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Vocational Training Council B £ I% 5

Headquarters Division 2 #=E — 5 A dix 3
6F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong Appendix .
ERFATKESTXRE20AH6E
www.vtc.edu.hk

2574 3759

IN/1/2(2013)

VTC

2 January 2013
Dear Sir/Madam,

The 2013 Manpower Survey of the Insurance Industry

I am writing to enlist your help in the 2013 Manpower Survey of the Insurance Industry to be
conducted by the Insurance Training Board of the Vocational Training Council (VTC).

The Insurance Training Board, appointed by the Chief Executive of the Hong Kong Special
Administrative Region (HKSAR), is responsible for matters pertaining to manpower training of the
insurance industry. In order to ascertain information on the latest local manpower situation so that
meaningful recommendations on manpower training in the coming years can be formulated, the
Insurance Training Board will conduct the captioned survey from 9 January 2013 to 8 February 2013.

| enclose one copy each of the Survey Questionnaire, Explanatory Notes and Job Descriptions
of Principal Insurance Jobs for your reference and completion. During the survey period, an officer
from the Census and Statistics Department (C&SD) will contact you or your authorised representative
to answer any questions and collect the completed questionnaire for data processing.

| wish to assure you that the information collected will be handled in strict confidence. In
conjunction with this survey, the Education Bureau (EDB) of the Government of the HKSAR, would
also wish to have access to the information we collect and, in addition to theirs, draft manpower
development policies for various industry sectors compliance with the Personal Data (Privacy)
Ordinance, we wish to obtain your consent for us to share our data with the EDB which will of course
treat the data in the same confidence.

Manpower Survey Reports of previous years can be fouhttpat/intb.vic.edu.hk. Upon
completion of the 2013 Manpower Survey, the Manpower Survey Report will also be uploaded onto
the VTC website. Kindly provide us with your e-mail address in the enclosed questionnaire and you
will be informed of the release of the Survey Report in due course.

Should you have any questions in connection with the survey, please contact the Manpower
Statistics Section of the C&SD at 2116 8505.

(LEUNG On-fook) )
B == Partnering
Ch':'_m_man into the Future
Encl. Insurance Training Board
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Appendix 4

Notes for Guidance IEFEH]

Please complete pages 71 to 83. If your company has in-house insurance
agents, please aso complete pages 84 to 91.

FHE S 71 2 83 H o Wl EAFEANEREAIEA - TNEEES 84 £
91 H -

The following pages are explanatory notes and job descriptions of principal
jobs of the insurance industry to facilitate the completion of the questionnaire:

LUN & d8 B M s Pl 1 208ops ey TIRRBH DU BIIE R e 2 ]

Reference 2 &F Page E#
Explanatory NotegH 2 F= {1+ 92— 94

Job Descriptions of Principal Jobs of the Insurance Industry

PRbasE X 2R T IEER

(1) General Insurer Sector 96 — 102
— W LRI AR 2N B

(i) General Insurance Agent 103
— ALl TEEA

(i)  Life Insurer Sector 104 - 113
N F R LR F]

(iv)  Life Insurance Agent 114
NZ bz CEEN

(V) Insurance Broker Sector (General Insurance) 115 - 119
IRbEEEZIHE (— AN )

(vi)  Insurance Broker Sector (Life Insurance) 120 -124
IREAATSE (N5 )

(vi)  Company Agencies (General Insurance) 125 -128
CEEA 2N A (—Hetrfi )

(viii) Company Agencies (Life Insurance) 129 - 132
CEEA 2V 5] (A =FrbE)

(ix)  Bancassurance Sector (General Insurance) 133 -136
RITHTB Rl (—AtRbE)

(x) Bancassurance Sector (Life Insurance) 137 — 140

RITH B 1R (= Rb%)
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CONFIDENTIAL HUA W R B AR
WHEN ENTERED WITH DATA % % j‘c ﬁ:

VOCATIONAL TRAINING COUNCIL
g e

THE 2013 MANPOWER SURVEY OF THE INSURANCE INDUSTRY
PREGSE 20135 A TRE

QUESTIONNAIRE
HER

(PLEASE READ THE ATTACHED EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)
(PR AR )

For Official Use Only:

LTRSS
No. of Employees/
Insurance Agents/
Technical Representativ
Rec. Survey Industry Establishment Enumerator 's Editor's Check Covered by the
Type Code Code No. No. No. Digit Questionnaire
2|5
1 2 3 45 6 7 8 9 1011 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27

Name of Company:

AIES

Address:
Hirdil

Total No. of Persons Engaged (including full-time employees, technical
representatives and insurance agents):

BTHRE (BiEERESR - EHBARAOREEA)

Name of PersontoContact; | | | | | [ | | [ [ | [ | | | | | | | |Position:

sk N4 28 ey

Tel.No. | [ [ [ [ [ -0 01 ] Fax. No.

EEE 48 55 56 63 1% E\:

E-mail: | |
éigﬁﬁ 64 98

No. of technical representatives (TRs) registered with Insurance Agents Registration Board (IARB)/

The Hong Kong Confederation of Insurance Brokers (HKCIB)/Professional InsurBraters 99 100 101 102
Association (PIBA) in your company:

£ BEAENRERESGLZE Y/ FEREBEME Y T8RS i E S AR RO

SEBRE AN
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10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

Part | For the use of Human Resources Division
HoEy B ANEIRE S
VOCATIONAL TRAINING COUNCIL
B &S
THE 2013 MANPOWER SURVEY OF THE INSURANCE INDUSTRY
PR B % 20134 A WA &
QUESTIONNAIRE (PART IA)
AERGE—BHBD)
(A) (B) © (D) (E) ) ©) (H)
. Please use the following Codes
quuflrenjent IOf Minimum for Columns (E) and (G).
Principal Jobs No. of Empl Forecast No. of Minimum ro I.ef.SSI?.na Requirement of | s 5i1j455% » 1A (E)R (G
FERS 0 ? r']“ p Ofees Employees/ Education Qu?' |tcha on Year(s) of
R ¢ nlca. No. of Technical Requirement fol Pri or' |eJ b Experience in thi
epresentatives Vacancies | Representatives ir| the Principal Jol ,,Ilr?,(f:'pi 0/ Industry
) ?52‘3[13 asat2.1.2013 24 Months' Time | H:F SRS (x for e e T
poris, |E21zoer i wzmrer| 00 i
. Rec. R Emr | FREE | 20EARN (see | FEEX For Column (E)
Titie Type | Code e B/ %i5% | ColumnH) o (see HHENE
TR w9 AL Kt (RHf) | EEE L coumn k)
=i CEHE) Code Education Level
&) - AR5 HEEE
8-10 11-14 15-17 18-21 22 23 24
1 University Degree or
Above
2 [ | [ [ | [ | [ [ ] REEfrR
2 Higher Diplom¢ Associat
2 | | | | | | | | | | Degree or equivalent
EHCCR,/ BIE A
2 [ | [ | | [ | [ | ] 55
3 Diploma/Highe
2 | | | | | | | | | | Certificate/ Certificate or
equivalen
2 [ | [ | | [ | [ | | B ER
HEE
2 | | | | | | | | | | 4 Hong Kong Diploma of
Secondar Educatiol
2 | | | | | | | | | | /Matriculation
TP CBITER
2 | | | | | | | | | | 5 Secondary 5 or equivalen
P B E] AR
2 | | | | | | | | | | 6 Below Secondary 5
PHLT
2 [ | [ | | [ | [ | |
2 L | L 1| [ | [
For Column (G)
2 [ | [ [ | [ | [ [ ] PG
Year(s) of Experience
2 | | | | | | | | | | Code in the Industry
Eitid {ESLT SRR
2 [ | [ | | [ | [ | |
1 Less than 1 ye
2 [ | L1 [ | L1 DR
2 1-2yearn
2 [ | [ | | [ | [ | | 15 2%
3 Over 2 year- 5 year
2 [ | [ | | [ | [ | | S 245 5L
4 QOver 5 year«- 10 year
2 [ | L1 [ | L1 S 51E5 106
5 Over 10 yeat
2 [ | [ | | [ | [ | | S 1045
2 [ | [ | | [ | [ | |
2 [ | L1 [ | L1
2 [ | [ | | [ | [ | |
2 [ | [ | | [ | [ | |
2 [ | L1 [ | L1
2 [ | [ | | [ | [ | |
2 [ | [ | | [ | [ | |
2 [ | L1 [ | L1
2 [ | [ | | [ | [ | |
2 [ | [ | | [ | [ | |
2 [ | L1 [ | L1
2 [ | [ | | [ | [ | |
0 If additional lines are necessary, please tick here and enter on supplementary sheet(s).

ML EABRER - 555

NESER
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Part Il
EEbsy

1.

VOCATIONAL TRAINING COUNCIL

BRIz
THE 2013 MANPOWER SURVEY OF THE INSURANCE INDUSTRY

PREESE 20135 AJTRE
QUESTIONNAIRE (PART II)
AER (B8

For the use of Human Resources Division

PATTEIREF IHES

For Official Use Onl
IERTRE S

Er. No

Est. No.

The number of employees /Technical Representatives (excluding insurance agents) who left in the past 12 months

(1.1.2012 to 31.12.2012) by reason:
IR RE Ty -

Z12{EHR (1.1.2012% 31.12.2012 #EEEAIIEE, SEHREABCRRAE ARSI

0] Leaving of the company is initiated by the employee/Technical Representative (excluding insurance agents)

HifE 8 SER AR (Orbg QB ABRS) - Bh o 55
Reason Managerial

A KLHRAR

Supervisory

EEH

Clerical Technical
Representatlve

RS SEBRE

(a) Taking uganother job in the insurar L ] ]

industry or starting own insurance rele 8 u
busines

S TRbe S L IF A (R A R
TS

(b) Taking ug a job in the banking/finan L] ]

industry or starting own finance rela 20 23
busines

PEES—(TIRTT /SR T IF A
HRANZER

(c) Taking ufa job outside the insuranc L ] ]

26 28

banking/finance industry 32 35
starting own business outside

insurance/banking/finance indus

TRl Eml SRITSELIIMY IR

SRR ORER Rl SR TE DU MZER

(d) Emigratior L] ]

38 41

BE 44 47
(€) Repatriatiol L] ]

50 53

IE] 56 59

(H Relocation of workplac

BT R,

(i) To themainland of Chin/Macau/Taiwa| | | | | |

62 65

ERERSREPY G 68 71

(i) To othe countrie: L] ] ] ]

74 77

TEEA B 22 8 82
(9) Retiremer L] ] ] ]

86 8¢

BRIk 92 95
(h) Further studie L] ] ] ]

98 101

WerE IS 104 107

(i) Other reason:s L] ] ] ]

11C 11¢

/ﬂ\:ﬁtﬁ 11¢ 11¢

Please speci

122 12t

Dﬁ D_IJEE)ﬂ

For Official Use Only L] [

BERR IR 8 131
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(i) Leaving of the company is initiated by the company

FHN B 22
) Technical
Reason Managerial Supervisory  Clerical Representative
JHA &LHAR ELEH XEEk EHRE
(@) Retrenchment N O O O
HE T4c 147 T4€ 14¢
(b) Restructure/ Closure of Company Ll
/AEEQ\ZH/\Z%/\ 152 15E 15€ 161
(c) Expiry of employment contract Ll
ﬁﬂ%ﬁ?’\]ﬂﬁﬁ 164 167 17C 178
(d)  Poor performance N N N O I
I{/E%%}Ekfi 17¢ 17¢ 182 18t
(e) Other reasons N I O O O
;E\:ﬁtj:% 18€ 191 194 197
Please speci
At
For Official Use Only | | | | | | | | | | | | | | | |
FEAR RIS 200 20¢ 20€ 20¢ 212
2. The number of recruits in the past 12 months (1.1.2012 to 31.12.2012) by source :
BACERISY > % 12 AR (1.1.2012% 31.12.2012 Fiifiang A% :
) ) Technical
Source Managerial Supervisory Clerical  Representative
AR SLHRAR EEH XEEk EHRE
(a) From another insurance company/insurance | | | | | | | [ | | || | | |
intermediary 213 21€ 218 222
KE SRR AT R AL E]
(b) From a bank /finance company Lttt 1]
ARERAT, B R 2 & = 7
(c) Fromacompany outside theinsurance/ | | | || | | | | | || | | |
banking/ finance industry 281 24 24z 24¢
RETRbE,$RTT e RlsER DL MRS
(d) From a college/school direct
HRERE R,
(i)  Graduate of University DegreeorAboe | | | | | | | L | | | [ | | |
REER{ R bt e 7 = 7
(i) Sub-degree Holder (HD/ADDMHCICor | | | | | | | L L L | [ | | |
Equivalent) 261 264 267 27¢

RIER B2 (AR B
R mANEEE R E B E F )

(iiiy Graduate of Hong Kong Diplomaof | | | || | | | | | || | | |
Secondary Education/ Matriculant/  27¢ 2re 2re 28z
Secondary School Leaver or Equivalent/

Student Below Secondary 5
ESTRESURENES TR R AR
A BEISERRE, PRI A

(e) Other sources N Y s O o O O

HoAth AR 288 28¢ 791 557
Please speci
s et

For Official Use Only
fripe IS O o




3. The number of recruits in the past 12 months (1.1.2012 to 31.12.2012) by geographic origin :
PSS E 7y - i 12{E8 A (1.1.2012% 31.12.2012 Frigisayfe & A%

Technical
Geographic Origin Managerial Supervisory  Clerical Representative
HS AR KR FAEER XEH FEHHE
(2) Hong Kong I N o I
ﬁ/% 31C 313 31€ 31¢
(b) The mainland of China || DL ]
EF‘Wiﬂj 32z 32E 32¢ 331
(©) Macau N O o O
/7[% Fllﬂ 334 337 34C 345
(d) Taiwan I O [ o O
PAN 34¢€ 34¢ 352 35E
b=
(e) Other places N T o S I
/E\:ﬁtﬂﬂj\j— 35¢ 361 364 367
Please speci
et
For Official Use Only
et T T Oy O I o

