Annex D
The 2013 Manpower Survey of the Wine Industry I D

Job Description of Principle Jobs of the Wine Industry
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(Some of the job titles may not be identical to those used in your establishment. But if the job nature is
similar, please treat them as the same and supply the required information in the questionnaire.)
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Import / Export Trades
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No. Job Title Job Description
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MANAGERIAL LEVEL

100 General Manager Assumes total responsibility of a company and
AR has other managers / executives as direct
subordinates.
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101 Shipping Manager Takes charge of the operation of logistics, import
i/ ’ﬂﬁi%’{;fﬂ 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.
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102 Merchandising Manager Plans, organises, directs and controls sourcing,
F?fr“ﬁ[},ﬁﬁéﬁﬂfﬁ% 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.
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No.
Y

Job Title
574

Job Description
B =0

103

Sales / Marketing Manager
ol ng /TPt

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.
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104

Warehouse and
Distribution Manager
(Logistic)
F755 W A

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.
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105

Purchasing Manager

PREEAE

Manages purchasing activities in sourcing,
negotiating price, terms and condition of
suppliers’ contract. Approves Purchase Orders.
Oversees overall purchasing procedures.
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199

Other Supporting
Managers

(please specify titles)
PR L 18
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Managers involve in personnel, accounting,
finance, IT or other administration work.
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No.

Job Title

Job Description

A I B
SUPERVISORY LEVEL
200 Shipping Supervisor Checks shipping documents and monitors the
ﬂﬂﬁ%’%} = transport of raw material and cargo.
AP [ o FTEUROR W T RS -
201 Merchandiser / Buyer Responsible for the purchase of merchandise for
F:?JPF[[H [ BREES = sale or materials for internal consumption.
Liaises and negotiates with suppliers and buyers.
Ensures the orders are properly executed.
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202 Sales Supervisor Supervises a team of salespersons. Checks and
e i studies sales figures, stock of merchandise and
customers’ preference and makes
recommendations on the purchase and stock of
merchandise.
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203 Warehouse and Plans and supervises receipt, inspection, storage
Distribution Supervisor and distribution of goods. Supervises warehouse
(Logistic) staff in maintaining the workflow of warehouse,
mer B ensures the keeping of records of goods entry
and exit.
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204 Transportation Supervisor | Takes charge of overall supervision of
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transportation activities. Co-ordinates goods
handling activities with clients and warehouses.
Supervises the preparation of documents before
arrival / departure of goods.
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Job Title
57

Job Description
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205

Purchasing Supervisor

PRES T [

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

R E SR T

=E E:T"[Ejﬁ / R
R

206

Sales Consultant

o4 4

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.
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207

Promoter Supervisor

e B

Supervises Promoters in promoting products in
order to meet the company sales target.
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299

Other Supporting
Supervisors

(please specify titles)
s g

(TP 7

Supervisors involve in personnel, accounting,
finance, IT or other administration work.
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No.
irj%

Job Title
E5 741

Job Description
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OPERATIVE / CLERICAL SUPPORTING LEVEL
FrFh EY Y EI

300 Assistant Merchandiser Assists the merchandisers in executing orders
?jji‘ﬁﬂpﬁ#lgﬁ placed by buyer. Liaises with buyers on
requirements of merchandise.
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301 Documentation / Shipping | Prepares shipping documents for import / export
Clerk or other related purposes. Keeps records of
Y [FEE JﬂFﬁ'a‘fTi/ El shipment.
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302 Salesman; Sales Sohclts orders for the wholesale provision or for
Representative the import / export of merchandise. Gives
e SaES explanation and advice to customers or potential
customers on the product(s).
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303 Stock / Purchasing Clerk Recelves stores and distributes supplies and
‘Tﬁi / FRpEY El commodities. Prepares purchase orders and
maintains records of items purchased. Compiles
and compares stock records to prepare
requisitions.
EH'S“ e =y il gﬂyg‘gL .@Ea& :f
L T AL [%
[ﬂﬁﬁa g P
304 Promoter (Retail) Promotes products and provides customer
FEAE services.
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305 Part-time Promoter Promotes products and provides customer
(Retail) services in part-time mode.
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399 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff
(please specify titles)
(ﬁ%ﬁi PHE 3578

personnel, accounting, finance, IT or other

administration work.
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Wholesale
58

No. Job Title Job Description
A B T (R

MANAGERIAL LEVEL
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106 General Manager Assumes total responsibility of an establishment
AR and has other managers / executives as direct
subordinates.
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107 Merchandising Manager Plans, organizes, directs and controls sourcing,
Ffﬂfﬁ[ll%’eﬁéﬁﬁ 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.
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108 Quality Control Manager | Plans, organizes, directs and controls quality
ﬁ#,'@’?ﬁﬁjm}fﬂ assurance procedures in all stages of
merchandising to ensure products meet the
required standards and specifications.
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109 Sales and Marketing Plans, organizes, directs and controls marketing,
Manager sales and promotion activities in a wholesale and
ol FE’[ / ﬂ ﬁ;ﬁiﬁi‘ distribution establishment. = Reviews market

and sales analyses to determine market
requirements.  Personally contacts clients to
promote sales.
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Job Title
E5 741

Job Description
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110

Warehouse and
Distribution Manager

Fpuk’ﬂ%ﬁw%

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.
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111

Compliance Manager

M A

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.
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112

Purchasing Manager

PRI

Manages purchasing activities in sourcing,
negotiating price, terms and condition of
suppliers’ contract. Approves Purchase Orders.
Oversees overall purchasing procedures.
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199

Other Supporting

Managers

(please specify titles)
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Managers involve in personnel accounting,
finance, IT or other administration work.
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No.
ARBE

