Plans, organizes, directs and controls the
EiE K activities of a cargo terminal.
RE -~ F - IRHEE TSI TAE -
6 Shipping Lines / Liner /| Assumes an overall responsibility for a fleet /

Fleet Manager
firaRaE

liner service including planning its marketing
and sales policies.

ETATRITREBBIRTS « S RIS B
SRR -
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No. Job Title Job Description
AT L5 TE&EA
7 Stevedore / Onboard Monitors freight operational activities including
Manager the delivery of cargo from vessel to land and
B ALK from land to vessel.
BB BT AR L BB EIEY) -
8 P & I/ Insurance / Deals with underwriters for hull, cargo liability,
Claims Manager crew and liability insurance. Handles cargo
IRk s | B claims.
MAE - BYIREE - MMEREERERS - BiRkz
NFEIRH - RIEEYRESE: -
9 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.

(please specify titles)
HAth &R A&

SBLNE -~ Gat - W - e RHEEH AT T

(GEEEIHERE) TAEREEHER A E -

SUPERVISORY LEVEL

FE1ER

10 Sales and Marketing Assists Sales and Marketing Manager in sales
Supervisor promotion activities.

A el an . e
: By B T R AT T4 T -

11 Freight / Customer Service | Assists the freight manager in the handling of
/ Documentation shipping enquiries and delivery matters.
Supervisor o \ N
S | R | s | BETRECCH R TR S R B
FE

12 Delivery and Distribution | Co-ordinates cargo handling activities with
Supervisor clients, warehouses, freight stations and
SEE AT terminals.

MEVRE TR HEgF -G8 G#iikE
e
13 Warehouse Supervisor Schedules inward cargo movements, plans and
1S9E LT (T supervises receipt, inspection and storage of
cargo.
ZHENE EYEAR - RE R EE EYIRAIL -
T AT
14 Stevedoring / Onboard Arranges delivery of cargo from shore to vessel

Supervisor

BE (T

and vice versa.

ZHrE BB B SIS
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Code No. Job Title Job Description
st L5 T{Ea5EH
13 Warehouse Supervisor Schedules inward cargo movements, plans and
EiEyEFE A supervises receipt, inspection and storage of
cargo.
ZHENE BV - RE G E EYIRIREI
Tl ST -
14 Stevedoring / Onboard Arranges delivery of cargo from shore to vessel
Supervisor and vice versa.
EI
LR RS EEYRE
15 P & I/ Insurance / Claims | Assists insurance manager to settle minor claims
Supervisor from consignee.
S e B )
B RS R B e AR NRESEE -
16 Container / Equipment Co-ordinates container movements.
Control Supervisor
EfEEE) | SRR | S REER
{58
17 Other Supporting Supervisors involve in personnel, accounting,

Supervisors
(please specify titles)

HA EESSHR AR
(55 5L BH HL )

finance, IT or other administration work.

SHTE - @3 - TS - ERRRE TR
TR EERAR -

OPERATIVE / CLERICAL SUPPORTING LEVEL
Kt AR | SCE&HK

18 Sales and Marketing Assists in carrying out promotional activities.
Assistant
B¥ER TSR A BIHEL THERE TAF -
19 Freight / Customer Service | Provides supporting services to clients.
/ Documentation Assistant
/ Clerk 5% PR I SR s
BiE | BERE
XA
20 Operation / Traffic Clerk | Arranges the booking of shipping space and
SHE | BEYE controls pick-up / delivery orders.
ZHFET EERRNr - EEE R AR RE -
21 Delivery Man / Labourer Handles cargo in warehouses, loading and

HWAET A

unloading cargo onto / off from trucks and other
vehicles.

FEFEN R FIMNRETEY) -
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No. Job Title Job Description
SRt BT TAEsREH
22 Warehouse Assistant Prepares operations statistics, import and export
SEeihH cargo statistics and documents for storage of
cargo.
WEVESE - WA EYSETES - IRFEES
-
23 Tally Clerk Assists in loading and discharging of cargo.
HES
BIESEIEY) -
24 Stevedore Handles cargo on board of barges.
BEEITA
TEEM IR EY) -
25 P & I/ Insurance / Claims | Prepares insurance and claims documents.
Assistant
RBEBR L E AmBLORbER SR G S -
26 Container / Equipment Handles documents relating to container
Control Clerk movements.
G | EEEE
J PR LSBT A R Y S -
27 Container Haulage Driver | Operates vehicles according to requirements and
BB S 1% company regulations. Ensures documentary
procedures are adhered to at container
interchange point and at shipper / consignee
premises.
TR fe N EIRR e R e MR SRS
B WO B A A = AR P -
28 Driver Receive and distribute cargo.
Gili:
HEEY) -
29 Material Handling Operates forklift trucks and drives various
Equipment / Crane / material handling equipment as qualified.
Forklift Truck Operator
R Ry S A S e PR B R B S A i s g -
HEE
30 Part-time Promoter Promotes products and provides customer
(Retail) services in part-time mode.
FRHESH B ) \
DUSHRSIE 2 HESH & SR Bt P RS -
31 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,
Staff personnel, accounting, finance, IT or other

(please specify titles)
HA XA | #IAA
(Rt BH LSRR

administration work.

SHBIRE - NE -~ Gat - M5 - EalRHE
A TECLAERY R | SHEIAR -
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Insurance

78

(a) General Insurer Sector

— R ORbE AR IR A E]

No. Job Title Job Description
s L7 TAERHA

MANAGERIAL LEVEL
ST

1 General Manager Assumes total management responsibility of the
4B g T company with other managers / executives as
direct subordinates. Formulates company policies
and objectives with a view to achieving them.
Collects, collates and presents information
required by directors. Represents the company in
dealing with the government, business concerns
and the public.

eHEATEHEANE  HRFEEXHIIEHE /17
BAE - fETAFBOR - PURKERAFHE -
Wke ~ BE RIEKEEFTRER - (RA M
BUT ~ PEEEIAG ke N i dRas -

2 Reinsurance Manager Formulates company’s  reinsurance  policy.
R sk Determines company’s retention and monitors
reinsurance treaties. Evaluates and accepts
reinsurance from ceding companies. Works
closely with the underwriting and claims
managers.