4. The number of internal promotions in the past 12 months (1.1.2012 to 31.12.2012) :
AL 12HAN (1.1.2012% 31.12.2012 HANEETHHIRE AL

From

5]

(& Agency Manager

CE U SE

(b) Unit Manager/
Agency Supervist
L= RigAsiiipg

EEE(E

(c) Agent/ Technical
Representati

CEISVE S S

(d) Middle Manager

B4
(e)

Supervisor
FE

(H Clerk
XE

Others
Ho ARk AR

(9)

To No. of Internal Promotions

E EELEE SR RIEISUN

Agency Director/
Senior Agency Manag
e S C T

3

Agency Manager
BT

w
[¢5)
3]

EEE

Unit Manager/
Agency Supervist
B GBS AT

Senior Manager
[ERE sl

2

Middle Manager
o e

W
(o]
R

Supervisor
FE

Clerk
XE

For Official Use Only
MRS

c|EE
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5. If your company employs part-time staff to perform job duties in addition to those full-time employees/
Technical Representatives reported in Part I, please state the total number of these part-time staff.

bR TIES

—EIERATERE R SEB ARSI > A1 BAFTREIS AR T T

oA fE I S R 2 TSRS

(@)

(b)

(©)

(d)

Present No. of

Full-time Employees/Technical No. of Part-time
Representatives (Reported in Part I) EmployeesTechnica
HAEZBIES Representatives
EHRENE Tl E &~
(FES— 8 5 ) FEHREANE
Managerial
KCERAR
Supervisory
F LR
Clerical
XEK
Technical Representative
FEHRE

6. Please estimate the number of staff to be recruited in the next 24 months by type of education level.

SEHEAEEEE Y - Yt BAFETHETEARZK 24 (8 HiERsa (g S E -

(@)

(b)

(©)

Technical
Education Level Managerial Supervisory  Clerical Representative

FEREE TR EER LEH FEBHER

Graduate of University DegreeorAbove | | | | | | [ | | | | [ | |
KEBERMr B s 737 740 43 46

Sub-degree Holder (HD/AD/D/HC/Cor | | | | | | | | [ | [ | L[ | |
Equivalent) 449 452 755 758

RIS B (AU, Bl

U/ EEEE S E NI F )

Graduate of Hong Kong Diploma of Ll
Secondary Education/Matriculant/Secondat’} 464 467 470

School Leaver or Equivalent/Student Below

Secondary 5

FAPESUREESE TR R
ESEIFERE, I MR R

For Official Use Only
MR EE R Iﬁ‘ |474| | | |477| | | |480| | | |483| | | \ZB'GJ

- End of Questionnaire (Part Il) -
- AR (B5EHD) % -
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Part Il For the use of Human Resources Division

Gt ey BEA TR 5
VOCATIONAL TRAINING COUNCIL For Official Use Onl
Bl BERRTHESS
THE 2013 MANPOWER SURVEY OF THE INSURANCE INDUSTRY
REEE 20135 A T Er. No
QUESTIONNAIRE (PART I1l)
HER (B=Z85) Est. No.

1. Has your company experienced any recruitment difficulty in the past 12 months (1.1.2012 to 31.12.2012)7?
WA 12{HHA (1.1.2012%F 31.12.2012 HAEEHE(E SFFE SR ?

Technica
Manageric  Supervisor  Clerica Representati\

SRR FEH XA EBAR

(@ Yes

;g 487 488 489 490
(b) No

/ﬁ;g 491 492 493 494

(0 Has not recruited or tried to recruit in the past| |
12 month 495 496 497 798

X 12 i A ARG S SOR A E SRS

(If (b) or (c) is selected for all the fc job levels, |lease go to Question)

(AT E{E R s B ()i () - A5 — A E S <)

For Official Use Only |_,
IR TR RS 799
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2.

If your company has experienced recruitment difficulty in the past 12 months (1.1.2012 to 31.12.2012),
what do you think are the reasons? (You may provide more than one reason for each job level.)

W EAEEE 12{EA K (1.1.2012% 31.12.2012 {FE08 8 T 5 HEEIREE - (Rel s a i 2
(R TR At 20— A - )

@)

(b)

(©

(d)

(€)

Reaso Managerie
JFA KLHEAR

Supervisor

FLES

Clerica

XE

Technica
Representati

EBAE

Insufficient graduates in relevant disciplines I:l
(e.g. Insurance, Business Administration, s
Banking and Finance, etc.) from tertiary
institutions

B EBRERARE R (Hlaimk -

TrEEH ~ ST efE)

BRAHEAE

Lack of candidates with relevant experience I:l
and trainin sc4

it = AR < Rl RV FH 55

Working conditions/remuneration package
could not meet recruits’ expectations 508

AR RIE R EER &
KEREHIZER

Lack of candidates with good language
capabilities

WAL AR A B = BAFERSRES)

0] English

e
IR

mD
[ty
N

(i) Putonghua

[ ]

501

505

509

513

[ ]

50z

506

514

503

507

511

mD mD
= =
© o1

:%}Egjﬁ’ 516 517 518
Other reasor
Efﬂlﬁ 520 521 522 523
Please speci
FHat e

For Official Use Only
PR RS 524 55

526

527

528

78




Please estimate the percentage of training to be provided by external course providers to your employees/
Technical Representatives in the next 12 months.

Al AER K 12 (i A i R/ NEE s Atk T | AERA SEBARATE ST -

Technica
Manageric  Supervisor  Clerica Representatiy

SRR AR XE EBAE

0%

529 530 531 532
S0% - 24% [ ]

533 524 535 536
>24% - 49% ] [ ]

537 538 539 540
>4%% - 74% [ ] [ ]

541 542 543 544
S74% - <10(% ] [ ]

545 546 547 548
100%

549 550 551 552

Please give information on the training expenses of your company from 2011 to 2013.
steft JAEIH 20114 %2 2013 HYH SR HiE D -
(b) The training budget for 2013 as

(a) The training expenses in 2012 compared with the
as compared with those in 2011 training expenses in 2012
2012481 20114 2013 A ISRFA S THE
HEI SR BA S Y EL R il 2012 /Y5l SR B 2 AV EEET
In-house Training External Training In-house Training External Training
REIRIES SMNETIISR REIEIES FMNETIISR

]
]
]
]

() No Changei4 A&
553 554 555 556

(i) Increased byiE

]
]
]

> 50%

>20% - 50%

(4]
e
e
e

3
>
=3
1
o))
R
1
o)
@
1
>
~

]
]
]
]

>10% - 20%

565 566 567 568
596- 10% L] L] [ ] L]

569 570 571 572
< 5% L] L] [ ] [ ]

5
N
w
o
N
N
5
N
al
5
N
o

(i)  Decreased byjk/»

]

> 50%

s
(]
(4]
(]

>2(0% - 50%

3]
o)
=3
[3)]
®©
N
[3)]
®©
@
[3)]
®
~

>1C% - 20%

]
]
]
]

o
©
a
5
©
=
5
©
N
5
©
®

] ] ] ]
589 590 591 592
<5% l:l I:I l:l l:l
593 594 595 596
For Official Use Only
FEAR RIS IW‘ I@‘ \@, \W‘ \W‘ 602




Please suggest several types/topics of training that are considered the most important for the development of your
company. (Examples of training topics are given as follows for reference.)
Rt B ER R ORISR A TS 2 N AV ECHI SRR SRS E R o (FISRERER B E 5 AR
BBt o)
Please specify if the suggested type/topic of training |
included in the list of examples provid
Code ARG R ERE A EAE PR B BB A
Skl sraraEE i o

Manageriz
S

:

[o2]

03

:

[o2]

06

:

[o2]

09

:

()]

12

:

()]

15
Supervisay

EEH

:

()]

18

:

o)

21

:

(2]

24

:

(2]

27

:

[)]

30

:

[)]

33

:

[)]

36

:

[

39
Clerica

LA

:

[o2]

42

:

[o2]

45

:

[o2]

43

:

[e2]

51

:

[e2]

54
Technical Representati

EHR

:

[e2]

57

:

[o2]

60

:

[o2]

63

:

[o2]

66

:

(o]

69

For Official Use Only I e e
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Examples of Training Topics

o) I| SRER A 1] 1

Management/Executive

B TBRZER

Code Skills/Knowledge Code Skills/Knowledge

I FRE/HIaH it FeRE/HIGH

101  Principles & Practice of Management 110 Leadership
BRI B S FEABE

102  Problem Solving and Decision Making 111 Team Building
fidg PR RO R SR B L

103  Strategic Management 112 Motivation
RIS E D

104  Marketing Management 113 Coaching & Counseling
e Bl dSE ik M

105  Quality Management 114 Dealing with Conflict
BERGEE i BT 2E

106  Risk Management 115 Implementing Change
JeE B T TSR

107  Stress Management 116 Time Management
iyl P BB

108  Crisis Management 117 Agency Building and Development
fatE BN Z T fe 3t

109 Human Resources Management

ANT&EFEE

Professional Knowledge

BRI

Code Skills’/Knowledge

Smo FRE R

201 Associate of the Chartered Insurance Institute (ACII)

202 Fellow, Australian & New Zealand Institute of Insurance & Finance (ANZIIF)
203 Senior Associate, Australian & New Zealand Institute of Insurance & Finance (ANZIIF)
204 Certified Financial Planner (CFP)

205 Chartered Financial Consultant (ChFC)

206 Chartered Insurance Agency Manager (CIAM)

207 Chartered Life Underwriter (CLU)

208 Certified Manager of Financial Advisors (CMFA)

209 Chartered Property and Casualty Underwriter (CPCU)

210 Essentials of Management Development Program (EMD)

211 Fellow of the Chartered Insurance Institute (FCII)

212 Fellow of the Faculty of Actuaries in Scotland (FFA)
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Professional Knowledge (Cont'd)

BRI (H)

Code Skills/Knowledge
Smoi FRRE/ RIsH
213 Fellow of the Institute of Actuaries (FIA)

214 Fellow of the Institute of Actuaries of Australia (FIAA)
215 Fellow, Chartered Financial Practitioner (FChFP)
216 Fellow of the Society of Actuaries (FSA)

217 Fellow, Life Management Institute (FLMI)

218 Graduate Diploma of Insurance (GDI)

219 Fellow, Hong Kong Society of Certified Insurance Practitioners (HKCIP)
220 Insurance Financial Planning Course (IFPC)

221 Insurance Institute of Hong Kong (IIHK) Diploma
222 Leadership Fellow (LF)

223 Life Underwriter Training Council Fellow (LUTCF)
224 Professional Diploma in Insurance Programme (PDI)
225 Registered Financial Consultant (RFC)

226 Registered Financial Planner (RFP)

227 SFC related courses

Basic Job-related Knowledge

AR AR
Code Skills/Knowledge Code Skills’/Knowledge
S e FRE R e FLRE,HIEH
301 Actuarial Science 308 Investment-linked Insurance
R T B Rl
302 General Insurance 309 Asset Management
— e RbE EEEH
303 Life Insurance 310 Estate Planning
N i R
304 MPF 311 Retirement Planning
sl A BIRARE]
305 Investment Planning 312 Reinsurance
FeE g FRbE
306 Financial Planning 313 Health-related Training
A s R B A RE 2 5l 6k
307 Law Relating to Insurance

EARIR A B 2R
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Generic Skills

HEHBE

Code Skills/Knowledge

A Fege /Hlak

401  English Writing HEXER

402  Spoken English GEEE
403  Chinese Writing FER

404 Cantonese R

405 Putonghua L iEEh

406  Use of Computer HEAREEA
407 IT Enabling Systems BB A4
408 Effective Communication Skills BHRUE RIS
409  Marketing/Selling Skills TS HERE B RIS
410 Presentation Skills TR
411 Basic Accounting EAEE

412  Interpersonal Skills NIERR AT
413  Negotiation Skills BRHAETT
414  Telemarketing Skills EEEH BRI
415 Customer Psychology R

416 Mediation Skills SRS

End of Questionnaire (Part III)
- HER (E=E0) 7 -

83



Part
E—ESy

HERGEE-—ZHBD-REBEAREA

VOCATIONAL TRAINING COUNCIL

Bl &5
THE 2013 MANPOWER SURVEY OF THE INSURANCE INDUSTRY

REEE0BFEANHE
QUESTIONNAIRE (PART IB — INSURANCE AGENTS)

For the use dnsuier with Ir-houseAgency
HEEAEAE N Z SRl IR A TS

(A) (B) © (D) (E) F) (G) (H)
Requirement Please use the following Codes
Minimum of Minimum for Columns (E) and (G).
Principal Jobs Education Professional Requirement sk T I4RSE - B (E) (G
TERS No. of = £ No. of Requirement Qualification of Year(s) of Ao
No. of Insurance 0- 0! orecast No. of for the for the Experience in
Vacancies* | Insurance Agents i L L
Agents as at as at 24 Months’ Time Principal Job Principal Job the Industry
2.1.2013 212013 T JH T RS ("v""for Yes / TEATSE
1£ 2.1.20137 # 212013 24@[}%%% HIEAZ S "X" for No) HYHEA
) Rec. PrbaRE AN e T TEREZOR I SRS FEHER For Column (E)
Title Code ZZER TREEAEEA - it
o Type o B I (see TR (see BEEMH
L E Column H) BT Column H) _
(FLHE) @ v (R HE) Code Education Level
&%) @ meie
8-10 11-14 15-17 18-21 22 23 24
1 University Degree or
Above
General Insurance Agent —f{RERREA KRELEATELL
Director/ Manager 2 Higher Diploma/
K 2 6 | 1 | 1 | | | | | | | | Associate Degree or
Agent equivalen
BEA 2 lelal2f | | | || | [ BT,/ B o
2 | | | | | | | | | | 3 Diploma/Higher
Certificate/ Certificate
2 | | | | | | | | | | or equivalent
B/ mReEE S HE
2 | | [ 1 | [ | L 1| S
4 Hong Kong Diploma c
2 | | | | | | | | | | Secondary Education
/Matriculatior
2 [ | [ 1 | | | [ | | FAREE, TR
5 Secondary 5 or
2 [ | [ [ 1 | | L | | equivalen
rh A E AR
Life Insurance Agent A ZE{REGREA 6 Below Secondary
Agency Director/ District Director/ T
Regional Director/ Senior Agency
Manager
BB B 2 el2laf | | | [ | [ |
Agency Manager For Column (G)
B 2 lelalo| | | | [ | [ [ | (G
Unit Manager/ Agency Supervisor Year(s) of Experience
B8 BETE 2 6] 2] 3 [ | | | Code in the Industry
Agen; it TEMATHENESE
BEE 2 lelalal | | | [ | [ | |
1 Less than 1 ye
2 | | [ | | [ | [ | | DR 1
2 1-2year
2 [ | [ 1| [ | L 1| 1524
3 Over 2 year- 5 year.
2 [ | [ | | [ | [ | | Y drd
4 Over 5 year« 10 year
2 | | [ | | [ | [ | | SR B4 104
5 Over 10 year
2 [ | [ 1| [ | L 1| S 104
2 [ | [ | | [ | [ | |
2 | | [ | | [ | [ | |
2 [ | [ 1| [ | [
2 [ | [ | | [ | [ | |
2 | | [ | | [ | [ | |
2 [ | [ 1| [ | [
2 [ | [ | | [ | [ | |
2 | | [ | | [ | [ | |
2 [ | [ 1| [ | [
2 [ | [ | | [ | [ | |
2 | | [ | | [ | [ | |
2 [ | [ 1| [ | [
2 [ | [ 1 | [ | [

*Optional for life insurance agents.