Job Title
58

Job Description
~ (=3P

SUPERVISORY LEVEL

208

Shipping Supervisor
i

Supervises the operation of wholesale division /
section of an establishment. Checks shipping
documents and monitor the transport of cargo.
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209

Merchandiser / Buyer
Rl / #7822

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.
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210

Quality Inspector

i g

Conducts quality checks on goods according to
buyers’ requirements.  Supervises quality
control/inspection personnel for inspecting
quality of products.
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211

Sales Supervisor
o Sl

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.
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212

Warehouse and
Distribution Supervisor
r 7&/ _[,lSF g@ A I’—

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

Job Description
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213

Transportation Supervisor

Sl

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.
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214

Purchasing Supervisor

RlET =

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.
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215

Promoter Supervisor

e B

Supervises Promoters in promotlng products in
order to meet the company sales target.
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216

Sales Engineer

‘%fh 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
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.
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No. Job Title Job Description

Y b = (e

299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles)
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OPERATIVE / CLERICAL SUPPORTING LEVEL
FrFh EY Y EI

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

customers or potential customers on the
product(s) he / she sells.
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301 Stock / Purchasing Clerk Receives, stores and distributes supplies and

E_Tﬁ / FRiEd F § commodities. Prepares purchase orders and
maintains records of items purchased. Compiles
and compares stock records to prepare
requisitions.
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302 Documentation / Shipping | Prepares shipping documents for wholesale and
Clerk other related purposes. Keeps records of
R/ [i,ﬁl/ E shipment.
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303 Promoter Promotes products and provides customer
FEHIE] services.
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304 Part-time Promoter Promotes products and provides customer
A4 E%S‘.%ﬁ‘h F ] services in part-time mode.
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399 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff
(please specify titles)
(ﬁ%ﬁ_F-Ji %))

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

?ﬁél
No. Job Title Job Description
A ES% ] Bl =0

MANAGERIAL LEVEL
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113 General Manager Assumes total responsibility for retail operations,
A merchandising, sales and marketing functions.
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114 Operations / Retail Takes charge of the overall operations and
Manager management of stores / outlets / retail chain.
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115 Store Manager Takes charge of the operations and management
%ﬁéﬁ%’;i‘ of a store / outlet.
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116 Sales and Marketing Plans, directs, manages marketing functions and
Manager sales-related activities aiming at maximizing
VK ] R sales.  Directly contacts clients to promote

sales.
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117 Customer Services Plans, organizes, directs and controls activities
Manager relating to customer services. Contacts
R customers, liaises with internal departments to

ensure provision of high standard customer

services.
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118 Head of Merchandising; Plans, ' organizes,  directs and controls
Buying Manager 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.
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No. Job Title

Job Description

A B =
119 Logistics / Distribution / Plans, directs and manages logistics / distribution

Warehouse Manager

Poit /S /R

/ arehousing activities to ensure smooth
operation of merchandise flow.
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120 Owner; Sole Proprietor; Owns and runs the business.
Working Partner
BN REREETE BT | R IR -
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199 Other Managers Managers involve in accounting, finance, IT,

(please specify titles)
PR N
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training or other administrative work.
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SUPERVISORY LEVEL
217 Store Supervisor Responsible for the sale of a particular

i £

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.
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218 Logistics / Distribution / Supervises logistics, distribution and

Warehouse Supervisor

P /Sl | AP

warehousing of merchandise to achieve planned
levels of services to users and customers.
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219 Public Relations /
Advertising Officer
-~ FLYEJ [7| / ?4 r |

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.
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No. Job Title Job Description

A T = (e

220 Customer Services Supervises and implements activities relating to
Supervisor customer services. Provides services directly to

IV

customers.
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221 Merchandiser; Buyer Responsible for merchandising or buying
BREE=S = functions. Liaises and negotiates with suppliers
and appropriate departments to ensure continuity
and quality of merchandise supply.
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299 Other Supporting Superwsors involve in personnel accounting,
Supervisors finance, IT or other administration work.

(please specify titles)
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OPERATIVE / CLERICAL SUPPORTING LEVEL

e B R

305 Senior Sales Staff

P EH

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.)
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Job Title
574

Job Description
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306

Junior Sales Staff
Fink Fé[ £7 E i

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.)
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307

Stock / Purchasing Clerk
T ET PRIETE

Recelves, stores and distributes supplies and
commodities. Prepares purchase orders and
maintains records of items purchased. Compiles
and compares stock records to prepare purchase
requisitions.
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308

Stock Assistant
2 (1)

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

Yol 3y A RHE O IRKE A/
LESIES E[E.[ o ﬂ f FFH:FP

309

Order Assistant (online
services)

D G-

Receives online orders, checks stocks, arranges
distribution of commodities, and confirms the
delivery of commodities to destinations.
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310

Part Time Sales / Service
Staff

R L AR

Employed on part time basis. Sells merchandise,
provides customer service, and / or operates cash
register in retail store.
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399

Other Clerks / Supportive
Staft

(please specify titles)

HEYEY /e -
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Clerks / supportive staff involve in secretary,
personnel, accounting, finance, IT or other
administration work.
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Food & Beverage and Chinese Catering
(Including Restaurants in Hotels and Clubs)

B FIZVERA

(VA 7T OB

(a) Food & Beverage ZfX

No. Job Title Job Description
A w7 = (e

MANAGERIAL LEVEL

=l

121 Director of Catering / Compiles catering and event marketing plan;

Director of Events

o

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.
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Job Title
e

Job Description
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122

Food and Beverage
Manager

B

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.
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199

Other Managers
(please specify titles)

(it E 37

Managers involve in accounting, finance, IT,
training or other administrative work.
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SUPERVISORY LEVEL
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222

Beverage Manager / Bar
Manager / Head Barman

PR/ R

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.