HIET A FHVEORRECR - REAFRIEEEH X
BB HORRIREY o BHS Rz Hh A S F IR
b o BUZ ORI S R B R S0 -
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No.
A

Job Title
7

Job Description

T1EaREA

3

Underwriting Manager
IR

Formulates  and implements  company’s
underwriting  policy.  Reviews  insurance
applications and supporting materials. Evaluates
risks involved and determines premiums and
extent of cover. May specialize in underwriting
one type of insurance such as accident, fire and
marine, and is designated accordingly.
Coordinates and supervises the work of
subordinates.

SEHET BT A FEIIRBUR - #ERIRH
in o SCH BEER © RPAS P RV EES - R E R
G SORORELE o e —JA R AN
Kb e/Khe A S PIAIE - HBAE MR E
PIRTERITE © fonad M B NI ARy TAF -

Account Manager /
Claims Manager

FEHE | RELHE

Servicing existing client business, investigates and
approves claims filed under an insurance policy or
determines company’s liability in claims.
Oversees negotiation of settlement with claimants
and recommends litigation when necessary.
Works in close liaison with other professionals
like loss adjusters, average adjusters, surveyors,
lawyers and reinsurers. Supervises and trains
subordinates. Keeps and analyses statistics.

BEEIRAR PR - & RAUERE AR
FFEHAHEEEOR > BORE A FEE T HEIE
T - BB A HAYRH] > WH TR
ATEATTEY) o BIEAN S A\ LAl E ~
EHEERN - BENE - AR AT ERE
ek - BB RISRIE TR o OREE R ATERET
8y -

Marketing / Servicing
Manager

5 | A

Participates in formulating and implementing
marketing / servicing policies. Be responsible for
monitoring marketing programmes. Liaises with
clients and public relations. Formulates new
products and services for business expansion and
meeting customers’ needs. Trains and supervises
subordinates.

SBHET AT | IRBECR - |EITHE
PHTZE ~ BB R AR LAF o RIETH A
At ISR Um e & FRIFR 2 - FIlR R
BE e NERYLAE -
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No. Job Title Job Description
e 2 TAEsREH
6 Other Managers Managers involve in accounting, finance, IT,

(please specify titles)
HAr g N &
(GEETEEREN 570

training or other administrative work.

St - B - R - B AT
TEAARELE S -

SUPERVISORY LEVEL

EEH

7

Assistant Manager
BhPHAC

Assists managers in various functional areas.
Trains and supervises the work of subordinates.
Carries out other duties as specified.

FAE AT S IH AR - I EEE T A
T s T HEAl e

Compliance Officer

GrREE

Raising the level of compliance awareness and
fostering a compliance culture. Responsible for
implementing compliance policy and procedures.
Ensuring that the business complies with all
relevant laws, codes, rules, regulations and
standards. Maintaining the Compliance Manual to
ensure the contents are up-to-date and that all staff
in their business areas are aware of the contents of
the Compliance Manual.

I A FEH G R RRE AR B SR SUE
BEHTEMRBOR R > RN ER /A
MHEREG] ~ A~ <FRD -~ SRR R AR - 4
Fra MM SRR 5 A AT E 1A%
BRI

Compliance Officer

B EE

Raising the level of compliance awareness and
fostering a compliance culture. Responsible for
implementing compliance policy and procedures.
Ensuring that the business complies with all
relevant laws, codes, rules, regulations and
standards. Maintaining the Compliance Manual to
ensure the contents are up-to-date and that all staff
in their business areas are aware of the contents of
the Compliance Manual.

i a W/ANETE ) BT ] 2 DA N 17 = N s B i
BEHTEMBORNES - RAEFEMA
MHEREG] ~ A ~ <FRI -~ AR AR - 4
Rra M- S R S0 R AR B LS T A%
BRI -
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No. Job Title Job Description
e FaitH TAEsREA

10 Account Officer / Assists the Account Manager / Claims Manager in
Underwriting Officer underwriting business and files claims. Reviews
ZETE | #ZEF(F | sales performance and  implements  sales

programme. Contacts clients to promote sales.
Bha P& | RESHEEE M IR RES
H o Mmaseas - IR TEEETE - B P
fily > PR A EIFERS -

11 Policy Services / Claims | Underwrites policies and approves claims within
Officer authorized limits. Keeps and analyzes new
RERE | ZIETF business and claims statistics. Implements the

company’s guideline for risks appraisal or claims

settlement.

TEAZ PR B N AZORE - DURAHEAEIR B (R B 5

HAYRHE 0K o OREE R 685l R B &aT

H o ST A T R RS SR E s THYAER] -
12 Other Supporting Supervisors involve in personnel, accounting,

Supervisors
(please specify titles)
HAth FAESRAE

(R ek L)

finance, IT or other administration work.

S ANE -~ Git > M - ERHEEEATTE
TAERYE(TERAE -

OPERATIVE / CLERICAL SUPPORTING LEVEL
KM AR | LB

13

Underwriting Clerk /
Claims Clerk

ZRSLE | RIEXE

Checks insurance  applications.  Calculates
premium. Prepares policies, endorsements and
premium notes. Keeps records and statistics. May
handle one or more classes of insurance. Carries
out other clerical duties according to
predetermined procedure or as assigned by
supervisor.

HELIRFE - STEIRE - wBIRE -~ [TI0FR
TAREE » (RIFECER TR - AIRE DR
B SRR - R e e RS
IESE HA SR -

16

Other Clerks /
Supportive Staff
(please specify titles)

HtSz 8 | S A&
(R LI L)

Clerks / supportive staff involve in secretary,
personnel, accounting, finance, IT or other
administration work.