NSRRI

°
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Part IV
SEIUEL sy

THE 2013 MANPOWER SURVEY OF THE INSURANCE INDUSTRY

VOCATIONAL TRAINING COUNCIL

1B 3% ol &k )5
REEFE 2013 AHRE

QUESTIONNAIRE (PART IV — INSURANCE AGENTS)

RER (BB -REBRAEAN)

For the use of Insurer with In-house Agency

FLEAEAE A Z AR IR A EIEES

For Official Use (nly
SRR S

Er. No

Est. No.

1. Please provide the following figures in respect of insurance agents of the company in the past 12 months (1.1.2012
to 31.12.2012):

SEUAE 128 AW (1.1.2012%F 31.12.2012F &/ SRR AE AR NYI#E

(@) No. of insurance agents registered as at 1.1.2012

(b) No. of insurance agents registered as at 31.12.2012

F 1.1.201 2+ MY R CE A H

1F 31.12. 201 2 MR A H

(c) No. of insurance agents newly registered during the past

12 months (1.1.2012 to 31.12.2012)

2 12 A A(1.1.2012% 31.12.2012) 5 My prba CE S H

2. The number of insurance agents who left in the past 12 months (1.1.2012 to 31.12.2012) by reason:
FRIENE Sy - 2 12(EH A (1.1.2012% 31.12.2012 EEREAYRRERAE AN

(i)

(@)

(b)

(©

(d)

()

()

Reason

JEA

Taking ug another job in the insurar
industry or steting own insurance relat
busines

S — PR E TAE SR I R 7a 7
HIERS

Taking ug a job in the banking/finan
industry or starting own financrelatec
busines

AT — 8T /<Rl TR A 2l
ERANIER

Taking ug a job outside the insuranc
banking/finance industry

starting own business outside
insurance/banking/finance indus
EErrbg Emh SRITSELIIMY IR
SCRIHRORRR, Rl SRATSE DL MIYSER
Emigratior

BE

Repatriatiol

=]

Relocation of workplac
BT ARG

() To themainland of Chin/Macau/Taiwa
TR G

85

Leaving of the company is initiated by the insurance agents

Fhfrbg (CEE A 32 Bl A S e

Insurance agents

Irbm A

69t

69¢

701

704

707



(i) To other countrie
TEEA R
(9) Retiremer
RIK
(h) Further studie
e R
(i) Other reason:
HAthJF A

Please speci

E

|

1C

T

|

1€

:

719

G

For Official Use Only
BERT RIS

-
N
N
~|
N)
w)

724

(i) Leaving of the company is initiated by the company

PN B e R
Reason Insurance agents
A TRba A
(@) Termination of agency agreement
4RI A4 728
(b) Restructure/Closure of Company
INEISEH, 78t
(c) Poor performance
TARRIRKEE 3
(d) Other reasons
HAt R A 7
Please speci
At
For Official Use Only
i L

3. The number of internal promotions in the past 12 months (1.1.2012 to 31.12.2012) for insurance agents:
B 12{HHA (1.1.2012%F 31.12.2012 FHANEBEF IR AL

From

£

No. of Internal Promotions

FH P T Db { G B

1 5

a) Agency Manager
gency g
=g e

(b) Unit Manager/
Agency Supervisor
A& B LT

(c) Agents/Technical
Representative

B¥REBAR

Agency Director/
Senior Agency Manager

B B R

Agency Manager
BT i

Unit Manager/
Agency Supervisor
B EEEE

~

5C

For Official Use Only
SRR S

753
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Please estimate the percentage of training to be provided by external course providers to your insurance agents in
the next 12 months.

Al ER AR 12 ] A i S NEE iR s IR T | AR AR 73t -

Insurance Agen

REs A
0%
754
>0% - 24%
755

>24% - 49%

>48% - 74%

>74% - <10(%

~ ~ ~
a1 gl a1

100%
758

Please give information on the training expenses of your company for insurance agents from 2011 to 2013.
SRt EAFEIH 2011EE 2013FEAY R A IS SN -
(b) The training budget for 2013 as

(a) The training expenses in 2012 compared with the
as compared with those in 2011 training expenses in 2012
20124F81 20114 2013l $RFH S THE
F ISR B S Y EERE B 20124 (Y| 4R B S Y ELEL
In-house Training External Training In-house Training External Training
W=l PANGIEIEES P B4R PGS
() No Change;& &
760 7€1 762 763

(i) Increased by

L]
L]
L]

> 50%

ik
HE
HE
HEN

>2C% - 50%

~
o
[e]
~
o
0
~
N
o
~
~
[iRy

>1C% - 20%

L
L]
L]
L]

~
~J
N
~
N
o
~
~
N
~
~l
a

5% - 10% |:| I:I D I:I
776 777 778 779
<5% [ ] L] L] L]

~
[e's)
o
~
(o]
P
~
o]
N
~
00
w

(i) Decreased byf;/)

> 50%

[
L]
[]

~
[o5]
=
~
[e6]
DWD
~
®
<)
~
®
~J

[]
L]

>2C% - 50%

\,
D
00|
~
D
O]
~
(O]
=]
~
[(e]
Q

[]

>1C% - 20%

7% 753 7o 7%
59- 10% [ ] [ ]
7% 797 798 79¢
< 5% [ ] [ ] [ ] [ ]
80 81 52 83
For Official Use Only u
LIRS eV 805 806 807 808 809
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Please suggest several types/topics of training that are considered the most important for the development of your
insurance agents. (Examples of training topics are given as follows for reference.)

AL HAE]RE R Orb QA S8 2 Ry R ERVEUHGE R HREE L - GRS BT8R A

L &RUMSE )

Insurance Agen

PR ARELA

Code
A%

Please specifif the suggested type/topic of training is
included in the list of examples provic.

R A G R ERE A BFEE R BRI BT TR B
An AR o

:

810

:

813

:

816

:

819

:

822

For Official Use Only
EEHR AR

825
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Examples of Training Topics

o) I| SRER A 1] 1

Management/Executive
B TBRZER
Code Skills/Knowledge Code Skills/Knowledge
T FCRE /A1 TEi FCRE /HI
101  Principles & Practice of Management 110 Leadership
BRI B S FEABE
102  Problem Solving and Decision Making 111 Team Building
i PRI RO R R B 2 1T
103  Strategic Management 112 Motivation
RIS E D
104  Marketing Management 113 Coaching & Counseling
5 e Bl dSE ik W
105  Quality Management 114 Dealing with Conflict
(BB RS B e P 2%
106  Risk Management 115 Implementing Change
JeE b EE TSR
107  Stress Management 116 Time Management
X R R [ E
108  Crisis Management 117 Agency Building and Development
fatdEd AREEA 3T S 3
109 Human Resources Management
ANITEREH
Professional Knowledge
BRI
Code Skills’/Knowledge
Smo FRE R
201 Associate of the Chartered Insurance Institute (ACII)
202 Fellow, Australian & New Zealand Institute of Insurance & Finance (ANZIIF)
203 Senior Associate, Australian & New Zealand Institute of Insurance & Finance (ANZIIF)
204 Certified Financial Planner (CFP)
205 Chartered Financial Consultant (ChFC)
206 Chartered Insurance Agency Manager (CIAM)
207 Chartered Life Underwriter (CLU)
208 Certified Manager of Financial Advisors (CMFA)
209 Chartered Property and Casualty Underwriter (CPCU)
210 Essentials of Management Development Program (EMD)
211 Fellow of the Chartered Insurance Institute (FCII)
212 Fellow of the Faculty of Actuaries in Scotland (FFA)
213 Fellow of the Institute of Actuaries (FIA)
214 Fellow of the Institute of Actuaries of Australia (FIAA)
215 Fellow, Chartered Financial Practitioner (FChFP)
216 Fellow of the Society of Actuaries (FSA)
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Professional Knowledge (Cont'd)

HRAE ()

Code Skills’/Knowledge
i FLRE R
217 Fellow, Life Management Institute (FLMI)

218 Graduate Diploma of Insurance (GDI)

219 Fellow, Hong Kong Society of Certified Insurance Practitioners (HKCIP)
220 Insurance Financial Planning Course (IFPC)

221 Insurance Institute of Hong Kong (IIHK) Diploma

222 Leadership Fellow (LF)

223 Life Underwriter Training Council Fellow (LUTCF)
224 Professional Diploma in Insurance Programme (PDI)
225 Registered Financial Consultant (RFC)

226 Registered Financial Planner (RFP)

227 SFC related courses

Basic Job-related Knowledge

AR AR
Code Skills/Knowledge Code Skills’/Knowledge
Rk FigE sk 4Rk HBE Ak
301 Actuarial Science 308 Investment-linked Insurance
R T B Rl
302 General Insurance 309 Asset Management
— e RbE BEEH
303 Life Insurance 310 Estate Planning
N A RE]
304 MPF 311 Retirement Planning
st ATEE RIRERE]
305 Investment Planning 312 Reinsurance
FeE g FRbE
306 Financial Planning 313 Health-related Training
AR R B RE 5l 4R
307 Law Relating to Insurance

EARIR A B 2R
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Generic Skills

HRIBE

Code Skills/Knowledge

i FeRE A%k

401  English Writing HFEES

402  Spoken English FEhEEh
403 Chinese Writing X ES

404 Cantonese N

405 Putonghua Sl

406  Use of Computer HEAREKEA
407 IT Enabling Systems HERH 25t
408 Effective Communication Skills ARUE RS
409  Marketing/Selling Skills e, B RO
410 Presentation Skills FIERTT
411 Basic Accounting YN

412  Interpersonal Skills NBERR AR
413  Negotiation Skills BRAFLTT
414  Telemarketing Skills BRI E R
415  Customer Psychology RISl

416  Mediation Skills FRRT

End of Questionnaire (Part IV)
- HER (EUET) 5B -
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1.

Appendix 5

The 2013 Manpower Survey of the Insurance Industry

PrbgsE 201349 AR E

Explanatory Notes

byaE

This Questionnaire covers four Parts about your business sector. Part | is about principal
jobs, Parts Il and Ill are about employees and technical representatives while Part IV is
about insurance agents. For the ease of completion, we suggest Parts IA, Il and Il to be
completed by Human Resources Division and Parts IB and IV by Agency Administration
Division in your business sector.

BRI ENE Y - F—E0aAR BEAFZ TEBE - £ KE=tr Rk

e B FGEB R - B 2 AR MREAEA - KITE BEAFHEEHEEER » &
Mkl BN ANEFREFPEFFERE —F - B KE=80 B —LKEFE

Py R QB TEGEEE -

Please complete all columns (‘A to ‘G’) of the questionnaire which are applicable to your
business sector and insert a zero (0) in any column which is not.

AEHERAN (A) £ (G) Ml - -~ EH - 55E (0) 795 -

Column ‘A’ - Titles of Principal Jobs in the Insurance Industry

(A) il — (RbE X IS AIE

(@) Please choose the job descriptions which best fit the business classification
companyin Appendix C, e.g. General Insurer Sector, General Insurance Ager
Insurer Sector, Life Insurance Agent, Insurance Broker (General Insurance), In
Broker (Life Insurance), Company Agencies (General Insurance), Company A(
(Life Insurance), Bancassurance Sector (General Insurance)Bamchssuranc
Sector (Life Insurance), etc.
saEMTeE C RN G BAETE IV TR Bl - — R frbgR R A E] ~
—fORBR BN - ASF IRl RATE ~ ASREBAEA -~ RIEELEE (iR
b)) ~ PRbB&EACENEIRER) ~ REALE (—ffrkz) - AREALE (AER
b&) ~ SRITIEORDR (—fefrlz) FaRTTHTEMRER (NSikbz) 55 -

(b) Please refer to the job code list in Appendix Gome of the job titles may not be
same as those used in your company. Please classify an enfipkya@act
agent/technical representative according to his/her major datids supply th
required information if the jobs have similar or related functions.