E[ﬁ\{gl?}%llﬂ e LW T T, S }EJEEP*LFU
R BTN
BE=CE %bn,ﬂﬁ RN ]ﬁ:%hf;l .

100




No. Job Title Job Description
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223 Captain (Food and Takes orders from guests and delivers orders to
Beverage Department) kitchen; may carve meats and prepare flambe
{Jfﬁf (:El’:lﬁiﬁﬁ) dishes at table; advises on the selection of wines
and serves those.
F[EFJF gg*gg T8 H1 R 2 = R p‘/ﬁT ELRE
”F‘ AR B AR S T R
[HES }%Aﬁjinﬁ':” PR EARS
224 Wine Steward / Assists in increasing beverage sales; takes care
Sommelier of the wine and liquor stocks in the restaurant;
E‘Ifgﬁj P/ Fﬁ#ﬂp‘lﬂﬂ advises guests on wine selection; serves wine at
the required temperatures.
PSR &?EE‘%ESE f*ﬁf FIRIRYT €7 5 B
B AR » TR R R L R
g -
299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.

(please specify titles)
e (e 4~ [

(52 )

BT L GFF S PO YRR R E Py S

T R R

OPERATIVE / CLERICAL SUPPORTING LEVEL
FefF El /Y EIE

311

Bartender / Soda Fountain
Server

PHTEY /AR =

Follows specified drink and cocktail by free
pouring jigger quantities; checks on supplies of
wines and spirits; prepares daily supply
requisition for bar manager’s approval.

PLEER o S G ?’L%‘ﬁ F7E5T R FIEIOR]

B VA 5 1 SR P DT
S -

312

Waiter/Waitress
et

Works in an assigned station; responsible for the
table-setting and dishing-up jobs; knows the
preparation of common menu items and chef’s
daily recommendation.

EES A RNSCHIAIE s S g
BT BT SR B R F R

399

Other Clerks / Supportive

Staff (please specify titles)
LR AN 15
(i )

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

R~ M @FF -~ [ SRR
905 (R B B N B o
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(b) Chinese Catering

=gk &

No. Job Title Job Description

A ] (e

MANAGERIAL LEVEL

R

123 Business Manager / Sales Supervises sale promotion of the restaurant and
Manager maintains good relationship with clients; liaises with

suppliers on special food and beverage promotions.

B S ARG
L R P T ¢

124 Restaurant Manager
fo e

Manages and co-ordinates the activities of the
restaurant and trains staff to ensure prompt and
courteous services; recommends menu items and
wines to clients. Achieves revenue target; ensures
guest satisfaction.

LRI SR A
m;@ufa SRR IR A

P RS AT ﬂt’ﬁﬁtﬁ \_F”A%W?%UIF%? S
ﬁxﬁéL”*" o

199 Other Managers
(please specify titles)

(e E 575

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

CE I ST 45
ILE‘E JW\-#IE‘[;RE‘ * ,\ ©

SUPERVISORY LEVEL
[r_1;¢
225 Captain / Supervisor Assists Manager / Assistant Manager in supervising
T@E'lﬁﬂﬁﬂ% 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.

D | T T 2
i ﬁﬁlfﬁjbﬁ% T»:ipq};.,r% #ﬁﬁ;\qﬁ! g)ﬁ’pp
B e SRS

=
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No. Job Title Job Description
A T = [
226 Wine Steward / Assists in increasing beverage sales; takes care of
Sommelier the wine and liquor stocks in the restaurant; advises
‘]E‘I*ETE] P/ lﬁ#ﬂp‘lﬁm guests on wine selection; serves wine at the required
temperatures.
R © MR R ST €7 5 SHT
FPR S B R E AR AL ﬁ%‘ﬁ@
KRS -
299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles)

H s g b g
(G )

BT LA T PRI
["Eflfjj; [~ ke~ F}[ o

OPERATIVE / CLERICAL SUPPORTING LEVEL
et By ) ENR

313 Waiter / Waitress Works in an assigned station; responsible for the
fﬁ e table-setting and dishing-up jobs; knows the
preparation of common menu items and chef’s daily
recommendation.
FREE T (R TR R R R
HEpLBE S B R BT | IR S
399 Other Clerks / Supportive Clerks / supportive staff involve in secretary,

Staff (please specify titles)
LR RN 15 R
(ﬁ%ﬁ:ﬁﬂﬂ IR

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

BTk ~ MH S @ F U R E
ErET [‘EF[%J—\D Fl[ / ]E'ﬁ I8 Fl[ °
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Storage & Logistics

i WP C3

No. Job Title Job Description

i e S

MANAGERIAL LEVEL

ﬂ\w*E_E‘!H\‘E‘

125 General Manager Assumes  full responsibility of overall
ARl management and development.

2 RO A

126 Sales and Marketing Plans, organizes, directs and controls marketing,
Manager sales and promotional activities.

(e SedlE [k st N
R ~ 08 SR B ST T
B (&

127 Freight / Customer Service | Plans, organizes, directs and controls overall
/ Documentation Manager operational aspects of customer services.
ST Supervises the booking qf space and jche
p— acceptance of cargo. Supervises the preparation
AH and issuing of shipping documents.

L - BN S T R 2 P
[Fo E?F’flaﬁr*p%pr:** (B ETPIpuE s o 5?
R il L e TS L

128 Distribution Manager Responsible for and controls of the receiving,

53 JEAE] storing and distribution of cargo.  Ensures
compliance with government and company
regulations.
IR BT IS 5t ST ]
AT L

129 Warehouse Manager Plans, organizes, directs and controls the
£ R activities of a cargo terminal.

PR~ B S AR R (=

130 Shipping Lines / Liner / Assumes an overall responsibility for a fleet /
Fleet Manager liner service including planning its marketing
IR R and sales policies.