SERE - NS gt - W~ JRHEEH
fATEC AR & [ SEIAE -
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(b) General Insurance Agent

— R RiEAREA
No. Job Title Job Description
AR5 TEitE TAEREA
MANAGERIAL LEVEL
14 Agency Director / Senior | Plans and develops business for the agencies.
Agency Manager Manages directly and indirectly over 50 agents.
REAEEL | Eal i dEe% | Provides management development training to
H agency managers and supervisors. Handles
agency office management, budgeting and
administration. Communicates with the home
office and the agents. Reviews agency
performance. Carries out public relations and
marketing activities.
REI SRR - HRE R ETE 50
Do $E Ry ESREH  F IRV E TR
IR - B NHIETTHER © BT 2
$EH§*M ffﬁ%ﬂ‘%%&%é’ﬂ%\\ BT AR KT
BITAE -
15 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.
(please specify titles)
H A& R A B SR - gt~ W~ R EEMATEL
(3FEEHA L) TFHVEEEERAA -

OPERATIVE / CLERICAL SUPPORTING LEVEL

AR | LR

16 Agent Identifies prospective clients to acquire new
= B business and serves existing policyholders.
MEERETINEF » DISRRESER - W R PrEESRT
AN IRFS -
17 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,
Staff personnel, accounting, finance, IT or other

(please specify titles)
HMSC & | A E
e a1 HH FL RS

administration work.

SHRRE - NF - gt - W - BlREReHE
AT LAFRY R | SIS -
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(c) Company Agencies (General Insurance)

REALE (—KfRrbg)

No. Job Title Job Description
st L7 TAEsEe
MANAGERIAL LEVEL
18 Managing Director / Assumes total management responsibility of the

General Manager / Chief
Executive

WIKEDE | JERHE
FTEAEE

company with other managers / executives as
direct subordinates. Formulates company policies
and objectives with a view to achieving them.
Collects, collates and presents information
required by directors. Represents the company in
dealing with the government, business concerns
and the public.

SHESEEENE > HERFEESHIEHE [ 17
B G - fETAFEBOR » PUKESAFHE -

Wk ~ BEKIERESRFER - ARATH
BURF ~ PEZREIRG R N g
19 Assistant General Manages the operational activities of all
Manager / Account departments and branches. Formulates strategies
Director for business expansion and integrates the
[Ep) paz RARACE s - =) marketing plans of various functional areas.
BL Implements company policies. Streamlines and
standardizes operational procedures and systems.
BREMHEEE T R ATIHEE - fIETER
SRR - DU E S E PRI atE] o BT
ANEIBUR ~ bR —EFRE R S
20 Senior Sales Manager Plans, coordinates and implements the company’s

e SR

business development strategy. ldentifies and
analyzes opportunities to increase business. Works
closely with insurers and liaises with clients.

RE] ~ E T A EIE SR RS o T R

ISR T - BiRR AR B EGIE
A Bl FIHE -
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No.
A

Job Title
i 7

Job Description

AR

21

Marketing Manager /
Sales Manager
R aCH [ E A

Participates in formulating and implementing
marketing / servicing policies. Be responsible for
implementing marketing programmes. Liaises
with clients and public relations. Identifies and
advises insurance and investment plans to meet
customers' needs. Analyses new products in the
market and statistics. Maintains relationship with
insurers and clients. Trains and supervises
subordinates.

SPHIET T | RBECK - BEWITHE
P~ BRI R LAF - MEE RO R
b fe e ETE] > LUme B IR - i
EAETE S ST - SRR A E RE P
AR - Gl MR E s NIRRT -

22

Other Supporting
Managers

(please specify titles)
BB R AE
(7 et B LK)

Managers involve in personnel, accounting,
finance, IT or other administration work.

SEANE - git -~ UH - BEslREEEATE
RS PREEI YN

SUPERVISORY LEVEL

EEHK

23

Compliance Officer
B EE

Raising the level of compliance awareness and
fostering a compliance culture. Responsible for
implementing compliance policy and procedures.
Ensuring that the business complies with all
relevant laws, codes, rules, regulations and
standards. Maintaining the Compliance Manual to
ensure the contents are up-to-date and that all staff
in their business areas are aware of the contents of
the Compliance Manual.

A EH G R KEIRE G H U
BEHTEMBCRMES - RAEFEMA
MREB] ~ TAR ~ SFRI -~ BB AB RATRRE - 4
e M T P SR B ST e B T
RTINS -

24

Account Officer

HEEE

Underwrites policies within authorized limits.
Keeps and analyzes new business statistics.
Implements the company’s guideline for risks
appraisal.

FEFTEFEE N EZIRE - (R R SR B4R
STEUT - SRTT O E b A s THY R -
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No. Job Title Job Description
SRt BT TAEsRE
25 Client Servicing Officer | Handles enquiries from existing and prospective
2 E RS EAT clients. Gives explanation and advice to customers
and if necessary, directs them to appropriate
sections or managers.
FRERBELE REE PR - 1R PR
R > WIREER - IAFRE > HEFE
T EA R S -
26 Accounting Officer Supervises the work of the accounting staff to
st A ensure the provision of reliable accounting
information  and  records.  Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
BB EEt A B - WECREETER AR AR
T o finBh A - gty oSEtER - HE
B E SRR
27 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles)
HMr PR SEAE | 2EAE - i W - SR TEL
(57 A EL ) TAERYEERAE -
TECHNICAL REPRESENTATIVE
EBRER
28 Technical Representative | Provides advice to a policy holder or potential

AR

policy holder on insurance matters for the
insurance company agency, or arranges contracts
of insurance in or from Hong Kong on behalf of
the insurance company agency.