A2 H I C NRYIBREARSE - RNE BRI RE AR HEAERMRAR > SR
B IE |HEERE 2 - e JORER SRR ARAVI R BRI SR A
BARAT - AR ERRES - SRRt &Rt -
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(c) If necessary, please add those jobs and their corresponding job codes ti@t are
included in Appendix C but are considered as principal jobs in your company
Please briefly outline their job descrigois and indicate their skill levels on a bl:
sheet.

GHGE  FEE BATHMCREIEER$ C AR £ ZR08s K AH RS 4R
AR I e NG P2 O MRS & = tan BN ) o e g e

(d) If necessary, please add other supporting,staifl their corresponding job cod
whose activities are not usually specific tasurance, such as secretal
receptionists, messengers and clerical staff providemneral clerical duties such
document processing and operating various office machines. Pleasprovilje
information as required by Columns B, C and D of the questionnaire (Part I).
HH R SRR IR RE R R B A MR A B AR 4R 5T - (20
MWE -~ BT R B RIT—ROCEREISCE NG » B REHE S HRF &
WAESME - FHEERHER (5—H87) 2B~ C- D &HAHRIER -

Column ‘B’ - Number of Employees/insurance Agents/Technical Representatives (TRS) as
at 2.1.2013

(B) fill — 7£ 20134 1 H 2 H Z{& B/Prka R NERREAE

‘Employees’ refer to those working full-time under the payroll of the company. These
include proprietors, and partners working full-time for the company. This definition also
applies to ‘employee(s)’ appearing in other parts of the questionnaire.

RE ) 5E BEAFINERIIFZH AL > HibEREAFNERTFEVEER
BB - HERMELEN "RE ) 5 > EFRIRE -

Column ‘C’ - Number of Vacancies as at 2.1.2013

(C) il — #£ 20135 1 H 2 H ZZ= 6k

‘Number of Vacancies as at 2.1.2013’ refer to those unfilled, immediately available job
openings as at 2.1.2013 for which the company is actively trying to recruit.

"1£ 20134 1 H 2 H 2 ZEfk i H | fErz (e 20134 1 F 2 H1{/5#&2 » AL ZHEA
3R IEAR R I HE A S -

Column ‘D’ - Forecast Number of Employees/Insurance Agents/Technical Representatives
(TRs) in 24 Months’ Time

(D) i — THMIE 24 A 12 2 (g B/Prbr REEALEB R AR

Please fill in the forecast number of employees/insurance agents/technical representatives
(TRs) you will be employing for each principal job in the next 24 months. The number
given could be more/less than that in Column ‘B’ if an expansion/a contraction is expected.

stE B BAETUIME 24 (8 A8 2B HY e [IRE R AR AR - 40
lE TSRy T RS W - ILHIPTE B EZ /Dt (B) 1 -
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7. Column ‘E’ - Minimum Education Requirement for the Principal Job

(BE) i — BLEERBAAZSELENEX

Please enter in Column ‘E’ the appropriate code number as given in Column ‘H’ showing
the minimum education level which an employer requires his employee(s)/insurance
agent(s)/technical representative(s) should possess.

sAfd (H) MFTRaRyt e Lad e B/ R B A ES E R ER A EAS SR
F“ HA (B) WA -

8. Column ‘F’' — Requirement of Professional Qualification for the Principal Job

(F) 18 — JIEEZRREREE AR

Please enter in Column ‘F whether an employer requires his employee(s)/insurance
agent(s)/technical representative(s) should possess any Professional Qualification.

At (F) MHE B SAFERAER/IREAREANCEEREREOH LA ERER -

9. Column ‘G’ - Minimum Requirement of Year(s) of Experience in the Industry

(G) 1 — FERLITSRAVEAEFTEK

Please enter in Column ‘G’ the appropriate code number as given in Column ‘H’ showing
the minimum vyear(s) of experience in the industry that an employer requires his
employee(s) /insurance agent(s)/technical representative(s) should possess.

sAfg (H) PRyt e Lt M ie /R B EB R B E A L TR
ﬁifﬁ SECKEA (G) A -

10. Please complete Parts Il, 11l and IV (where appropriate) of the Questionnaire.
FEE PR ERE - FEREVUE (A ) -

The information collected will be treated in strict confidence and will be published only in the
form of statistics summaries without reference to individual organisations.

AR EMEHRE R ERTBFHER - WA &7 & E R -

kkkkkkkkkkkkkkkkkk
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Appendix 6

I ndex of Job Description of Principal Jobs

FEBEH TEREA H 8%

Principal Jobs R 0 PageE i
General Insurer Sector — R Prba AR R A E] 96 — 102
General Insurance Agent s N REEPN 103
Life Insurer Sector NERBEREAE] 104 — 113
Life Insurance Agent NEStrE A 114
Insurance Broker Sector (General InsuranceyfzsS4czE (—MPrkE) 115-119
Insurance Broker Sector (Life Insurance) friE&aCzE (AS0Rk) 120 - 124
Company Agencies (General Insurance)  REAANE (—f#PrkE) 125 - 128
Company Agencies (Life Insurance) REANE (AEHE) 129 - 132
Bancassurance Sector (General Insurance) $R{ T /& R (—F% LRk ) 133 -136
Bancassurance Sector (Life Insurance)  $R{THI@EREE (AE R 137 - 140
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Job Description of Principal Jobs in the
General Insurer Sector

— PRI AR PR T LIS Y T FER I

Code No. Job Title Job Description
R e TAEEREH
SENIOR MANAGEMENT LEVEL =EEE#H A B4k
111 Managing Director/ Assumes total management responsibility ofjthe
General Manager/ company with other managers/executives| as
Chief Executive direct subordinates. Formulates compgny
policies and objectives with a view to achieving
them. Collects, collates and presi;‘ts
information required by directors. Represgnts
the company in dealing with the governmgnt,
business concerns and the public.
HHES R SHEATEHAE HFEESHMIKHE 17
TTIEHER B G - fIETAEIBR - DUKESAFE HE -
e ~ BPH RARACE TR AR - (AR A F L
BUR ~ PSR EIRG F A TR IR4E -
112 Deputy Managing Director/ | Provides leadership, direction, and guidanc¢ of
Deputy General Manager company activities to ensure the short-term jnd
long-term  stratgies being implemente
Assists the Chief Executive in future busingss
development and maintenance of the compary.
B BEERIGREH FENEHVEE - FRH TR RAES | HEPRAEHA
KRB LIEE - W7 RS e %
% URSERF A TR EELE -
113 Assistant General Manager/ Manages the operational activities of fall
Senior Manager departments and branches. Formulgtes
strategies for business expansion and integfates
the marketing plans of various functional arg
Implements company policies.  Streamliges
and standardises operational procedures |and
systems.
EppEEER kA e e BREH AR R oA EIHEE - HIE TR
SFERES » AR GR & S E I TS ET & - T
ANEIEUR ~ b RS —EERE R SR -
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MIDDLE MANAGEMENT LEVEL

TEEH AR

210 Actuarial Manager Carries out actuarial studies related tq the
company’s operations. Supervises the
preparation of valuations and reports |as
required. Assists management in fhe
formulation of product development and pricigg.

RS AETELA EEFARAVE R - BB S T 4R
BISHAG S S - B E BB IS T A L ds s
# > DURETEEMER -

211 Reinsurance Manager Formulates company’s reinsurance policy.
Determines company’s retention and monifors
reinsurance treaties. Evaluates and acdepts
reinsurance from ceding companies. Wqrks
closely with the underwriting and clains
managers.

P ORbRas HET A F R IRRBER - e A EIHTE B3
b P ORI (PR  SFAh R R 2 HoAh A SR AR
bz o BLRZORGECH R & 1PF -
212 Underwriting Manager Formulates and implements compgny’s

ERZRASE

underwriting  policy. Reviews insuran
applications and  supporting  materig

Le

Evaluates risks involved and determiges

premiums extent of cover. May specialise
underwriting one type of insurance such
accident, fire and marine, and is designg
accordingly. Coordinates and supervises
work of subordinates.

SR HE] ST AT HRZ IREBUR - A PR
A= ROHBE R © sPAS TS KAV > R E IR
B SORORERE o B H0RE - ESh
b ~ K Bk b B P IRER - HLRR TR AR
HEPIRIETIE - el BB S TR T
fE -

in
as
ted
the
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MIDDLE MANAGEMENT LEVEL (Continued) @& A 24K (48)

213

Account Manager/
Claims Manager

P S RIGAH

Servicing existing client business, investiggtes

and approves claims filed under an insur

ce

policy or determines company’s liability [n

claims. Oversees negotiation of settle
with claimants and recommends litigation wh
necessary. Works in close liaison with ot
professionals like loss adjusters, aver
adjusters, surveyors, lawyers and reinsur
Supervises and trains subordinates. Keeps
analyses statistics.

BEAIA R Pt HE Rt aERE R
Bt EEOR - SR E A EIEE TRV E
{E - BE R AR E MRS - WA B
TEATTE] - BLEA B N\ L ANEsR B A ~
TR ~ NS ~ AT AR AT ERE
ke - BB allloRE MRS - TREE Rt
#y e

ent
en
ner
hge

and

214

Marketing/
Servicing Manager

s/ A s e

Participates in formulating and implementing

marketing/servicing policies. Be responsi

Dle

with clients and public relations. Formulafjes

for monitoring marketing programmes. Liaiﬁfs

new products and services for busin
expansion and meeting customers’ nes
Trains and supervises subordinates.

SBIHIET I T IR IR BOR - SR T
ST P S AR L AF © SRR A A
A - DLsd s ilim e & P RIFR 2 - Sl
BB MR RYLIE -

SS

215

Human Resources/
Training Manager

ANTTEIR/ FReE

Implements and coordinates recruitmg
selection, placement, transfer, and staff wel

nt,
are

programmes. Identifies training needs Lnd

organises training and employee ca
development programmes. Evaluates
effectiveness of training activities.

AT )4 e RS ~ BB - 1RUK ~ 2B AR
FIETE]  HEE FISRTE K - Sl 5 2 ISR
SEERTE - RRALEISK TIEAYRRRY -

er
the
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MIDDLE MANAGEMENT LEVEL (Continued) @& A 24K (48)

216

Information Technology
Manager

AR

Analyses and develops systems to cq
assigned  projects. Produces  systq

ver
EMS

specifications, documentation, user guide,

implementation plan or operation manual

for

application systems in accordance
established procedures and company guideli

T R B AR DA TR IRAY AE - %
WBLERE R A FEIES | > REFH 28 dm BR
&~ SUPF > ARSI I TETE R ARIE T -

ith
es.

217

Accounting Manager

[EEEE

Develops and implements financial policie
procedures. Oversees management informa

b and
ition

adequacy and the compliance with statur/)ry

requirements.  Assesses strategic initiat
including mergers, acquisitions and diversion

EEEILIE - SR R - BEH
TR - LARF& B B R ZHE - 37
FHRUS AR - GRS R ET % 7T
ft -

218

Assistant Manager

B LR

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

S FRBIT S IH AR - SIS EEE T &
T BT HAMFE E s -

219

Compliance Manager

B

es

5.

Raises the level of compliance awarenegs and

fosters a compliance culture. Responsible
implementing compliance policy ar

procedures. Ensures that the business conrlies

with all relevant laws, codes, rules, regulati

for
d

ns

and standards. Maintains the Compliapce

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.

P RANSTE = ws N ] bE b T R 7 = R= w5
b AEHTERBORMER  ERAFINTE
FPAMHREAG] ~ JER ~ <PRI - AR R e
ERFE TN B ER R PTE R LS
TREEHT IR -
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SUPERVISORY LEVEL F{:4k

311

Actuarial Assistant

ST

Works under the guidance of the Actyarial
Manager. Applies the knowledge [of
mathematics and statistics to the design fand
operation of various insurance plans.
TEREEATRIEE N LAF - i R R a5 A
s 0 BT R T SR IRbE ]

312

Account Supervisor/
Underwriting Supervisor

FEEME | ZEREE

Assists the Account Manager/Claims Manaper
in underwriting business and files clai

Reviews sales performance and implemgnts
sales programme. Contacts clients to pronmote
sales.

mpih s PRGSO R
H o iad 54 > DURHEITESEETE] - Bl P
il - HERS N EISERS -

313

Policy Services /
Claims Supervisor

PrREERTS RIEL(T

Underwrites policies and approves claims within
authorised limits. Keeps and analyses pew
business and claims statistics. Implements| the
company’s guideline for risks appraisal jor
claims settlement.

FEF SRR N IR DU AEARIR IR BRI
RS IR B 0K  OREE BT 56 5 S R (B SeaT
BT o TN B RS MR E TR AR
Al -

314

Marketing Supervisor

% EAE

Assists the Marketing/Servicing Managgr in
analysing market potential and conditiops.
Handles enquiries from existing and prospecjive
clients. Prepares promotion materials.
BT BB 8S B A TSV RE S B © i
HIE PSR - HiEEEHER -

315

Accounting Supervisor

AT

Supervises the work of the accounting staff to
ensure the provision of reliable accountjng
information and records. Assists e
Accounting Manager in analysing statistics and
preparing management reports and statutory
returns.

BB Est AR LR R & s T Bk A ik e
T o B et E A AR - REVE
& ROEEWRTR

316

Assistant Executive/
Supervisor

P FEE

Assists managers in the daily operations] of
various function areas. Supervises clerjcal
staff to ensure rules and guidelines establighed
by the management are followed.

T BNEHERTT HE % - BRE S CGE AR LM
HECRA I ~E JTATE NHVARAI S AES ] -
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SUPERVISORY LEVEL (Continued) F{f:4k (4&)

317

Information Technology

Supervisor

Al AR

Plans, maintains and controls the applicationg of

information technology in insurance, offig

automation and telecommunication. Analyfes

the applications of information technology [to
development projects and
problems.