FIF ARSI RERIIRST - S AR P RIT] HIE R
H -
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No. Job Title Job Description
A T = (e
131 Stevedore / Onboard Monitors freight operational activities including
Manager the delivery of cargo from vessel to land and
ETP U RS from land to vessel.
AR IR % A = IS L O
132 P & I/ Insurance / Deals with underwriters for hull, cargo liability,
Claims Manager crew and liability insurance. Handles cargo
CEE %Eﬁ?}i‘ claims.
ﬁ’ﬂ b B AR RS 2R
HJ*#“’ R A TP
199 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.
(please specify titles)
E PSR L 2T F{ﬁ PSS ~ e R Ry H 5
(ﬁﬁﬁ;}ﬂq;ﬂ ) - |‘Ef[ USSR & F o
SUPERVISORY LEVEL
227 Sales and Marketing Assists Sales and Marketing Manager in sales
Supervisor promotion activities.
SR T AT [ o
P ikt VY [ BT AR e T (e
228 Freight / Customer Service | Assists the freight manager in the handling of
/ Documentation shipping enquiries and delivery matters.
Supervisor e
o ) s v | PP i e B
2 E
229 Delivery and Distribution | Co-ordinates cargo handling activities with
Supervisor clients, warchouses, freight stations and
éﬁf— & terminals.
iR ETPIRTEL T (B AT S 1A (e (3ET ﬁy £7
SR
230 Warehouse Supervisor Schedules inward cargo movements, plans and
“,@j—#[j & supervises receipt, inspection and storage of
a cargo.
FER| EF[ SEKIES S Ubg—f SEINESFIE
Rt I Gy o
231 Stevedoring / Onboard Arranges delivery of cargo from shore to vessel
Supervisor and vice versa.
%E = [# %, '_‘ﬁz’/t '_‘Eu /_,1\ ya
PHE F=p e s -
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Code No.

irj%

Job Title
574

Job Description
Z (e

232 Warehouse Supervisor Schedules inward cargo movements, plans and
ELT:[E_'fﬁ} [~ supervises receipt, inspection and storage of
cargo.
VR TP R B TP
e
233 Stevedoring / Onboard Arranges delivery of cargo from shore to vessel
Supervisor and vice versa.
HeHl= = ,
PR - O g -
234 P & I/ Insurance / Claims | Assists insurance manager to settle minor claims
Supervisor from consignee.
W faa 5155 = = o )
2D i b S €7 pe ] e A
235 Container / Equipment Co-ordinates container movements.
Control Supervisor
gj@%@ / F%ﬁﬁjm ARETETR = o
=
299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles)

iy Zad gt

s L FF S I R ST
SECTEN S RN

(iEEIE 575

OPERATIVE / CLERICAL SUPPORTING LEVEL
FrFh EY Y EIR

314 Sales and Marketing Assists in carrying out promotional activities.
Assistant
SV T R BRI
315 Freight / Customer Service | Provides supporting services to clients.
/ Documentation Assistant
/ Clerk [pi| & R R -
EE RS/
VY ES
316 Operation / Traffic Clerk Arranges the booking of shipping space and
r%‘@ / Y controls pick-up / delivery orders.
VP AT A TS HLETH -
317 Delivery Man / Labourer Handles cargo in warehouses, loading and
e+ unloading cargo onto / off from trucks and other

vehicles.

TP T R €T
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No. Job Title Job Description
A A ~ (ESpy
318 Warehouse Assistant Prepares operations statistics, import and export
E}F’j?ﬁfﬁl cargo statistics and documents for storage of
cargo.
AR L0 VTP 0 L 6
ik
319 Tally Clerk Assists in loading and discharging of cargo.
PETE
EEE S IEER
320 Stevedore Handles cargo on board of barges.
e - e
e B PR 677 -
321 P & I/ Insurance / Claims | Prepares insurance and claims documents.
Assistant
WY £ SISl [ -
322 Container / Equipment Handles documents relating to container
Control Clerk movements.
it / %ﬁﬁjﬁ«'d/ El B ‘ ’
R CAR e R 1 -
323 Container Haulage Driver | Operates vehicles according to requirements and
L ESEL F{J*ﬁ*}* company regulations. Ensures documentary
procedures are adhered to at container
interchange point and at shipper / consignee
premises.
FEH 1 2 R G T (7 €
R 5By R 67~ BE 3 (AR R
324 Driver Receive and distribute cargo.
ik, o
EPS IR
325 Material Handling Operates forklift trucks and drives various
Equipment / Crane / material handling equipment as qualified.
Forklift Truck Operator
HBE S S S WG BORAL £ AR -
i |
326 Part-time Promoter Promotes products and provides customer
(Retail) services in part-time mode.
FUBHEHIES -
FIFCBI) AR ET il 1R TR -
399 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff
(please specify titles)
(ﬁ%ﬁ_F-Ji %))

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

rTEfd s MEb S @E S [ Ry E
s (B B/ el S E e
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Insurance

[ e

(a) General Insurer Sector

~ IR AL 7

No. Job Title Job Description
AigH B = (R

MANAGERIAL LEVEL
AR

133 General Manager Assumes total management responsibility of the
R 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.