stbrbe EEARRREAEANA T ERERAA
ECREERFA AR LR R - B fUR R AEA
PN EERESEE B L HRR G -
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No.
A

Job Title
i 7

Job Description

TAESH

OPERATIVE / CLERICAL SUPPORTING LEVEL
ST AR | SRR

29 Accounting Clerk Raises vouchers and completes posting of
et e accounting entries. Assists in preparing financial
statements, statistical reports and statutory returns.
FHILATRUBR SRR - Bl Bk ~ 4
st ST R
30 Clerical Staff Performs clerical duties in relation to the issue of
YEAE insurance policies and endorsements. Keeps
records and statistics.
AT CERTS - ENSSOREE R IOGRAR - TRIFET
OSSR G
31 Other Clerks / Clerks / supportive staff involve in secretary,
Supportive Staff personnel, accounting, finance, IT or other

(please specify titles)
Hittx g | #HiAA
(Rt HH LR

administration work.

SEE - ANF -~ gt - W~ B
fATECTAENY A | B R
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Auction

HE
No. Job Title Job Description
R et TAEsiREA
MANAGERIAL LEVEL
1 Head of Wine Oversees the Wine Auction Department, plans,
EHENE P T organizes and directs wine auction and private
sales activities. Develops auction and private
sales strategies.
BB aE B E AT o RE - S BEEEE
BETHE KRN EHEEE) - SFEE KALNGHE
sl
2 Senior Wine Specialist Develops auction and private sales strategies

SRV KIS

with department head. ldentifies, develops and
maintains relationships with clients, dealers and
collectors. Develops client contacts and works
with major clients to sell high value wine.
Coordinates the sale of wine. Determines value,
condition and marketability of auction items.
Prepare catalogue essays. Participates in
telephone bidding with clients during the
auction.

EAERPT L A E AL A T SRS o B
5~ 7 AR S 2R DR S SR Rl - BB
2 R 2 R o B v (B ey 0 - Tl A P 5
& - REHEMAEE  IRRE R - RIHE
H $REE - FHE IR S 2 BIEREHH -
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No. Job Title
AmIR i

Job Description

TAEHH

3 Warehouse and
Distribution Manager

1= ﬁﬁljj& \”,‘J:?}%Z(«IE

Responsible for and controls of the receiving,
storing and distribution of wine and the overall
operation of a warehouse. Ensures receiving,
storage and distribution services are provided for
and records kept. Enforces fire, safety and other
government regulations.

SRR A B R ~ R O © DR
fEft KaCek— VIR ~ G R oo - 00T
HBEIRGT ~ 222 R MBI RE -

4 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.
(please specify titles)
H A KR T A 5 S NE -~ git - W - BB A TEL
(SEEE I ) TAEREEER A B -
SUPERVISORY LEVEL
FE1ER
5 Wine Specialist Implements auction and privates sales strategies
Ei&ETHE S and coordinates auction and sales activities.
Oversees the preparation of catalogues. Assists
to determine value, condition and marketability
of auction items.
Bt E RAANETESRES - e s KBS
g - BB PN & H st EmAEE - I ERE
anf(EE ~ ARRE KA -
6 Warehouse and Plans and supervises receipt, inspection, storage

Distribution Supervisor
BENE R T

and distribution of wine. Supervises warehouse
staff in maintaining the workflow of warehouse,
ensures the keeping of goods entry and exit.

R N BB VIR o S ai (E iR
T - BB RN 8 - dERF B ThHY
HEPELIEOR G HE HIER] -

7 Transportation Supervisor

AT

Takes charge of overall supervision of
transportation activities. Co-ordinates goods
handling activities with clients and warehouses.
Supervises the preparation of documents before
arrival/departure of wine.

HREHAVEREE T - HREEFEEa L
RS B 2R o e O e A P ik R B HH T
{2 3L
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No. Job Title Job Description
SRt FaitH TAEERAA
8 Public Relations Officer / | Plans and implements marketing programmes to
Advertising Officer promote sale of wine and to promote a
INHEREIH G T 1 company’s image. Keeps close contact with the
RELL TR T mass media and advertising agents.
RE ST T3 DU s & e &
FAEI G o BAEAS R S AR IR R gt
i o
9 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles) i ‘ 3
HAth FESCARAE SENE - gat - W - B E AT
(Rt IH L) TAEFEERAE -
10 Junior Wine Specialist Researches wine property including authenticity
¥4k & E S and provenance, etc. Catalogues all property for

sale under the guidance of specialist and senior
specialist. Assists specialists in preparing
valuations of fine wine. Works with department
administrator for follow up of paperwork with
client, stock location and sale set up.

AR EIVER AR ST - BB R K
SHRBERIEET  REENEE ERETEY &
H % - WhBhE o B &R E - B PHTEA
BE1E ) ER P - FELHE R EZE
e

OPERATIVE / CLERICAL SUPPORTING LEVEL
KM AR | LB

11

Other Clerks / Supportive
Staff

(please specify titles)
Hir g | #EAE
(5 - HH HL )

Clerks / supportive staff involve in secretary,
personnel, accounting, finance, IT or other
administration work.

SHRE ~ NF -~ Gat - U~ B
AT LAERY S [ SEIAE -
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Finance

Cup
No. Job Title Job Description
s L7 TAEREA
MANAGERIAL LEVEL
KEHILR
1 Chief Investment Officer / | Plans and executes overall investment strategies

Manager - Investment
SRR/
M - E

of the company. Implements investment policy
and distribution policy. Manages the investment
and fund portfolios.

TRE R TN F B RS P R TR - HETTIER )y
PR - EHEE S AR -

2 Financial Adviser /
Portfolio Manager

BATSRAR | MU

Supervises the day-to-day administration of
investment portfolios for customers. Selects
securities for the investment portfolios. Promotes

H various investment portfolios to customers.
BB ASHAENHEEHETIF - BESSEK
BHE - mEPHEESERENS -
3 Manager - Investment Plans, directs and controls activities of the
Services investment  product department.  Provides

A - FER

advisory services to individual and institution
customers.