TR~ ERF R ERTE R REE RS A=
LR HHIER - T B RS 4
T EIFIE A P 5 EHIE R E -

CLERICAL LEVEL <ZE%k

511

Underwriting Clerk/
Claims Clerk

IR R RIE A

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

FELORE - st EIRE - mBORE - MInfk
KRB  (RIFACHR ST T - mIREZHR
B R - R IRBLE R p e B EIRYES
NE SR HAM SRS

512

Accounting Clerk

@it E

Raises wuchers and completes posting
accounting entries. Assists in  prepal
financial statements, statistical reports
statutory returns.

FAILATRUR B ROBIR - faBhBetai 5k ~ 4t
ST ROETE R -

513

Clerical Staff

Performs clerical duties in relation to the issu
insuance policies and endorsements. K
records and statistics.

BTSCERTS > HIEROREE R INMRRR  PRFE

101
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OTHERS EHftf

Other Principal Jobs Jobs not classified above but are considerefl as
Hofh I SRR principal jobs in your company.
ARALHFEAE LA 7 JAa Eofth 5 SRS
119 - Senior Management Level|
B AR N
812 - Middle Management Level
B NGk
319 - Supervisory Level
FEH
519 - Clerical Level
XA
711 Other Supporting Staff Other supporting staff refer to those employges
HAthEn B T whose activities are not usually specific |to
insurance, such as secretaries, receptionjists,
messengers and clerical staff providing gengral
clerical duties such as document processingjand

operating various office machines.

EABEE B T A — R I R IR R Y B
T GRS « BEE - B R
TS TS0 A B » (A0S R 5 R
NEBEIE -
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Job Description of
General Insurance Agent

— e b LAY ARSI

Code No. Job Title Job Description
&l Hak TAFe5AA
611 Director/ Manager Plans and develops business for the ager]

Manages directly and indicdy over 50 agent
Provides management development training
agency managers and supervisors. Har
agency office management, budgeting
administration.  Communicates with the hdg
office and the agents. Reviews age
performance. Carries ouypublic relations an
marketing activities.

w=E K RE S RE TR - BREAERFETRE 50 {iLPA
FEXE - BEFREH K FARAEE SR
R EHEEE MHEITHE - BN REEE
bR M = SRR SR AR BT AR R LA -

612 Agent Identifies prospective clients to acquire 1
business and serves existing policyholders.
B¥A WEABINER » DIFRREERS W HIRERA
NI BEARFS -
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Job Description of Principal Jobs in the
Life Insurer Sector

NS RbE A PR T F Y TR

Code No. Job Title
Aol 5t

Job Description
TAEEREA

SENIOR MANAGEMENT LEVEL

SEEEASH

121 Managing Director/
Chief Executive

S ESE A TER

Assumes total management responsibility ofjthe
company with other managers/executives| as
direct subordinates. Formulates compgny
policies and objectives with a view to achie\g:g

them. Collects, collates and presgnts
information required by directors. Represgnts
the company in dealing with the governmgnt,
business concerns and the public.

EHEAHEREHAT ERFEESEMEE 17
BAA - HETAEIEOR > PORZESAE HAR
otk ~ B R E SRR ER - RN
BUT ~ PEEEIAG R i phes -

122 Chief Actuary

Assesses and certifies the solvency of |the
company as a whole. Ensures the valuatior|s of
liabilities of the company for various statutqry
purposes comply with the Insurance Compapies
Ordinance. Determines the transfer of aspets
out of the life fund. Formulates guidelines gnd
assumptions for carrying out various actuafial
studies.

S K EEBH A B B ASHIEERE T iR A FIA
BIEEAE H T T ES S - Fra RS
ERGIEFE - RE IR & E B NS4 a5
H - HIETSAEE BT ES | Rk -

123 Head - Operations

Manages the operational activities off the
individual life portfolio. Formulates strategigs
and develops new products for business
expansion. Establishes objectives nd
performance targets. Coordinates with other
departments to streamline existing procedyres
and provides quality services to clients.
EEYE N PR SEFSHVAELE - FIET SR 75 4% fre Rl
g on o ST LAF SR s
frEB P AL AR - A% P iRIHEE AR

¥ e
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SENIOR MANAGEMENT LEVEL (Continued) Sfg&B AE4 (&)

124

Head - Marketing/
Agency Operation

FE -
IRYg e

Plans, coordinates and implements [he
company’s business development strategiesjand
marketing plans. Conducts market reseq
Identifies and analyses opportunities to incrdase
business and market share. Provides seryices
and prepares promotion kits for sales folce.
Trains and supervises sales force/agq
Appoints brokers and liaises with them.
TRE] ~ e R TR S R SRS A T 5 -
BTG - R ot & tatkd - DIhkE
EBMRETSIEAER - HEFEANSRER
% U REEEEEN - Bl EEEEANA
SREE - BEALD » W B FIRFFIRSS -

125

Head — Group Benefits
Business

TE - ERENEES

Manages the operational activities of the grpup
benefits plans for corporate employe
Advises corporate clients the benefits, provigent

schemes and retirement plans best suited to ftheir
employees. Identifies new markets 4nd

development in statutory requirements [or

business expansion. Trains and superJises
subordinates in marketing, administration gnd

claims settlement on employee benefits plang.
B Ry ElE ety ERSEA R B
& F ARV & HE B FEAEN - S
FORRETE] - ®EMTS - DLROEARIRY N -
PRI ORI - PRESERS - Balll S B T i
BB B TAEFEHE] » DU RIARIRIE

126

Head - Finance/lnvestmen
Treasurer

TE - WB/&REFE

/Advises top management on investment] of
insurance funds and financing of capfal
expenditure. Administers assets. Plans jand
organises budgeting and financial confrol
systems. Presents budgets and finarjcial
reports to management. Modifies the reporliong
systems as required to meet statufory
requirements.

MORIE ARSI E EA SRR E RS [
=R E A - BHEE - RE| S AHSM BT
BRERIRG - MERBRTHE MBS
& o BETIE R URFEEHIRE -
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SENIOR MANAGEMENT LEVEL (Continued) Sfg&B AE4 (&)

127 Head - Human Resources
Training

FE - ATTERFIER

Develops, maintains and administers hur
resources management programmes in ords
promote efficient operations. Implements 3
coordinates recruitment, placeme

nan
I to
Ind
nt,

performance appraisal, salary administratfon,

employee relations and other benefits. Adv
top management on human resources issue

Ses
t and

manages training and development programmes

for staff.

FIET SAET AN EREHEE] DU S EER
o Y )E’afmuﬁal?ﬁﬁi% TAFZEHE ~ %fﬁﬂi
ff? PR - B LRI G KEAMER - [ g
REAFRANEREENE RKEEE T
SRk et E -

MIDDLE MANAGEMENT LEVEL

N

220 Accounting Manager

[EEE S

Develops and implements financial policie
procedures. Oversees management informa

adequacy and the compliance with statulsry

requirements. Assesses strategic initiat
including mergers, acquisitions and diversion

BEt (e SR AL - B
SRR LA B R T
RIS AR - GRS R ET % T
ft -

b and
ition

es

JJ

221 Actuarial Manager

rdi

Carries out actuarial studies related td

company’s operations. Supervises
preparation of valuations and reports
required. Assists management in

the
the
as
he

formulation of product development and pricifg.

HEFTELN EEFA BRI BT I - B E S T 4R
BEFALE R - A E EE%JJFHD%%%S
& DUNGETE A EE -

106



MIDDLE MANAGEMENT LEVEL (Continued) S A 248 (&)

222 Underwriting Manager Formulates and implements compgny’s
underwriting policy. Reviews insurange
applications and  supporting  materis
Evaluates risks involved and determiges
premiums and extent of cover. Works clo%ly
with reinsurers and determines acceptanc¢ of
insurance. Approves the issue of policies pnd
endorsements. Coordinates and superyises
the work of subordinates.

ASA S BEHET ST A B HIRZIREUR - ' B IR E
i e A REERE » RS ATl S R - TRE TR
Bt KUK ORE[E - B Orba A 5] BRE IS > Wk
TENESREZIEIR - AR H PR B R PR TR -
Toha S B N Ry LA -
223 Policy Services/ Directs a complete range of satisfactory seryice

Claims Manager

PrREfRT, R EKH

to policyholders. Investigates and approres

claims filed under an insurance policy
determines company’s liability in claim
Oversees negotiation of settlement W
claimants and recommends litigation wh
necessary. Supervises and trains subordi

to provide prompt and courteous responsefp

customers’ enquiries and requests. Keeps
analyses claims statistics.

[E% i a2 RIS - 8 & KA ERIE IR E
fRHHVIFEECR - BOREAFEE T HNE
- Bes PR EH HRISEH] > W AEA TR G
A I D& I R A )= il
R~ 0 B ER PR B RIEK - SRRy
R ESET T -

or

th
en
ates
to
and
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MIDDLE MANAGEMENT LEVEL (Continued) S A 248 (&)

224 Marketing /
Agency Manager

[ e kS

Formulates and implements trainipg

programmes for sales agents. Implementsjand
coordinates marketing activities and launches
promotion campaigns. Arranges sges
conventions, conferences and seminars. Lidises
with advertising agencies. Prepares promofion
kits and provides services to sales force jnd
agents. Manages the administration of varipus
agencies of the company according |to

pre-determined guidelines. Evaluates sgles
operation and performances of agencies Jand
agents.

HET R BTl % B ISR A - ST
et it ie AR - W ERIHE B S B - 228k
EBGE TS - BEES A ERE - JEHE
HEM WA A B RS aIRAR - 1R
BELETET | BB SR AT - 595
RS 704 ~ ERmIEE EFR BN TIER
H o

225 Group Benefits Business
Manager

FEIRE RS

Develops and implements working procedyres
and guidelines for underwriting/claims ahd
administering  employee benefits pla
Provides prompt services and answers to clipnts
and other departments on group insurgnce
products and specific employee benefts.
Oversees negotiation of settlement nd
recommends litigation when necessary. Kdeps
and analyses statistics. Coordinates with ofher
departments for quality services and efficien
HE T T TAFRR P AIfES | DUER IR, TEE
JOEEL B TARMETE] - st ERG Orbs SR e &
AR » [ %5 = R EAth B P IR R AR S
O] FE - BE a2 BB H AR W AEH 7 B0
HETTIATE) - (AR T B - B
B - BRI E R TIERCR -

226 Accounting/
Investment Manager

Mes eE

Supervises the day-to-day administration | of
fund portfolios and implements the investmgnt
policy. Provides technical advice ¢n
budgeting, taxation, financial analygs,
forecasting and long-term planning.
EEAESHANHEEE TIFRETRER
W e B BORE ~ i ~ M50 ~ B R
SRS SR IR E R G5 -
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MIDDLE MANAGEMENT LEVEL (Continued) S A 248 (&)

227

Human Resources/

Training Manager

ANTTEIR/ FIReE

Implements and coordinates recruitmg

nt,
are

selection, placement, transfer, and staff wel

programmes. Identifies training needs Lnd

organises training and employee ca
development programmes. Evaluates
effectiveness of training activities.

AT s (e R AEHS ~ B - f5)K ~ B AR
A& - HEE ISR K - SR s 2 Tk
SEIEEETE] o SIS TIEAYR -

er
the

228

Information Technology

Manager

Hal R e

Analyses and develops systems to c(
assigned  projects. Produces  systs

ver
EMS

specifications, documentation, user guifde,

implementation plan or operation manual
application systems in accordance
established procedures and company guideli

TItf SR TR A AR - DA THERAY A « #%2
BBt ER P R A FIES ]  BIEA ARG m IR
&~ S~ FETES 1 I TETE R IRIE T -

for
ith
es.

229

Compliance Manager

SRk e

Raises the level of compliance awarene
fosters a compliance culture. Responsible
implementing compliance policy ar
procedures. Ensures that the business co
with all relevant laws, codes, rules, regulati
and standards. Maintains the Complia
Manual to ensure the contents are up-to-datg

s and
for
d

lies
ns
ce
and

that all staff in their business areas are awaife of

the contents of the Compliance Manual.
T E & MR LKA E & S
b BEHTERBRIAER IR E
FTAMHREEG] ~ 7ER ~ <7~ B A B S e -
RS-SRS A R LS
TSR TN -

SUPERVISORY LEVEL  F{T:4k

321 Actuarial Assistant Works under the guidance of the Actyarial
Manager. Applies the knowledge [of
mathematics and statistics to the design jand

HHEAE

operation of various insurance plans and pengion

schemes.
RS BLAT S T T - PR O R i P
kO BE T RO T SRR T B R IRt E -
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SUPERVISORY LEVEL (Continued) F{f:4k (4&)

322

Underwriting Supervisor

ZORELE

Assists  the Underwriting/Policy  Serdices
Manager in implementing company’s
underwriting policies as directed and apprafses
risks within authorised limits. Issues policigs,
premium notes and endorsements. Kdeps
records and statistics.

FRIZTE - B IR PR B AR S SR T A =]
AVIZERIECR > WAEPREREREI > P - 5%
HOREL ~ REZER R OIRAR - PRIFECER R dtat
By e

323

Policy Services/
Claims Supervisor

IR RIE ML

Keeps and analyses policy records and cldims
statistics. Answers  enquiries  fr

policyholders. Implements the company’s
guideline for claims settlement. Investigajes
and approves claims filed under an insurgnce

policy within authorised limits.

RIF > TR EBAC SRR B T - B
A - HIRAEIFTETIES [ mERIE - £
FEREN - PE ST PR AV R E

ap
ol °

324

Marketing/Agency
Supervisor

ms S EEAEEE

Assists the Marketing/Agency Manager |to
prepare promotional materials. Liaises vlith
mass media and carries out publicity activijies
or exhibitions. Coordinates with marketihpg
and sales staff to organise sges
promotion/training programme. AsSsists e
Agency Administration Manager in monitorifg
the administration of agencies to comply with
the company's policies, procedures 4nd
standards.