*@FIEDE‘T% oy El% W AT /S

i rfﬂ’ H‘éfﬁﬂﬁ”@ i~
%‘b#ﬁv—éq VIR ERR] o TR pf&*"ﬂrﬁ i [
1 2 B -

134 Reinsurance Manager Formulates company’s reinsurance policy. Determines
F ! g 2E! company’s retention and monitors reinsurance treaties.
Evaluates and accepts reinsurance from ceding
companies. Works closely with the underwriting and
claims managers.

ﬁ FEIT} ﬁjﬁﬁﬂp}[{ﬁﬁﬁ o Y ’F Y IFﬂggﬂyg—F{
1 R s o 3 ff g o8 9 2 IO e - 2245
@ﬁiﬁb%lrg\m\rf EIT?L'%IIF[ItO

-
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SFiB

Job Title
E5 741

Job Description
Z (e

135

Underwriting Manager

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.

1 J[JEE%MQ '?f FUW[%P’FH FRL L
ik aﬂ j Ffrﬁ#bﬁﬂﬁﬁaa R
%"i’ﬁ‘lﬁ\ﬂq[ﬁ' o {7 E 25— R e o G P
'f Paa g5 < faa 5 F  H FFJ;D% IR ALY
Flﬁ;p%:lq Eoo ﬁﬁﬁbg—ﬁ?’ig;ﬂ qﬁ&g'lpj =X

136

Account Manager /
Claims Manager

iy =Y =]

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.

pam$E LR S

Eﬂ ',FUEE[E B p&ﬁd—, fjli ﬁbplpFFh
£ BRI R

Fﬁ? SIS EY o 2 [—“j; "—{ AR ﬁ%;ﬂﬂr‘ N}

LR - fp émkf s 7 IS

Tang: o E”F‘b?'% BN EEL - 7”&/ 7J %’Tqﬁﬁ
e

137

Marketing / Servicing
Manager

75 1 AR

Partlclpates 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.

ﬁ@ﬁﬂd‘”bﬁmj w5/ qmzfsﬁ F‘w%ﬁm#ﬁ
éﬁj 1R FTERS Y R gﬁ %E%EF
5555 > I A 35 | éﬁ FIPYE %I A
EE R BT (B
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No. Job Title Job Description
A B slli=
199 Other Managers Managers involve in accounting, finance, IT,
(please specify titles) training or other administrative work.
DR ) HEEE I ORI - SR e
i e ik
SUPERVISORY LEVEL
= (Ea¥
236 Assistant Manager Assists managers in various functional areas.
SR Trains and supervises the work of subordinates.
Carries out other duties as specified.
T%nﬁ%:i’?ﬁjii“ji[,ﬁ ]‘l‘—i nﬁ”;%b?ﬂ%ﬁ’j\
) T g
237 Compliance Officer Ra1s1ng the level of compliance awareness and
F’—‘[*ﬁ} = 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.
HL 2 S (PO 0 DR
PR AR GRS AL
’FE'FTW ] ?ﬁf' : 4J HIJ f‘n"?ﬁi [T A > 5
S A Fﬁpjﬁﬁﬂjﬁlié?bﬂﬁ [ ’g‘ 3 i
i g
238 Compliance Officer Ralsmg the level of compliance awareness and

e

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.

M) 2 TS 0 R e

[:Ffiiﬁl_‘* Jjjfﬂ LIEF{‘ ) FE[J;,\ ijf ;:qu
ffE'FTJii 51 4J ) ~ [P ) oA

Ak il F*F”ﬁﬁﬂl%@%”h [ ’g"J’EJa

JIF o
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No. Job Title Job Description
L E 5% =
239 Account Officer / Assists the Account Manager / Claims Manager in
Underwriting Officer underwriting business and files claims. Reviews
T RS E sales performance and implements sales
programme. Contacts clients to promote sales.
B AT ) oK AT Y O
Ao ﬁﬂ’iﬁ CFRESERHEE] =
fag) - R 2 IO
240 Policy Services / Claims | Underwrites policies and approves claims within
Officer authorized limits. Keeps and analyzes new
RE 55 / Z(¥i= (= | business and claims statistics. Implements the
company’s guideline for risks appraisal or claims
settlement.
TE A EI R RS T 0 T SRS T
RIS - B o el kst
B o s 2T ISR IKEEH ]EIEE[;]EIF’?*TEJ(*E“
299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.

(please specify titles)
B (R4 © [

(52 )

£ ) - it
B = PENCE Ty “Ebe

P35 ~ v Ry H 5

OPERATIVE / CLERICAL SUPPORTING LEVEL
FefF El /Y EIE

327

Underwriting Clerk /
Claims Clerk

IR F 7 S )

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.

%ﬁ’ﬁ‘[@l’%\‘ﬂ‘ﬁ% ° I RAY o ﬁﬂ‘ﬁf@!fﬁkﬁ iz

RUR AHT o [ mel G ARG R o F fe R
EE' Wy L3ifia - B ERE AR E RISV
A EH VL P 2T

399

Other Clerks /
Supportive Staff
(please specify titles)
Hp Y /el
(%? E| 1 TR )

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

S N N E R L h

i DRI H
T (R E A Y

111




(b) General Insurance Agent

— e R~
No. Job Title Job Description
b 7 - (R
MANAGERIAL LEVEL
ﬂ\w*E_E‘!H\‘E‘
138 Agency Director / Senior | Plans and develops business for the agencies.
Agency Manager Manages directly and indirectly over 50 agents.
e &\ ﬁ AEETH FE | Provides management development training to
%l 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.
PRI AR A © B R S0
PR SRR (S
e TR R R D 7
ﬁiﬁﬁg’f%’ » DR ETR SRR - B R
ol
199 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.

(please specify titles)
F PR i
%iWﬁﬁ?)