E] ~ FEE N B R A AR AF o [R5
Fektstr e = P (LA iR 7 -

4 Manager - Private
Banking

& - RANSRTT

Identifies and develops relationships with high
net worth individuals or families from a specified
target segment. Provides services such as
multi-currency  deposit  accounts,  foreign
exchange, global portfolio management and
trustee services.

FE—EERE PN - B AR E A =S
FESRESER R (4 - IRt HRE - BiESEE
WK SNE D 2 2B & B H R (S5t
BE -
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No. Job Title Job Description
AT L5 TAr&7A
5 Manager — Securities / Supervises the day-to-day operation of nominee
Custodian Services services, for example, dividend payments, bonus
¥ — 25% | (UE AJR | shares, rights issues and custodian services for
7% brokerage  distribution  activities.  Handles
operation support for new issues.
B E B AR HE A > A REERE
e ~ SRR KGR E R B - %E
B AR S THEEEN TAE -
6 Manager - Securities, Buys and sells securities, futures or commodities
Futures and Commodities for _proprietary  accounts and customers.
Trading Monitors margin and compliance requirements.
Z(T(' — K NN P i S—p 7
Lo RO AR | mseniee P EEES AR, B
i Efree 5 HERFTEARE -
7 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.
(please specify titles)
HAMSEH B SR A A SENE - g5t~ W5 - BB EEAMTEL
SraiaN=N ) TAEHEHERAE -
SUPERVISORY LEVEL
FE1ER
8 Financial Adviser Buys and sells unit trusts or mutual funds units

Representative / Personal
Consultant

IrEsRARI (3% 1 RANER
[

and other investment products in accordance
with customers’ instructions. Advises customers
of market conditions and the history and
prospects of various corporations. Presents
features of selected fund portfolios and
investment products to customers. Calculates
rates of proposed plans and draws up sale and
purchase contracts.

HIRE e REE BG5S - OEAEK
HMEEM - % FREARTEE - &
FIAEINIFEEFIRT RN E R - HE PN EE
E A E IR EE M - sTEERETEINE
o WHETEEAY -
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No. Job Title Job Description
SR TR TAEERAA

9 Investment Analyst Collects, analyses and evaluates economic,

K& A market and company data for investment
purposes. Reviews securities held in trust and
makes investment recommendations.
WEE ~ 73T B A BRI ~ T35 R A E LR
FER > UHYESS - RalEstVENRES:
BRI E e

10 Investment Officer Assists Manager - Investment Services to carry

E T out the activities of the investment product
department.
il TS - EIRS  SITRCE E mER Y
TAE -

11 Sales Officer - Investment | Assists the Manager - Investment Services to
Products promote the sales of various investment /
HETF - EEEL investment-linked products.

hBh T - BT  HEEHERERE /
BB AR E R
12 Sales Officer - Securities | Promotes  securities  trading  services to
HETE - B customers. Directs prospective customers to
Manager - Securities, Futures and Commaodities
Trading to follow up.
ﬁ%ﬁ%&:‘%x%ﬁ&%@ e = T
- 55 - WE RS ) iR -

13 Securities Settlement Handles all aspects of securities operations in
Officer areas of settlement, nominee and custodian
e o AULAEE T AT services, etc.

PRI FTA RN B ERVEE - MR -
NFAE NRBE -
14 Other Supporting Supervisors involve in personnel, accounting,

Supervisors

(please specify titles)

HAth FESCARAE
it L)

finance, IT or other administration work.

SHBLNE - Gt M - Bl EATE
TR EERAE -

OPERATIVE / CLERICAL SUPPORTING LEVEL
KiGAR | LB

15

Securities and Futures
Assistant

e N E B

Carries out clients” orders on securities and
futures.

RPN B ARG -
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No. Job Title Job Description
SR B TAEERAA
16 Securities Settlement Assists the Securities Settlement Officer to
Clerk process the documents and maintain transaction
LAETIWGEE T B records in securities dealings.
%%%ﬁxwﬁﬁiﬁﬁﬁiﬁ»ﬁﬁ%ﬁx
17 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff

(please specify titles)
=K== PN
ot HH EL )

personnel, accounting, finance, IT or other
administration work.
BERE - A gt - U5 - AR

ﬁfl TECLIERSC A [ EBA S -
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Education

25

No.
ARt

Job Title
i

Job Description

TiEERH

MANAGERIAL LEVEL

AL

1

Programmme Manager
IR AEHE

Takes an active role in the development,
validation and recognition of  courses.
Responsible for monitoring and maintaining the
standard and quality of wine related courses /
training programmes. Explores new training
opportunities in the training market and the wine
industry.  Develops new  services and
programmes to meet the needs of the wine
industry. Performs teaching duties when
necessary.

T ) A R R AR 2 e ~ Bl R vl T T HE 1A
His L ENHY A (2 - RR B S S MR ) & A BR R
REAVIEAE KB R - (LR & T3 s
ST SR - SRS KRR LU
) &SRR K - (EA TR R TIE -

Other Managers
(please specify titles)
IR RASHEPN =]

(55 R HH LA

Managers involve in accounting, finance, IT,
training or other administrative work.

SRS - TS - FARHL - BRI
TR A -
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No.
A

Job Title
i

Job Description

TiEERH

SUPERVISORY LEVEL

EEH

3

Senior Instructor

SEVEE

Plans and develops wine related courses /
training modules. Prepares and updates
handouts, manuals, training aids and materials
for wine related courses / training modules.
Monitors the course delivery, progress of works
and quality of teaching. Strengthens the networks
with  industries, professional bodies and
associations. Performs related teaching duties.

s E RS ey AR RERR IS [ SlISREE T - e
KRR ~ T BEERE RN - BREER
AR - TIFER B R - s bR -
SEEERG M e HIB Y - SE(EHRI SR TE -

Other Supporting
Supervisors

(please specify titles)
HAth FAESIRAE
(7t HH EL )

Supervisors involve in personnel, accounting,
finance, IT or other administration work.