B, a S N R E &R, - Bk
B BT E (SRR - LA T T
e B TE1F - SR allskatE# -
BN B T B B B S SR Y A - (EHAT
BRI AFINEBER ~ FreTREr JARZE -

110



SUPERVISORY LEVEL (Continued) F{t:4k (4&)

325 Group Benefits Business | Assists the Manager in preparing group bengfits
Supervisor proposals. Prepares work schedules Jand
calculates premium for employee benefits plg
Checks, updates and verifies the accuracigs of
data or claims documents provided by clie
Keeps records and prepares certificafes/
statements to employees. Handles settlefhent
of claims.

RS RIS AT 1A B &E 2 f e FEI S AR AT &1 o S T AEHF ]
% st E R BENETEHIIRE - 2BAE - HH R
ZE & F ATt E R R E S - RFL
% w8 TARAMEEINE A - A

BH -
326 Accounting/ Assists the Accounting/Investment Manage in
Investment Supervisor planning and organising budgeting/accounging
and financial control systems. Prepayes
budgets and financial reports to p
management.
s & FE BN R & SR E T THE g

B EEH 24 - BIETTHE R BERE 2
=REEHAR -

327 Human Resources/ Assists the Human Resources/Training Man;ger
Training Supervisor in recruitment, selection, placement, trangfer,

training, employee career development and $taff

welfare programmes.

ANJTEIR,/ SR A BN ATTEIR /S SRESBR A THARS ~ BRAEE ~ 45

Tk~ BB -~ FlSR -~ BRSE S R e B rEAETE] -

328 Accounting Supervisor Supervises the work of the accounting staff to
ensure the provision of reliable accountjng
information and records. Assists e
Accounting Manager in analysing statistics gnd
preparing management reports and statutory

returns.

Gat £t BB gET ABRLIE MR G aT B sk
it - B G EH TR &R - R E R
T OEERT ©
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SUPERVISORY LEVEL (Continued) F{f:4k (4&)

329 Information Technology Plans, maintains and controls the applicationg of

Supervisor information technology in insurance, offige
automation and telecommunication. Analypes
the applications of information technology |to
development projects and specific uper
problems.

&l A& RE ~ e R AERTE R AR IRbg ~ WA =
Bt R EEERITEAE - T E s RS R S
sTEFIME R P57 E e E RS -

CLERICAL LEVEL <ZE#k

521 Accounting Clerk Raises vouchers and completes posting] of
accounting entries. Assists in prepar|ng
financial statements, statistical reports ¢nd
statutory returns.

Rt E FAILT UGB SRR - BN SRR Bk ~ 4t
S RO -

522 Clerical Staff Performs clerical duties in relation to the isgue
of insurance policies and endorsements. Kgeps
records and statistics.

XEANE BITSCERTS  EDSOR B RN - PrIF4T

OTHERS HAt

Other Principal Jobs Jobs not classified above but are considerefl as
HoAth = SRR S principal jobs in your company.
ARALHFEAE LA 7R Eofth 5 SRS
129 - Senior Management Leve]
B =i EE N
822 - Middle Management Level
TEEH NSk
823 - Supervisory Level
FEH
529 - Clerical Level
XA
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OTHERS (Continued)E:At, (48)

721

Other Supporting Staff
HAthihgn & T

Other supporting staff refer to those employges

whose activities are not usually specific

to

insurance, such as secretaries, receptionjists,
messengers and clerical staff providing gengral

clerical duties such as document processing
operating various office machines.

AR B T A — R I R IR R Y B
T GIAEE « BEE - B3 RO
TS 9505 A B » (A0S P R 5 R
NEBEIE -

and
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Job Description for
Life Insurance Agent

P A= N R (STEE
Code No. Job Title Job Description
i et TAFER
621 Agency Director/ District |Plans and develops business for the agern

Director/ Regional Director/
Senior Agency Manager

EFERE IR
SRl E s s

Manages directly and indirectly over 50 age
Provides management development trainin
agency managers and supervisors. ndhes
agency office management, budgeting
administration. Communicates with the hg
office and the agents. Reviews age
performance. Carries out public relations
marketing activities.

RE SRR E TR o HRE K ERFE R 5011
DA E&E %ﬁ«% SRS R FRIRAVE TR
4R - B SR K HE A - BIEEAE RS
%E%%ﬁ@ﬁ%ﬁﬁ%%@.ﬁ N
BIAE -

622

Agency Manager

ERLHE

Owns or controls an agency. Manages dirg
and indirectly 10 50 agents. Formulates 3
executes sales and promotion programi
Recruits, supervises and trains agents to ac
new business and serve existing policyhold]
Personally contacts clients to promote sales.
A RETEERE - BN ERET 10 - 50
m“¥§ o BIET ST 3 R st - 4
5o BEEERES  DAEHEF > 105
PREFRTA NRBUIRS - Bl s - HERSE
5

623

Unit Manager /
Agency Supervisor

Bfrats BT

Recruits, supervises and traingeam of agen{
to acquire new business and serve exig
policyholders. Manages a single layer
agency with less than 10 agents. Perso
contacts clients to promote sales.

He: - BEREE NERE  DAUSHE
7ol R bR BT A AR IR - ERFEEDN
10 fiEsk 8 - Bl FHRas - HEESERS -

624

Agent

YK Nz =

=¥EE

Identifies prospective clients to acquire n
business and serves existing policyholders.

e R BT - LIRSS - WA IREEST
AR -
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Job Description of Principal Jobs in the

Insurance Broker

Sector (General Insurance)

PRbmaCacsE (—fikbrba ) ERBRHY TIERH

Code No. Job Title Job Description
Ao e AR
SENIOR MANAGEMENT LEVEL  =J@& A 24k

131 Managing Director/ Assumes total management responsibility] of
General Manager/ the company with other managers/executjves
Chief Executive as direct subordinates. Formulates compI;ny
policies and objectives with a view }o
achieving them. Collects, collates gnd
presents information required by directd
Represents the company in dealing with [the
government, business concerns and the pullic.
B ES R EEATEENE  HRERESEITEHE
TTIEHER TEAR - FETAFEBCR » PUKESUAEIH
2 o UEE ~ B R CEBAFRER - (R
N EIBEU ~ RESEEIRG SO R4S -
132 Assistant General Managef/Manages the operational activities of f”
Account Director/ departments and branches. Formulgtes
Chief Operating Officer strategies for business expansion and integfates
themarketing plans of various functional are
Implements company policies. Streamliges
and standardises operational procedures ]and
systems.
BIFARAETH R YRR B REEREE T R A EIHEE o FIET5E
B Bras e - ARG &S ErIny st &l -
AT FIBCER -~ fi b s 4 — A FRR B SR
133 Assistant Director/ Heads and manages the operational actijties

Divisional Director
BhEHARES /RSP I4EES

of the Business Division.

B BB N E SRR L o

MIDDLE MANAGEMENT LEVEL sy PN =4

231 Senior Account Manager Plans, coordinates and implementy the
company’s business development strats
Identifies and analyses opportunities |to

(SRS ¢=h

increase business.
insurers and liaises with clients.

RE| ~ BT A FISE B SR

KRB RIS - BRI AERE S

fE > B PHE -

Works closely with
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MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

232 Marketing Manager/ Participates in formulating and implementipg

Sales Manager/Business | marketing/servicing policies. Be responsi
Development Manager for implementing marketing programme
Liaises with clients and public relatior]
Trains and supervises subordinates.

i ¢ S sV SHHET RBITH S IRBSECR - BEHT

Dle

SE R HESH T2 ~ BRSO RA TAF - 3lll8 k5
EE TR AR TF -
233 Account Manager/ Servicing existing client business, investiggtes
Claims Manager and approves claims filed under an insurgnce

claims. Oversees negotiation of settle
with claimants and recommends litigati
when necessary. Works in close liaison v
other professionals like loss adjusters, ave
adjusters, surveyors, reinsurers and lawy
Supervises and trains subordinates. K
and analyses statistics.

FE&H RELH BRI P RRE - #HE A ERE
PREFEHAVIFEEK » B E A FEE T H
ERATL - BB REARABH] > WHFHEE
PR TTRATTE) o B A AR
R ~ BEEERD - AEIE - HREATER
FEATFE RS - BB IS TRE - R
W BT TR o

policy or determines company’s liability |n

ent
DN
ith
age

eps

234 Accounting Manager Develops and implements financial pofcies

and procedures. Oversees managel|

nent

statutory requirements. Assesses stra

initiatives including mergers, acquisitions
diversions.
frstegs EHGH T > BEOH GRS - B

mREHIE > I a R E AN ZHN
JE ° RHETRESE AR - BfRE0F - Wil R SE
EoIv (v

information adequacy and the compliance }j’th

gic
d

116



MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

235

Compliance Manager

ks

Raises the level of compliance awareneps and

fosters a compliance culture. Responsible|for
implementing  compliance  policy arnd
procedures. Ensures that the business conI)Iies
with all relevant laws, codes, rules, regulatipns
and standards. Maintains the Compliapce
Manual to ensure the contents are up-to-glate
and that all staff in their business areas Jare
aware of the contents of the Compliace
Manual.
P A W/ANETE SRS WA b S N N R 7k S RS
1t » BEPITERBR AR - HERAFIRT
GRTEMERBER] ~ AL~ SFRIT - B EAR K
TR HERF TN AT SR SR
BTE e FHEINE -

SUPERVISORY LEVEL  F{1:4k

331

Claims Supervisor

EXEERER

Underwrites policies and approves claims
within authorised limits. Keeps and analyges
new business and claims  statist
Implements the company’s guideline for rigks
appraisal or claims settlement.
TERERIENEZIRE - DU AR R O
PR ARHEEOK © OREH R M s il R B
FatT - BT E RS R EFTET
YRR -

332

Client Servicing Superviso

PR 2T

Handles enquiries from existing |and
prospective clients. Gives explanation gand
advice to customers and if necessary, dirpcts
them to appropriate sections or managers.
BB PRI o (5% PR ERIARFS -
IHRHEER - AR - KEFEN 25
e RS

333

Accounting Supervisor

A

Supervises the work of the accounting staff to
ensure the provision of reliable accountng
information and records. Assists e
Accounting Manager in analysing statistics gnd
preparing management reports and statugory
returns.

EE gt AR LR » MECREETE R ATk
R o MBI EETE ITRETE R - REE
B & RORERTR

117



TECHNICAL REPRESENTATIVEE (X3

431

Technical Representative

FEHRE

Provides advice to a policy holder or pojential

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

iRk E AR R L IR A Bt
TREEFFA AR R - SUAR IR T
BEEE B LIRS -

CLERICAL LEVEL =XE4K

531

Accounting Clerk

T A

Raises vouchers and completes posting
accounting entries. Assists
financial statements, statistical
statutory returns.
FHILAT OB ER R i - foh Bhge i A 15 e
Gt foE TR

reports

532

Clerical Staff

Performs clerical duties in relation to the is§
of insurance policies and endorsements. Kg
records and statistics.

BUTCERTS » BN OREE R INRR « ORTE
CCPE SAETHILE

OTHERS Hifff

139

239

339

539

Other Principal Jobs
ECAth R

- Senior Management Leve
=B ETARLR

- Middle Management Leve
HEEH A Gk

- Supervisory Level

TEHR

- Clerical Level

X&)

Jobs not classified above but are consideasid

principal jobs in your company.

ARG TEAE DA 3 S FoAth 32 S -

he

of

of

of

in preparing
and

ue
eps
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OTHERS (Continued)E:Atr, (4&)

731

Other Supporting Staff
HAthwhEh 2 T

Other supporting staff refer to those employ
whos activities are not usually specific
insurance, such as secretaries, receptio
messengers and clerical staff providiggnera
clerical duties such as document processing
operating various office machines.

HAE 8 T —RIFE S RES B E
T Bl - #E5R -~ BEEMT L
ETRHHCEANE - PSR AR E &
[E NG R
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Job Description of Principal Jobs in the
Insurance Broker Sector (Life Insurance)

PRimEEaCE (NFirbr) BB TIER

Code No.
i

Job Title
iy

Job Description
TESREH

SENIOR MANAGEMENT LEVEL

= EEAAHK

141 Managing Director/ Assumes total management responsibility] of
General Manager/ the company with other managers/executjves
Chief Executive as direct subordinates. Formulates comgany

policies and objectives with a view }o
achieving them. Collects, collates gnd
presents informationrequired by directorg
Represents the company in dealing with jthe
government, business concerns and the pulflic.
I ES R EEATEENT  HREEESITEE/
TTENAER TN R - #ETAEBR - DOKZESAEH
o Utk ~ BE R EBRFEER - A%
NIRRT ~ PSR EIEG RN RS -

142 Assistant General Managef/Manages the operational activities of f”
Account Director/Chief departments and branches. Formulgtes
Operating Officer strategies for business expansion and integfates

the marketing plans of various functional are
Implements company policies. Streamliges
and standardises operational procedures jand
systems.
BN R FEE S | BREESEE IR A EIRVEE o FIETE
B Bras e - ARG &S ErIny st &l -
AT FIBCER -~ fi b s 4 — A FRR B S
MIDDLE MANAGEMENT LEVEL s A 54l
241 Senior Account Manager Plans, coordinates and implementq the
company’s business development sigyt
Identifies and analyses opportunities |to

(SRS s=h

increase business.
insurers and liaises with clients.