BN O P SRR E Py
TR S E

OPERATIVE / CLERICAL SUPPORTING LEVEL
FefFE ) EI

328 Agent Identifies prospective clients to acquire new
(e 4 A business and serves existing policyholders.
TEEE ?E‘JJEJ%* IRNE LS SERRG H A b
TN AR -
399 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff
(please specify titles)

H Y Ey /et
(i P E 3878

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

LR S ) O YR

RS = SR A I
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(c¢) Company Agencies (General Insurance)

PRS2 (- )

No. Job Title Job Description
A B = (R

MANAGERIAL LEVEL

ﬂ\w*E_E‘!H\‘E‘

139 Managing Director / Assumes total management responsibility of the
General Manager / Chief | company with other managers / executives as
Executive direct subordinates. Formulates company policies
ﬁj?jJEI:J b/ AR/ and objectives with a view to achieving them.

[EAEES Collects, collates and presents information
required by directors. Represents the company in
dealing with the government, business concerns
and the public.
ﬂﬁﬁﬁﬁ‘ [l e “fﬁﬂﬁﬁ%‘ /E

O rﬁ‘1$hffrp@
Wg\ﬁ% R U
> r&%{[ﬁt“ﬁﬂb 5 TR

140 Assistant General Manages the operatlonal activities of all
Manager / Account departments and branches. Formulates strategies
Director for business expansion and integrates the
MEEREARED ) &P | marketing plans of various functional areas.
f= Implements company policies. Streamlines and

standardizes operational procedures and systems.

I‘tﬁm i [k 55 \FJF”J@I ﬁrﬂﬁiﬁﬂ
E@ﬁa*‘vﬁu ’ )5k JIHFIF F'J1 71j§+§|” Fhw
CU T Prm ]'EIT[ ﬂﬁ— i (PR k’ﬁkﬂﬁf' °

141 Senior Sales Manager Plans, coordinates and implements the company’s

ﬁ PLEhE Srsed business development strategy. Identifies and
analyzes opportunities to increase business. Works
closely with insurers and liaises with clients.
NEIU ﬂﬁa‘ KEE i’héﬁ ﬁ'ﬁ—E ° FI‘?_\L_E
73 ?Tf[ﬁai 5 ”F‘&“*F = e flJE?L"ffﬁ (>
w E"ﬁ é‘[ k I,ifﬁ‘ﬂh?? °
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No. Job Title

Job Description

A E 7o B ==H
142 Marketing Manager / Participates in formulating and implementing

Sales Manager

e R

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.

T (R
ﬁﬁjﬁij é([ = l?%$6 7 E’r&: I"E
TR ) L A - 8
R R < S &

Fifmdd - 5 "\WEE:E"ETR BEPUT (.

199 Other Supporting
Managers

(please specify titles)
E PSR RS

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

f‘tﬁ”qﬁ f‘fﬂ 'a‘ﬁjJ\E‘?ﬁ?*ﬁlifiﬁ?iI%l‘?ﬁ
‘Eﬁjjf@

(T 780)

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.

LA 2 IS ORI T R [
p%@w¢-L¥r PR R ﬂjfu?
ﬁirjwm ?iﬁﬁ SR Bn"??:ﬁilﬂbfrﬁ{* A

FH PP AR RO AR L i
il

HJP‘—

SUPERVISORY LEVEL

2 [z

241 Compliance Officer
R ERE:

242 Account Officer
KO

nderwrltes pohcles within authorized limits.

Keeps and analyzes new business statistics.
Implements the company’s guideline for risks
appraisal.

&ﬁ@ﬁ@‘%mﬁﬁo@ﬁwﬁﬁﬁiﬁm
R e B A R EE B TR
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No. Job Title Job Description
A E = (2R
243 Client Servicing Officer | Handles enquiries from existing and prospective
&R S = clients. Gives explanation and advice to customers
and if necessary, directs them to appropriate
sections or managers.
*ﬁWa~E§§fﬂé*ﬁﬁ$§U[ﬁ%*ﬁ@@“
FURVARRS > SARH AL« Y el N 1
fi=t F%E.Jﬁzi F'FFMZ%‘ °
244 Accounting Officer Supervises the work of the accounting staff to
Tff; 2= ensure the provision of reliable accounting
information  and  records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
Ejf"ﬁn FIfvz = F ]ﬁfﬁﬁm{n[ K el v
T T”L TR '{aii SIFERETERR] A
W%F [ KoLk _L%% °
299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles) B ’
HE 2 L T N GFF - P SRR E P sy
(i [ R Y

TECHNICAL REPRESENTATIVE

28

Technical Representative
e

Provides advice to a policy holder or potential
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.

A T 0 PO (R PO T
A L B 7

o (AR [*%Maa REN
?W&ﬁﬁﬁ@ﬁ%%ﬂﬁﬁﬂ%°
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No.

Job Title
B

Job Description
B ==H

OPERATIVE / CLERICAL SUPPORTING LEVEL
FrFh EY Y EIR

329 Accounting Clerk Raises vouchers and completes posting of
uﬁ%d} Ej accounting entries. Assists in preparing financial
statements, statistical reports and statutory returns.
B o R S - SRR ~
ﬁ%r |7S’?i Ty A o
330 Clerical Staff Performs clerical duties in relation to the issue of
J %; * F 5 insurance policies and endorsements. Keeps
records and statistics.
ﬁnrf‘\”ﬁ,?@ﬂf’ 13 U IR Ry o el
R R R
399 Other Clerks / Clerks / supportive staff involve in secretary,

Supportive Staff
(please specify titles)

HE Ey /e

(it 2578

personnel, accounting, finance, IT or other

administration work.

xwfi;mjr ~Ep FAS ~

i Yy
]’uﬁm‘f}" [lEfFl SR E ErIJ k E
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Auction

ey

No. Job Title Job Description
A ] (e
MANAGERIAL LEVEL
143 Head of Wine Oversees the Wine Auction Department, plans,
Fb%{g‘lﬁﬂ FF= 4 organizes and directs wine auction and private sales
activities. Develops auction and private sales
strategies.
e N PN
:,F[:[IFEJ'b% 3F[EQ F[EI}J éﬁ’%‘%ﬂ;[% "73'% L?ﬁE@ﬁlm °
144 Senior Wine Specialist Develops auction and private sales strategies with

FJ ki *D{Elﬂl

department head. Identifies, 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.