SHLNE -~ g5t U5 BRI HEA TE
TAEHYE(TERAE -

OPERATIVE / CLERICAL SUPPORTING LEVEL
KM AR | LB

5 Instructor Develops and organizes training materials and
S} syllabuses. Conducts training courses in wine
related fields.
S fEe KRR UM R BB R - B ) IE A A
ARIE ©
6 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,
Staff personnel, accounting, finance, IT or other
(please specify titles) administration work.
Hitvc s | #pmAs | X o
(S5=EH ELT ) SERE - NFE -~ gt - M~ HelRed

fATECTAEN G [ WEIAE -

65




Wine Making

L= i
No. Job Title Job Description
SRt L7 TAEREA
MANAGERIAL LEVEL
KEHILR
1 Winemaker / Vintner Manage equipment and ingredients for wine
TG Bl making, such as grape juice concentrate, yeast,

water and sugar etc. Filters and clarifies wine
and places in barrels for storage and maturation.
Plans and implements a bottling strategy
according to  maturation and  quality.
Supervises and trains staff involved in the
production and processing of wine. Cooperates
with sales and marketing teams to ensure the
product meets market demands, and that
marketing strategies are appropriate and
effective. In some winery operations,
winemakers might also manage business
functions, such as finance, sales and marketing
and distribution.

BB TR HR AR > ARSE R AT
WERE ~ IKRObESE - i b3 LA a G
FRRF LR, - AR Ay A A PR e B i E
AT RHET T AR - BB Sl 2
WER S N B R B - BB & K155
TR GE > HEORE T & T K R EREY
A T IS HE B R o (R CE R SR 7S
o TERRTE R ISR B LAE - A0S - 35
&~ miHE R MACS
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Brief of Description

No. Job Title
o 3 7 I E H
o A LS
2 Sales and Marketing Plans, directs, manages marketing functions and
Manager sales-related activities aiming at maximizing
PHEE K THE M 4K sales.  Directly contacts clients to promote
sales.
RE - fREFVET TS HE R S B AERE T E
RIS - EREE S DIHEESE
5
3 Other Managers Managers involve in accounting, finance, IT,

(please specify titles)
HAZHR N 5
(R aH A EL R )

training or other administrative work.

SHgEt ~ U~ BB ~ B A T
TAFHYEEHRAE -

SUPERVISORY LEVEL

EEH

4

Other Supporting

Supervisors

(please specify titles)
HAth FEFSARA R

(qu SE I EC )

Supervisors involve in personnel, accounting,
finance, IT or other administration work.

SHLNE ~ gt~ UH - B EA T
TAERIELERAE -

OPERATIVE / CLERICAL SUPPORTING LEVEL
AR | XE&K

5

Other Clerks / Supportive
Staff

(please specify titles)
Hir 8 | #hAE
(G - A L)

Clerks / supportive staff involve in secretary,
personnel, accounting, finance, IT or other
administration work.

BIRAE ~ AT~ gat - M - EAREEE
ﬁt THLAER X E | BiIBIAE -
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Wine Related Courses in Hong Kong

Annex 3

Education : Target . REELIILae Trainer
o Programme | Duration . Entry Requirement Course fee upon e
Institution Audience . Quialification
completion
HKU SPACE | Wine 3 hours Amateurs - Open Entry Course HK$465 NA - Master of
Appreciation: Sommelier /
Sparkling Wine
Wine Programme,
HKU SPACE | Introduction | 3 hours Amateurs - Open Entry Course HK$475 NA or
to Wine - Holds the
Appreciation Advanced
Certificate /
HKU SPACE | Intermediate | 30 hours Industry - Be aged 18 or above; HK$8700 WSET Level 2 Diploma of
Wines and practitioners/ | - Have no allergy to wine and Award in WSET, or
Spirits Amateurs spirits; Wines and ) WSET
- Not suffer any heart disease or Spirits Certified
blood pressure problems. Educator, or
HKU SPACE | Advanced 42 hours Industry - Beaged 18 or above; HK$9500 WSET Level 3 | - Ihe Certified
Wines and practitioners/ | -  Have no allergy to wine and Award in Sommelier
Spirits Amateurs spirits; Wines and (CS), or
- Have not suffer any heart Spirits - The Certified
disease or blood pressure Specialist of
problems. Spirit (CSS)
- Prior studying the Advanced
Wines and Spirits, it is
recommended that students
should have the WSET Level 2
Award in Wines and Spirits.
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee upon -(gruazilniiircation
completion
HKU SPACE | Professional | 24 hours -Industry - 18-year old or above; HK$22,100 | - Eligible to -
Sommelier practitioners | - free from allergy to wine and attempt the
Studies with various spirits; not suffering any heart Module 1: Introductory
(Court of levels of disease or blood pressure HK$3,700 Sommelier
Master wine problems. (15)
Sommelier's knowledge Module 2: Examination
Certified and service | Direct entry to Module 2: HK$7,400 of the Court
Sommelier skills - have achieved module 1 of Master
Accreditation) qualification; Or Module 3: Sommeliers
-Industry - hold Wine and Spirit Education | HK$11,000 (CMS) upon
practitioners Trust (WSET) Level 2 award; completion of
who are Or Module 2
interested in | - have at least 2 years relevant
wine sales working experience. - Eligible to
and services attempt the
Direct entry to Module 3: Certified
-Industry - have achieved module 2 Sommelier
practitioners qualification; Or (CS)
who would | - hold Wine and Spirit Education Examination
like to Trust (WSET) Level 3 award or of the Court
pursue the above. of Master
highest Sommeliers
standards of (CMS) upon
wine service completion of
and product Module 3
knowledge
in a fine
dining room
setting
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee gg)r?]ré ation -(gruazilniiircation
HKU SPACE | Wine & 24 months Industry - hold a bachelor's degree EURE19500 |- MBA, -
Spirits MBA practitioners awarded by a recognized conferred by
university or equivalent; and BORDEAUX
- have a minimum working Management
experience of 3 years; or School (BeM)
- have achieved a level in
relevant professional
qualifications equivalent to a
bachelor's degree.
HKBU SCE & ERFE | 9 hours WEtEE |- Ao 18 5% HK$510 + -
ZH0(—) - & BEERRY |- BEELEIBEE H'§§200
AP A S =te=C N = iikg = R L
Wine Series
| -
Fundamentals
of Wine
HKBU SCE HEEERFE | 9 hours BEEEE |- T 18 5% HK$510 + -
Z50(2) ¢ i HATHAL |- B E B E HK$200
E T HMEER |- eAEmORsmERE | M
BAM 55 SRy
Wine Series At
-
Introduction
to
Professional
Wine Service
HKBU SCE E & ERFE | 12 hours BEEEE |- 18 5% HK$670 + -
250(=) - & ARG | - BEEAIBEE H'§$300
EE At - RAEEBEsnEERE | R
Wine Series