SRR - G R L T B NG - e
RGO - SRR A F R
F - 38 Pl -

Works closely with
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MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

242 Marketing Manager/ Participates in formulating and implementipg

Sales Manager/Business | marketing/servicing policies. Be responsi
Development Manager for implementing marketing programme
Liaises with clients and public relatior
Trains and supervises subordinates.

s ¢ S sV SHHET RBITH S IRSEUR - BEHT

Dle

SE R HEBH T2 ~ B PG S B LAR - SISk KB
EE NBERLIE -
243 Account Manager/ Servicing existing client business, investiggtes
Claims Manager and approves claims filed under an insurgnce

claims. Oversees negotiation of settle
with claimants and recommends litigati
when necessary. Works in close liaison v
other professionals like loss adjusters, ave
adjusters, surveyors, reinsurers and lawy
Supervises and trains subordinates. K
and analyses statistics.

FE&H RELH BRI P RIRE - $HE R AERE
PREFEHAVIFEEK > B E A FEE T H
ERATL - BREREARABH] > WHFHEE
PR TRATTE) - B S A AR
D~ VBEEERD - BEIA - HREATER
FEATFE RS - BB A ISE TRE - R
W BT TR o

policy or determines company’s liability |n

ent
DN
ith
age

eps

244 Accounting Manager Develops and implements financial pofcies

nent

and procedures. Oversees managel|

statutory requirements.  Assesses stra
initiatives including mergers, acquisitions
diversions.

fEEpASE EHEGTLIE  BEgGTREHEER - BEEY
R TAE - DI EEEE TN =2
JE o aHERIEMETAF - BiEE0F - WOHECE
%%tk -

information adequacy and the compliance }j’th

gic
d
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MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

245

Compliance Manager

sk s

Raises the level of compliance awareneps and
fosters a compliance culture. Responsible|for
implementing  compliance  policy arnd
procedures. Ensures that the business conI)Iies
with all relevant laws, codes, rules, regulatipns
and standards. Maintains the Compliapce
Manual to ensure the contents are up-to-glate
and that all staff in their business areas Jare
aware of the contents of the Compliace
Manual.
eu A W/ANETE SRS WA b o N N A 7k (S RS
b » BEPITERBR AR - HERAFIRT
GRTEMRBER] ~ AL~ SFRIT - B EAR K
TR HERF TN AT B S A
BTE 7T MIANE -

SUPERVISORY LEVEL  F{1:4k

341

Claims Supervisor

EXEERER

Underwrites policies and approves claims
within authorised limits. Keeps and analyges
new business and claims  statist
Implements the company’s guideline for rigks
appraisal or claims settlement.
TERMERIENEZIRE - DU AR R IR
PR AR EEOK © ORE R i s i S R B
FatT - BT = RS R EFTET
YRR -

342

Client Servicing Superviso

PR 2T

Handles enquiries from existing |and
prospective clients. Gives explanation gand
advice to customers and if necessary, dirpcts
them to appropriate sections or managers.
BB PRI o (8% PR ERIARFS -
IHRHEER - AR - KEFEN 25
e RS

343

Accounting Supervisor

G EfE

Supervises the work of the accounting staff to
ensure the provision of reliable accountng
information and records. Assists e
Accounting Manager in analysing statistics gnd
preparing management reports and statugory
returns.

B E gt AR LR » MECREETE R ALk
R o MBI EETE ITRETE R - REE
B & RORERTR
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TECHNICAL REPRESENTATIVEE S F

441 Technical Representative Provides advice to a policy holder or pofential
policy holder on insurance matters for the
insurance broker, or arranges contracts] of
insurance in or from Hong Kong on behalfof
the insurance broker.

R ORI B AR IR ARA A PR R A Bt
TREFRIAANRIEER » IRERRELET
BB R BLHRIREEY -

CLERICAL LEVEL E%

541 Accounting Clerk Raises vouchers and completes posting of
accounting entries. Assists in prepar|ng
financial statements, statistical reports @nd
statutory returns.

R E FAILAT OB B R i o oh Bhise i A 5
Gatihd AT R -

542 Clerical Staff Performs clerical duties in relation to the isgue
of insurance policies and endorsements. Kgeps
records and statistics.

XEANE BT ERTS - ENS R R0 - PR AT

R -

OTHERS Hifff

149

249

349

549

Other Principal Jobs
HCAM T TR

- Senior Management Leve
B =i EE N

- Middle Management Leve

TREEH AR

- Supervisory Level

FEH

- Clerical Level

XER

Jobs not classified above but are considere
principal jobs in your company.

ARG FETE DA b A3y oAt SRR
|

0 as
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OTHERS HAtf, (Continued) (48)

741

Other Supporting Staff
HAthihgn & T

Other supporting staff refer to those employges

whose activities are not usually specific

to

insurance, such as secretaries, receptionists,
messengers and clerical staff providing gengral

clerical duties such as document proces
and operating various office machines.

HAEHE B Tl EE B e BB A
T BIAREE ~ BERFR ~ BEET R
FRHHISCGE NG - B R IR
Bk NG e

5ing
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Job Description of Principal Jobs in
Company Agencies (General Insurance)

REEALE (—fefrbz) EEBEH TIFESRH

Code No. Job Title Job Description
it et TESREH
SENIOR MANAGEMENT LEVEL EEEHE NS
151 Managing Director/ Assumes total management responsibility ofjthe
General Manager/ company with other managers/executives| as
Chief Executive direct subordinates. Formulates compgny
policies and objectives with a view to achievjng
them. Collects, collates and presigts
information required by directors. Represgnts

the company in dealing with the governmgnt,
business concerns and the public.

A ES R EHEATEHAF ERFEESHIIEHE 1T
TRk BAE - fETATIEOR - DORZEZAF HE -

ke ~ Bl R R RERTHR AR - (AR A HE
BURT ~ PESEEIAG ke R gras -

152 Assistant General Managef/Manages the operational activities of fall

Account Director departments and branches. Formulgtes
strategies for business expansion and integfates
the marketing plans of various functional arg
Implements company policies.  Streamliges
and standardises operational procedures |and
systems.

BRI P ARE B REH AR R oA wIHEE - HIE TR
SFERES » AR SR &S E I BETE - T
ANEIER ~ b RS —EERE R SR -

MIDDLE MANAGEMENT LEVEL g A B4k

251 Senior Sales Manager Plans, coordinates and implement§ the
company’s business development stratq
Identifies and analyses opportunities to incrgdase
business. Works closely with insurers gnd
liaises with clients.

SR & SAEE] R~ G KT A TSRS R OREE o MEE S
TR SEB I G - BlfRR A EREETE
RIRZEESE)
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MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

252

Marketing Manager/
Sales Manager

S 4EEE B SR ar

Participates in formulating and implementing
marketing/servicing policies. Be responsiple

for implementing marketing programmg
Liaises with clients and public relation

S.

Identifies and advises insurance and investrhent

plans to meet customers' needs. Analyses
products in the market and statisti|
Maintains relationship with insurers and clier
Trains and supervises subordinates.

SBLHIET R TITHS IR BUR - B THE
ST P SN L AF - e SRR IR
ba R EGTE] > Ll e BRE RV - i
R S R R T - B R N F R P
R - Sl R BB MR AT A -

253

Accounting Manager

3

Develops and implements financial policie

adequacy and the compliance with statu
requirements.  Assesses strategic initiat

procedures. Oversees management informEion

including mergers, acquisitions and diversiong

EHER LIF $EE R EEER - BB W
TR TN DI G RSN 2308 E - &7
i oRESME TAF - RE GOt - WA ER 2T
k-

254

Compliance Manager

sk s

Raises the level of compliance awarene:
fosters a compliance culture. Responsible
implementing compliance policy ar
procedures. Ensures that the business co
with all relevant laws, codes, rules, regulati
and standards. Maintains the Complia
Manual to ensure the contents are up-to-date

new

and

ry
es

D.

bs and
for
d

lies
ns
ce
and

that all staff in their business areas are awaie of

the contents of the Compliance Manual.
FETT S B & AR AR L /KRR 48 & 8 3
b BEPITERBER AR - HERAEIR S
FRAHREAG] ~ JER ~ <7~ MY AR S rE2E
CERF ST SR BN N AT A R L
T EERTI N -

SUPERVISORY LEVEL  F{1:4k

351

Account Supervisor

HFEELE

Underwrites policies within autlearidimits.
Keeps and analysenew business statistig
Implements the company’s guideline for rig
appraisal.

TP PEHL B N L IR ER - PR EA R 5478
ST - ST A B E RSP FTE THYAE AN -

126

ks



SUPERVISORY LEVEL (Continued)

EEE (8D

352 Client Servicing Superviso Handles enquiries from existing and prospective
clients.  Gives explanation and advice |to
customers and if necessary, directs then] to
appropriate sections or managers.

&P s A B EE YA - % PR A AR - Il
RIEER - AR kg FE T 2 AR EN
AT -
353 Accounting Supervisor Supervises the work of the accounting stgff to

G

ensure the provision of reliable accountjng

information and records. Assists

e

Accounting Manager in analysing statistics and

preparing management reports and stat
returns.

BB et A BT LA R R
T - AR A S R S ETRA
ERIBERE -

ory

TECHNICAL REPRESENTATIVE#

B

451

Technical Representative

EHRE

Provides advice to a policy holder or po
policy holder on insurance matters for
insurance company agency, or arranges cont
of insurance in or from Hong Kong on behalf
the insurance company agency.
suirbn S B AR IR AE AL 5 [H (R A
NBCECRERA AR E R SR Irbn
NATHER B e T B ZH R G4 -

ential
he
racts
of

CLERICAL LEVEL

LBk

551

Accounting Clerk

A

Raises vouchers and completes posting
accounting entries. Assists
financial statements, statistical
statutory returns.
FHALI RS B ROBNR - B 5k ~ 4t
st fOEE R o

reports

| of

in preparing
fnd

552

Clerical Staff

Performs clerical duties in relation to the is

bue

of insurance policies and endorsements. K¢eps

records and statistics.
AT SCERES » BN OREE R IOMRER - PRIFEC
PR AR T -
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OTHERS Hifff

159

259

359

559

Other Principal Jobs
HCAM T R

- Senior Management Leve
BN EE N

- Middle Management Leve

TREEH AR

- Supervisory Level
FEH

- Clerical Level

X EER

Jobs not classified above but are considereq as

principal jobs in your company.

ARG FEAE LA 53 S A HA T B -

751

Other Supporting Staff
HAthwhBh 2 T

Other supporting staff refer to those employ
whose activities are not usually specific
insurance, such as secretaries, receptiof
messengers and clerical staff providing gen
clerical duties such as document processing
operating various office machines.

SLAER B T 45 R S R R A
T BIARLE « A - (5 R
BRSSO N B+ (IS R R & T
N -

Pes
to
ists,
Eral
and
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Job Description of Principal Jobs in
Company Agencies (Life Insurance)

REALE (NS LRGSR TIERH

Code No. Job Title Job Description
ol et TESREH
SENIOR MANAGEMENT LEVEL EEEHE NS
161 Managing Director/ Assumes total management responsibility ofjthe
General Manager/ company with other managers/executives| as
Chief Executive direct subordinates. Formulates compgny
policies and objectives with a view to achievjng
them. Collects, collates and presigts
information required by directors. Represgnts
the company in dealing with the governmgnt,
business concerns and the public.
I ES R SEAFREHAT ARFEESEIISHE AT
TTENAER BB - fETAEIBR » LORESATE HER -
WesE ~ B IR E B R ER - (R AF 8
BUR ~ PR EIRG R A R IREE
162 Assistant General Managef/Manages the operational activities of fall
Account Director departments and branches. Formulgtes
strategies for business expansion and integfates
the marketing plans of various functional arg
Implements company policies.  Streamliges
and standardises operational procedures |and
systems.
BRI P ARE B REH AR R oA wIHEE - HIE TR
SFERES » AR SR &S E I BETE - T
NEIBER ~ bR FRR P SHIE -
MIDDLE MANAGEMENT LEVEL s A 54l
261 Senior Sales Manager Plans, coordinates and implement§ the
company’s business development stratq
Identifies and analyses opportunities to incrgdase
business. Works closely with insurers gnd
liaises with clients.
SR & SAEE] R~ G KT A TSRS R OREE o MEE S
TR SEB I G - BlfRR A EREETE
RIRZEESE)

129



MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

262

Marketing Manager/
Sales Manager

S 4EEE B SR ar

Participates in formulating and implementing

marketing/servicing policies. Be responsi
for implementing marketing programmg
Liaises with clients and public relation
Identifies and advises insurance and investr
plans to meet customers' needs. Analyses
products in e market and statistic
Maintains relationship with insurers and clier
Trains and supervises subordinates.
SHHIET BIT IR IR BUR - B =T
BT ~ BHRAE RN BELAE - il RO
b A EETE] - LUm e B TR - oS
EHREE b R R T R - BAORER A E R 4
FRBEEE - GllSk R BB E NI Ry TAF -

hle

S.
hent
new

263

Accounting Manager

3

Develops and implements financial policie

and

adequacy and the compliance with statu
requirements.  Assesses strategic initiat

procedures. Oversees management informEion

including mergers, acquisitions and diversiong

EHER LIF $EE R EEER - BB W
TR TN DI G RSN 2308 E - &7
i oRESME TAF - RE GOt - WA ER 2T
k-

ry
es

D.

264

Compliance Manager

sk s

Raises the level of compliance awarene:
fosters a compliance culture. Responsible
implementing compliance policy ar

bs and
for
d

procedures. Ensures that the business co

with all relevant laws, codes, rules, regulati
and standards. Maintains the Complia
Manual to ensure the contents are up-to-date

lies
ns
hce

and

that all staff in their business areas are awaie of

the contents of the Compliance Manual.
FETT S B & AR AR L /KRR 48 & 8 3
b BEPITERBER AR - HERAEIR S
FRAHREAG] ~ JER ~ <7~ MY AR S rE2E
CERF ST SR BN N AT A R L
T EERTI N -

SUPERVISORY LEVEL  F{1:4k

361

Account Supervisor

HFEELE

Underwrites policies within autlearidimits.
Keeps and analysenew business statistig
Implements the company’s guideline for rig
appraisal.