*ﬁ’,ﬂ xRt R A
rpfr bﬂ?ﬁ%i ALl 2 BB 7 o =52 Rl T

%b%fﬁgﬁﬂ®ow%%ﬂ@% HE
T it J['F]‘];Ej AREE R HiNE o 1, g@gﬂw o
A SRS il L
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No. Job Title
FIE’F B

Job Description
= (=M

145 Warehouse and
Distribution Manager

CTEETR 55 JEAEE

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.

EU R B AR I R S -

TELI/# —}3’— I%‘&* - J}%L{SI‘ ]TT S 7’} f[qg;%‘ %ﬂ =
iﬁ]l}rj [,';f[’ﬂ A= ]"%fﬂb El I%Lg‘r{]tﬂ J‘J{FJ—L o

199 Other Supporting

Managers

(please specify titles)
H pFEplad 8 -
LT E )

Managers 1nvolve in personnel, accounting,
finance, IT or other administration work.

BT L) OF < - S
[L'EE Jﬂ\:%'ﬂ& k F

SUPERVISORY LEVEL
245 Wine Specialist Implements auction and privates sales strategies
}}J?J{E‘l@f%‘: and coordinates auction and sales activities.

Oversees the preparation of catalogues. Assists
to determine value, condition and marketability
of auction items.
HORGHT O E. S VR ﬁ;%f;rfwﬁ 3
o Bafi SRR - s
AL ~ S 52

246 Warehouse and Plans and supervises receipt, inspection, storage

Distribution Supervisor
‘Téfﬁv A EE

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

i =

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.
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No. Job Title Job Description
i ] [P
248 Public Relations Officer / | Plans and implements marketing programmes to
Advertising Officer promote sale of wine and to promote a
A FJE ==/ company’s image. Keeps close contact with the
r?a i i (T mass media and advertising agents.
RIS R 1 A S £
R G %ﬁﬁﬂﬂ?ﬂk’?l [*%I&ﬁ% o
@o
299 Other Supporting Supervisors involve in personnel, accounting,
Supervisors finance, IT or other administration work.
(please specify titles) \ B o X B
Hp g [ | R A R R R P
GrAREE %0 I A
249 Junior Wine Specialist Researches wine property including authenticity

Tl JE[;JJ

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.
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OPERATIVE / CLERICAL SUPPORTING LEVEL
FefF El /Y EIE

399

Other Clerks / Supportive
Staff

(please specify titles)
(ﬁ%ﬁj-p T

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

grERd ~ CH S GF S PO R R R
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Finance

BA555

No. Job Title Job Description

s ] e
MANAGERIAL LEVEL

ﬂ\w*E_E‘!H\‘E‘

146 Chief Investment Officer / | Plans and executes overall investment strategies

Manager - Investment

%wﬁ*F/

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

R — HERY and fund portfolios.
m%bﬁw?ﬁﬁ%@ﬁ*ﬁ—ﬁﬁ%ﬁ@ﬁ
F{w 5 ‘ZE T&E}#EIULELQ}T\” Ay o
147 Financial Adviser / Superv1ses the day-to-day admlnlstration of
Portfolio Manager investment portfolios for customers. Selects
FF 35 @F} = ,{” S5 | securities for the investment portfolios. Promotes
gl various investment portfolios to customers.
?{ELQ% FIFVEHPRTEL =« SRS (R4l
AR fﬂJé‘f FHER TR -
148 Manager - Investment Plans, directs and controls activities of the
Services investment  product department. Provides

R - OO

advisory services to individual and institution
customers.

REiR ?’I*JVE%M@“Q@FFF i (=
i lﬁ%‘*’fﬁéﬁ* RIS -

149 Manager - Private
Banking
Al — R Rl

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.
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No. Job Title Job Description
AriBE By = e
150 Manager — Securities / Supervises the day-to-day operation of nominee
Custodian Services services, for example, dividend payments, bonus
e I S I ﬁ?’f “ 1y | shares, rights issues and custodian services for
o brokerage distribution activities. Handles
operation support for new issues.
EYTED oL e, R, &
ﬁ&ﬁ@bﬂg‘fﬁ@mﬁuyﬂg&ﬂr > FIF SR
1 [fE:] e g@lj’ﬁ] JE:I I 5/ =
151 M " Buys and sells securities, futures or commodities
anager - Securities, .
- for proprietary accounts and customers.
Futures and Commodities . ) . .
. Monitors margin and compliance requirements.
Trading
st HET K - . _ —
a\:i% , wioy | B 2 R RIS - WO - B
fip @WEQTH’“EW7H (B
199 Other Supporting Managers involve in personnel, accounting,
Managers finance, IT or other administration work.
(please specify titles)
AR 4 ¢ T 1 IR~ [ YRR T
(= 57 TR SR
i
SUPERVISORY LEVEL
= s
250 Financial Adviser Buys and sells unit trusts or mutual funds units

Representative / Personal
Consultant

U A /R
Hi

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.
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No. Job Title Job Description

A v ~ (e

251 Investment Analyst Collects, analyses and evaluates economic,
jf&?}’;’}?ﬁ?g g market and company data for investment

purposes. Reviews securities held in trust and

makes investment recommendations.