Il —Wine
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee upon -(gruazilniiircation
completion
Appreciation
10 | The Open Foundation 6 hours Those inthe | Open Entry Course HK$1500 - -
University of | Course in wine and
HK Wine Tasting spirit trade or | Recommended Admission
intending to | Qualifications:
join it. Also - 5subjects in HKDSE (including
for wine English language and Chinese
enthusiasts language) at level 2 or
who wish to equivalent™, or
acquire - YiJin Diploma, or
in-depth - Recognized QF Level 3
knowledge of Certificate / Diplomain a
wine and related area, or
spirits. - 5passes in HKCEE (including

English and Chinese at level 2
or grade E) or equivalent, plus 1
year of relevant working
experience, or

Yi Jin Certificate plus 1 year of
relevant working experience, or
Mature applicants aged 21 or
above with 3 years of working
experience may also be
considered.
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee upon -(gruazilniiircation
completion
11 | The Open Professional | 194 hours Those inthe | Open Entry Course HK$23,600 - | - WSET Level 2| -
University of | Diploma/ for wine and 25,550 Intermediate
HK Professional | Professional | spirit trade or | Recommended Admission Certificate in
Certificate in | Diploma intending to | Qualifications: Wines and
Wine joinit. Also |- 5 subjects in HKDSE (including Spirits
Assessment 91-102 for wine English language and Chinese - WSET Level 3
and Services | hours for enthusiasts language) at level 2 or Advanced
Professional | who wish to equivalent™, or Certificate in
Certificate acquire - YiJin Diploma, or Wines and
in-depth - Recognized QF Level 3 Spirits
knowledge of Certificate / Diplomain a
wine and related area, or
spirits. - 5passes in HKCEE (including

English and Chinese at level 2
or grade E) or equivalent, plus 1
year of relevant working
experience, or

Yi Jin Certificate plus 1 year of
relevant working experience, or

Mature applicants aged 21 or above
with 3 years of working experience
may also be considered.
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee upon -(gruazilniiircation
completion
12 | VTC Advanced 4 months Pre-employm | - Secondary 6 or above, or HK$7000 -“Basic Food | -
Certificate in ent completion of Secondary 5 with Hygiene
Wine and a pass in the aptitude test; at Certificate for
Bartending least 18 years of age and a pass Hygiene
Service in the interview. Supervisors”
recognised by
the Food and
Environmenta
| Hygiene
Department
in Hong
Kong
13 | ERB & EHEE | 176 hours Unemployed EE = ANVE B EBEEER R St - -
BRTE e Hong Kong » TR BB,
citizen E STF 18 BRERLL B2 At B
- BREAERIEREELIT, K
- PREERRE,
- AR, -
14 | ERB Pl E5E | 200 hours Unemployed EFI g NVR BB AAGES (R o) -
ARIE H?ng|<0ng » TR BB,
citizen

E S1E 18 Rl B2 A+ K
- BRERIEAEEERLIT, &
- PHEEREE,
- MEHE B o
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee upon -(gruazilniiircation
completion
15 | Hong Kong Tl ESAER | 8 hours Amateurs - HK$1200 - -
Wine School | #2
AL
16 | Hong Kong B EREER | 8 hours Amateurs - HK$1500 - -
Wine School | #2
FEHRLDHER
17 | Hong Kong B[S 6 hours Industry - HK$2000 -WSET Level 1 | -
Wine School WSET ZE practitioners / Foundation
EARLLEER s (g Amateurs Certificate in
Wines and
Spirits
18 | Hong Kong B 255540 18 hours Industry SERCEFEZE ] WSET SF R ERAR HK$6300 -WSET Level 2 | -
Wine School | WSET 1 practitioners / | (—4J) Intermediate
EAELLEER S (4R Amateurs Certificate in
Wines and
Spirits
19 | Hong Kong B 25540 32 hours Industry SERCEFEZE R] WSET SE P ERAR HK$9300 -WSET Level 3 | -
Wine School WSET 2F5F practitioners / | (—4k) Advanced
LR M (= gp) Amateurs Certificate in
Wines and
Spirits
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Recognition

Ilznil’:iﬁ?i%: Programme | Duration Z?J'gizzce Entry Requirement Course fee upon -(gruazilniiircation
completion
20 | HK Wine Wine and 6 hours Industry - HK$1,800 -WSET Level 1 | -
Academy Spirit practitioners / Foundation
HAE A2 | Education Amateurs Certificate in
B2, Trust WSET Wines and
Courses — Spirits
WSET Level
1 Award in
Wines
21 | HK Wine Wine and 18 hours Industry - HK$ 6,500 +WSET Level 2 | -
Academy Spirit practitioners Intermediate
HAE A2 | Education Certificate in
B2, Trust WSET Wines and
Courses — Spirits
WSET Level
2 Award in
Wines
22 | HK Wine Wine and 30 hours Industry - HK$9,800 +WSET Level 3 | -
Academy Spirit practitioners Advanced
EHAE A2 | Education Certificate in
B2, Trust WSET Wines and
Courses — Spirits
WSET Level
3 Award in
Wines
23 | Talent State Bordeaux 17.5 hours Industry Need to complete “TSA Rookie HK$7,300 -
Asia Wine School practitioners / | Training Class” (Member)
CEIEED Certificate Amateurs HK8,100
course (Non-member)

(Elementary,
Intermediate
& Advance
course)
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Recognition

Ilznil’:iii?i%: Programme | Duration ;?J:jgii;ce Entry Requirement Course fee upon -(gruazilniiircation
completion
24 | Talent State Practical 7.5 hours Amateurs - HK$2,340 -

Asia Wine (Member)

B F M Workshop — HK$2,640
Rookie (Non-member)
Training
Class
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Annex 4

Proposed Methodology, Sampling Plan, Procedures and Timetable
for a Manpower Survey of the Wine Industry

Manpower Assessment

The duration of the survey is around 28-30 weeks. The method of
assessment can be summarized as follows:

(@) conducting regular manpower surveys of economic
sectors to collect up-to-date information on
employment situation;

(b) analyzing the manpower structure and skill shortages
from the survey data;

(c) assessing annual and future manpower demand at
various skill levels, using statistical forecasting
method and taking into consideration of wastage;

(d) estimating the annual supply from information on
planned output and participation rates gathered from
educational and training institutions; and

(e) consolidating survey data, matching demand and
supply of manpower at various skill levels.

Detailed Manpower Survey Procedures
Scope of the Survey

2. Before the survey is conducted, a Working Committee will be set up to
decide on the scope of the survey, ensuring that there is no overlapping with
similar surveys of other economic sectors. The survey frame includes
basically all establishments in the particular sector from the central register
maintained by the Census and Statistics Department, and, supplementary
samples from the Working Committee.

3. The survey covers all workers employed in the principal jobs listed in
the survey document. They are managers, supervisors, and operational/clerical
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staff in the following branches of the wine industry:

Branch 1: Import/Export Trades

Branch 2: Wholesales

Branch 3: Retail

Branch 4: Food & Beverage and Chinese Catering
Branch 5: Storage & Logistics

Branch 6: Others

(i)  Insurance

(i) Auction

(iti)  Finance

(iv) Education

(v)  Wine Making

Sampling

4, A stratified random sampling method will be used to pick the
representative samples.

Principal Jobs

5. Prior to the survey, principal jobs with job descriptions would be
reviewed by the Working Committee in each sector.

Questionnaire Design

6. The Working Committee will design the questionnaire and other
survey documents for the survey.

Fieldwork

7. The fieldwork of the survey will be carried out by the Census and
Statistics Department or an independent survey consultant company. The
success of a survey depends largely on the quality of the information supplied
and the response of the respondents. Employers’ co-operation is therefore
required and major employers’ associations will be requested to publicize the
survey among their members. Survey documents are sent to each sampled
establishment prior to the fieldwork and interviewers are employed to visit the
establishments to collect and assist in completing the questionnaire.

Data Processing
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8. Returned questionnaires are checked by the VTC’s professional staff.
Ambiguous and doubtful information given in the questionnaire are clarified
and verified with employers/respondents.  The questionnaires are then
processed and data obtained will be statistically grossed up to estimate the
overall manpower situation in the sector.

9 The above procedures are illustrated in Appendix 1. A timetable is
at Appendix 2 for members’ reference.

Coverage of the Manpower Survey of the Wine Industry
10. The sample size for would be around 400 to 500.
Sampling Plan

11. Subject to the suggestions of the Working Committee, the Census and
Statistics Department or the independent survey consultant company would
work out a sample list for endorsement of the Working Committee.

Publicity

12. Before the fieldwork begins, a letter from the Chairman of the
Working Committee will be sent to each of the following employers’
associations to solicit their support in publicizing the survey among their
members:

(@) Hong Kong Hotels Association;

(b) The Association for Hong Kong Catering Services
Management Ltd.;

(c) Hong Kong Retail Management Association;

(d) Hong Kong Sommelier Association;

(e) Hong Kong Wine and Spirits Industry Coalition;

(f) Hong Kong Wine Merchants’ Chamber of Commerce.

Assurance
13. All selected establishments will be assured that the information

collected will be treated in the strictest confidence and only aggregate
information will be published without reference to individual organizations.
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Appendix 1

Procedures for Conducting Manpower Survey

Identifying Scope
of survey and
sampling plan

l

Identifying principal
jobs and preparing
job descriptions

l

Preparing Survey
documents and
questionnaires

l

Sending out survey
documents to
employers

l

Publicizing survey

\ 4

Briefing and
familiarization
visits for survey
interviewers

Publication of the
manpower survey
report

A

Analyzing the
survey findings

T

Data processing

T

Checking and

clarifying
guestionnaires

!

Discussion with
survey
interviewers

!

Visit employers and
collecting completed
questionnaires
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Appendix 2

Timetable for Manpower Survey

Survey fieldwork

Follow-up outstanding cases

Coding and editing of questionnaires, data input

data processing (incl. computer checks, clarify
and rectify errors, impute non-responding cases,
etc)

Examination of Survey Findings by WC

Release of Statistical Report of Manpower Survey

Analysis of Survey Findings by WC

Release of Manpower Survey Report

Publication of printed Report if necessary
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