Hig ‘JJﬁkaﬁWﬁl iﬁA?%Q"]i§79 2 b
SV 1) (SR - R R T

ETE—L L ?ﬁ]i%‘a °

252 Investment Officer Assists Manager - Investment Services to carry

Hey= (= out the activities of the investment product
department.
2l TREH - RS TR Fpﬁffﬁ”
T (&

253 Sales Officer - Investment | Assists the Manager - Investment Services to
Products promote the sales of various investment /
gl Fé[} = — HEYE ﬁ[!, investment-linked products.

T%njj r;ﬂ:% — EE}%B?#JJ}_&?IUJ IT ﬂ Hoey /
LTV RO -

254 Sales Officer - Securities | Promotes ' securities trading services to

f,ﬁi Félj; = - 55 customers. Directs prospective customers to
Manager - Securities, Futures and Commodities
Trading to follow up.
ff[J?‘fF[% i JdJ K0 Hfﬁ’;ﬂy }{ﬁjﬂjé‘f* IQEL}' ﬂ:ﬁ
E - B W b P -

255 Securities Settlement Handles all aspects of securities operations in
Officer arcas of settlement, nominee and custodian
EaR A services, etc.

T FVE R E (R A YIRRET ~ PR
S

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

(please specify titles)

Hp2 =Lt
(i )

B A R SRR P 5T
B = NENCr U A

OPERATIVE / CLERICAL SUPPORTING LEVEL
FrFh EY Y EI

331

Securities and Futures
Assistant
Bl CIE B

Carries out clients’ orders on securities and

futures.

E RETR)

B ieg SR

122




No.
B

Job Title
58

Job Description
~ (=3P

332 Securities Settlement Assists the Securities Settlement Officer to
Clerk process the documents and maintain transaction
w5y CISHETY records in securities dealings.

IR LU ET T ERCE [ @S
bhgeIEk o
399 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,

Staff

(please specify titles)
LR RN 15 R
(ﬁ%ﬁéﬁ'ﬂ L)

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

!

No. Job Title Job Description

Sl ] = [

MANAGERIAL LEVEL

ﬂ\—ri‘!ﬂ\&

151 Programmme Manager Takes an active role in the development,
RG] 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.

il gl ﬂ?’u#@f

fiy = *JEJF € o F[E'LJET H{»ﬁﬁﬁ‘}'fg E‘[ﬁuﬁgl
FHPVARYE o BT o riié‘*b%@ﬁi bza B
é@#aﬁg?ffﬁ‘”iw%“*ﬁ AP T R T  e
e S A i cll il

_EI

199 Other Managers Managers involve in accounting, finance, IT,
(please specify titles) training or other administrative work.
) A R SRR R P

EESRIR - E
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No.
A

Job Title
574

Job Description
B k==

SUPERVISORY LEVEL

256

Senior Instructor

i ]

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.

Gy aﬂwéﬁ%ﬁb%@ﬁl %‘41]5! / ﬁ”?ﬁ?ﬂ% {éﬁﬁ
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299

Other Supporting
Supervisors

(please specify titles)
HE=2 L

il )

Superv1sors 1nvolve in personnel, accounting,
finance, IT or other administration work.

ATy O R SRS
e e A

OPERATIVE / CLERICAL SUPPORTING LEVEL
FefF El /Y EIE

333 Instructor Develops and organizes training materials and
= syllabuses. Conducts training courses in wine
related fields.
9L W RERPA R PR P AR
ate i
399 Other Clerks / Supportive | Clerks / supportive staff involve in secretary,
Staff personnel, accounting, finance, IT or other
(please specify titles) administration work.
T T I
(P %) R T g R SRR
PrErs T (EOEY W E e
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Wine Making

PR

No. Job Title Job Description
S ] = e
MANAGERIAL LEVEL
I'l::‘ ,:T}B
152 Winemaker / Vintner Manage equipment and ingredients for wine making,
E%E\{E‘IEW 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.

R PR AR JNEAE R -
”‘*bﬁwoyabﬁ°%%@ SRR
Hgray o F%ﬁw@wﬁwﬁwbﬁﬁ sHE
%mﬁﬁ (R © b{fﬁ"&%‘ipﬁﬁ@ A
EW%@%@U*F R PRERIED
(= b T ,$£ﬁWﬁIEﬁwT
’%l 'ﬁ—lz[tl ° 'i%ulﬁhpji;'ﬂl:l[ ’ {E‘[Hr‘ Eﬂjjp
%L m‘ 7‘7J_r =X f/['E'ﬂLM Eﬁj FI 7[%%?{73'( 3=

126




No. Job Title B“efffl,];gu%}p""“
;?ﬁr'j’é'F £ -

153 Sales and Marketing Plans, directs, manages marketing functions and
Manager sales-related activities aiming at maximizing sales.
fﬁj T ’?’ Azl Directly contacts clients to promote sales.

TNJE' jrfllaﬂ' el %Tﬁ?lb% MR (= 1
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199 Other Managers Managers involve in accounting, ﬁnance IT, training

(please specify titles) or other administrative work.

SR L

(Fmepe s ) HEOE I TR R
ﬁ ILEJ—FI J"I_'_‘%‘["B’l S F o

SUPERVISORY LEVEL

2 R

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

(please specify titles)
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OPERATIVE / CLERICAL SUPPORTING LEVEL
Fefmh EY | Y EI

399

Other Clerks / Supportive
Staft

(please specify titles)

ICRIE D
(i P 2678

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