TP PEHL B N L IR ER - PR EA R 5478
ST - ST A B E RSP FTE THYAE AN -

ks
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SUPERVISORY LEVEL (Continued)

EfES (8D

362

Client Servicing Superviso

PR EE

Handles enquiries from existing and prospective
clients.  Gives explanation and advice |to
customers and if necessary, directs then] to
appropriate sections or managers.

B EE YA - % PR A AR - Il
RIEER - AR kg FE T 2 AR EN
AT -

363

Accounting Supervisor

Supervises the work of the accounting staff to
ensure the provision of reliable accountjng
information and records. Assists e
Accounting Manager in analysing statistics and

preparing management reports and statugory
returns.
gt £t B E gt AR IIE  MEpr g st B S 4o sk e
B - TGRSR R - RETE
EROEERTR -
TECHNICAL REPRESENTATIVEE (T
461 Technical Representative Provides advice to a policy holder or potential

EHRE

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

suirbn S B AR IR AE AL 5 [H (R A
NBCECRERA AR E R SR Irbn
NATHER B e T B ZH R G4 -

CLERICAL LEVEL

LBk

561 Accounting Clerk Raises vouchers and completes posting] of
accounting entries. Assists in  prepar|ng
financial statements, statistical reports &nd
statutory returns.

I E FHALI RS B ROBNR - B 5k ~ 4t
ST ROEE R -

562 Clerical Staff Performs clerical duties in relation to the isgue
of insurance policies and endorsements. K¢eps
records and statistics.

XEANE BT SCERHS » EISOREE R INMRRK - PRIF4AC

kAT R

131



OTHERS Hifff

169

269

369

569

Other Principal Jobs
HCAM T R

- Senior Management Leve
BN EE N

- Middle Management Leve

TREEH AR

- Supervisory Level
FEH

- Clerical Level

X EER

Jobs not classified above but are considereq as

principal jobs in your company.

ARG FEAE LA 53 S A HA T B -

761

Other Supporting Staff
HAthihn & T

Other supporting staff refer to those employ
whose activities are not usually specific
insurance, such as secretaries,
messengers and clerical staff providing gen
clerical duties such as document processing
operating various office machines.

o5 B TS — IR JE R R 5 B
T GBS B - BRI RCE
BT SCTE A B+ IS R &
NEBEE -

receptior

Pes
to
ists,
Eral
and
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Job Description of Principal Jobs in

Bancassurance

Sector (General Insurance)

SRATIT a8 el (— e Plie) £ 2B 1y A BRI

Code No. Job Title Job Description
ol et TESREH
SENIOR MANAGEMENT LEVEL EEEHE NS
171 Managing Director/ Assumes total management responsibility ofjthe
General Manager/ company with other managers/executives| as
Chief Executive direct subordinates. Formulates compgny
policies and objectives with a view to achievjng
them. Collects, collates and presigts
information required by directors. Represgnts
the company in dealing with the governmgnt,
business concerns and the public.
I ES R SEAFREHAT ARFEESEIISHE AT
TTENAER A& - $ETAFIBUR » DORESAF HE -
WesE ~ B IR E B R ER - (R AF 8
BUR ~ PR EIRG R A R IREE
172 Assistant General ManagerManages the operational activities of fall
Account Director departments and branches. Formulgtes
strategies for business expansion and integfates
the marketing plans of various functional arg
Implements company policies.  Streamliges
and standardises operational procedures |and
systems.
BRI P ARE B REH AR R oA wIHEE - HIE TR
SFERES » AR SR &S E I BETE - T
NEIBER ~ bR FRR P SHIE -
MIDDLE MANAGEMENT LEVEL s A 54l
271 Senior Sales Manager/ Plans, coordinates and implements Jthe
Senior Insurance Manager| company’s business development strat
Identifies and analyses opportunities to incrgdase
business. Works closely with insurers gnd
liaises with clients.
SR G- S eV R~ G KT A TSRS R OREE o MEE S
SR PR S TR SEB I G - BlfRR A EREETE
RIRZEESE)
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MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

272

Marketing Manager/
Sales Manager/
Insurance Manager

T FS4EEE B SearH
PR

Participates in formulating and implementing
marketing/servicing policies. Be responsiple

for implementing marketing programmg
Liaises with clients and public relation

S.

Identifies and advises insurance and investrhent

plans to meet customers' needs. Analyses
products in the market and statisti|
Maintains relationship with insurers and clier
Trains and supervises subordinates.

SBIHIET TR RS BUR - B THE
ST~ P S N L AF - e SRR IR
ba R EGTE] > Ll e BRE RV - i
R S R R T - B R N F R P
R - Sl R BB MR AT A -

273

Accounting Manager

3

Develops and implements financial policie

adequacy and the compliance with statu
requirements.  Assesses strategic initiat

procedures. Oversees management informEion

including mergers, acquisitions and diversiong

EHER LIF $EE R EEER - BB W
TR TN DI G RSN 2308 E - &7
i oRESME TAF - RE GOt - WA ER 2T
k-

new

5 and

ry
es

D.

274

Compliance Manager

sk s

Raises the level of compliance awarene:
fosters a compliance culture. Responsible
implementing compliance policy ar

bs and
for
d

procedures. Ensures that the business co

with all relevant laws, codes, rules, regulati
and standards. Maintains the Complia
Manual to ensure the contents are up-to-date

lies
ns
hce
and

that all staff in their business areas are awaie of

the contents of the Compliance Manual.
FETT S B & AR AR L /KRR 48 & 8 3
b BEPITERBER AR - HERAEIR S
FRAHREAG] ~ JER ~ <7~ MY AR S rE2E
CERF ST SR BN N AT A R L
T EERTI N -

SUPERVISORY LEVEL  F{1:4k

371

Account Supervisor/
Marketing Supervisor /
Insurance Supervisor

FEEE/MBEES
PR AL

Underwrites policies within authoed limits.
Keeps and analysenew business statistig
Implements the company’s guideline for rig
appraisal.

TP PEHL B N L IR ER - PR EA R 5478
ST - ST A B E RSP FTE THYAE AN -

ks
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SUPERVISORY LEVEL (Continued)

EEE (8D

372

Client Servicing Superviso

PR EE

Handles enquiries from existing and prospective
clients.  Gives explanation and advice |to
customers and if necessary, directs then] to
appropriate sections or managers.

B EE YA - % PR A AR - Il
RIEER - AR kg FE T 2 AR EN
AT -

373

Accounting Supervisor

G

Supervises the work of the accounting staff to
ensure the provision of reliable accountjng
information and records. Assists e
Accounting Manager in analysing statistics and
preparing management reports and statuory
returns.

B E gt AR IIE  MEpr g st B S 4o sk e
T o B et aE A AR - REVE
EROEERTR -

TECHNICAL REPRESENTATIVE#

B

471

Technical Representative

EHRE

Provides advice to a policy holder or pojential
policy holder on insurance matters for the
insurance company agency, or arranges contfacts
of insurance in or from Hong Kong on behalf{of
the insurance company agency.

RN NN AN A= NN SR e =]
NBEIRERTA ARHEE R, BRIk L
NATHER B e T B ZH R G4 -

CLERICAL LEVEL

LBk

571 Accounting Clerk Raises vouchers and completes posting] of
accounting entries. Assists in  prepar|ng
financial statements, statistical reports &nd
statutory returns.

I E FHALI RS B ROBNR - B 5k ~ 4t
ST ROEE R -

572 Clerical Staff Performs clerical duties in relation to the isgue
of insurance policies and endorsements. K¢eps
records and statistics.

XEANE BT SCERHS » EISOREE R INMRRK - PRIF4AC

kAT R
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OTHERS Hifff

179

279

379

579

Other Principal Jobs
HCAM T R

- Senior Management Leve
BN EE N

- Middle Management Leve

TREEH AR

- Supervisory Level
FEH

- Clerical Level

X EER

Jobs not classified above but are considereq as

principal jobs in your company.

ARG FEAE LA 53 S A HA T B -

771

Other Supporting Staff
HAthihgn & T

Other supporting staff refer to those employ
whose activities are not usually specific
insurance, such as secretaries, receptiof
messengers and clerical staff providing gen
clerical duties such as document processing
operating various office machines.

o5 B TS — IR JE R R 5 B
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Job Description of Principal Jobs in
Bancassurance Sector (Life Insurance)

SRA T a8 b O\ 55 i) £ 2o 1y A BRI

Code No. Job Title Job Description
ol et TESREH
SENIOR MANAGEMENT LEVEL EEEHE NS
181 Managing Director/ Assumes total management responsibility ofjthe
General Manager/ company with other managers/executives| as
Chief Executive direct subordinates. Formulates compgny
policies and objectives with a view to achievjng
them. Collects, collates and presigts
information required by directors. Represgnts
the company in dealing with the governmgnt,
business concerns and the public.
I ES R SEAFREHAT ARFEESEIISHE AT
TTENAER A& - $ETAFIBUR » DORESAF HE -
WesE ~ B IR E B R ER - (R AF 8
BUR ~ PR EIRG R A R IREE
182 Assistant General ManagerManages the operational activities of fall
Account Director departments and branches. Formulgtes
strategies for business expansion and integfates
the marketing plans of variousrictional areas
Implements company policies.  Streamliges
and standardises operational procedures |and
systems.
BRI P ARE B REH AR R oA wIHEE - HIE TR
SFERES » AR SR &S E I BETE - T
NEIBER ~ bR FRR P SHIE -
MIDDLE MANAGEMENT LEVEL s A 54l
281 Senior Sales Manager/ Plans, coordinates and implements Jthe
Senior Insurance Manager| company’s business development strat
Identifies and analyses opportunities to incrgdase
business. Works closely with insurers gnd
liaises with clients.
SR G- S eV R~ G KT A TSRS R OREE o MEE S
SR PR S TR SEB I G - BlfRR A EREETE
RIRZEESE)
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MIDDLE MANAGEMENT LEVEL (Continued) s A 248 (&)

282

Marketing Manager/
Sales Manager/
Insurance Manager

T FS4EEE B SearH
PR

Participates in formulating and implementing
marketing/servicing policies. Be responsiple

for implementing marketp programmes
Liaises with clients and public relation

S.

Identifies and advises insurance and investrhent

plans to meet customers' needs. Analyses
products in the market and statisti|
Maintains relationship with insurers and clier
Trains and supervises subordinates.

SBIHIET TR RS BUR - B THE
ST~ P S N L AF - e SRR IR
ba R EGTE] > Ll e BRE RV - i
R S R R T - B R N F R P
R - Sl R BB MR AT A -

283

Accounting Manager

3

Develops and implements financial policie

adequacy and the compliance with statu
requirements.  Assesses strategic initiat

procedures. Oversees management informEion

including mergers, acquisitions and diversiong

EHER LIF $EE R EEER - BB W
TR TN DI G RSN 2308 E - &7
i oRESME TAF - RE GOt - WA ER 2T
k-

new

5 and

ry
es

D.

284

Compliance Manager

sk s

Raises the level of compliance awarene:
fosters a compliance culture. Responsible
implementing compliance policy ar

bs and
for
d

procedures. Ensures that the business co

with all relevant laws, codes, rules, regulati
and standards. Maintains the Complia
Manual to ensure the contents are up-to-date

lies
ns
hce
and

that all staff in their business areas are awaie of

the contents of the Compliance Manual.
FETT S B & AR AR L /KRR 48 & 8 3
b BEPITERBER AR - HERAEIR S
FRAHREAG] ~ JER ~ <7~ MY AR S rE2E
CERF ST SR BN N AT A R L
T EERTI N -

SUPERVISORY LEVEL  F{1:4k

381

Account Supervisor/
Marketing Supervisor /
Insurance Supervisor

FEEE/MBEES
PR AL

Underwrites policies within authoed limits.
Keeps and analysenew business statistig
Implements the company’s guideline for rig
appraisal.

TP PEHL B N L IR ER - PR EA R 5478
ST - ST A B E RSP FTE THYAE AN -

ks
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SUPERVISORY LEVEL (Continued)

EEE (8D

382

Client Servicing Superviso

PR EE

Handles enquiries from existing and prospective
clients.  Gives explanation and advice |to
customers and if necessary, directs then] to
appropriate sections or managers.

B EE YA - % PR A AR - Il
RIEER - AR kg FE T 2 AR EN
AT -

383

Accounting Supervisor

G

Supervises the work of the accounting staff to
ensure the provision of reliable accountjng
information and records. Assists e
Accounting Manager in analysing statistics and
preparing management reports and statuory
returns.

B E gt AR IIE  MEpr g st B S 4o sk e
T o B et aE A AR - REVE
EROEERTR -

TECHN

ICAL REPRESENTATIVEE

B

481

Technical Representative

EHRE

ential
he
racts
of

Provides advice to a policy holder or po
policy holder on insurance matters for
insurance company agency, or arranges cont
of insurance in or from Hong Kong on behalf
the insurance company agency.

RN NN AN A= NN SR e =]
NBEIRERTA ARHEE R, BRIk L
NATHER B e T B ZH R G4 -

CLERICAL LEVEL

LBk

581 Accounting Clerk Raises vouchers and completes posting] of
accounting entries. Assists in  prepar|ng
financial statements, statistical reports &nd
statutory returns.

I E FHALI RS B ROBNR - B 5k ~ 4t
ST ROEE R -

582 Clerical Staff Performs clerical duties in relation to the isgue
of insurance policies and endorsements. K¢eps
records and statistics.

XEANE BT SCERHS » EISOREE R INMRRK - PRIF4AC

kAT R
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OTHERS EHftf

189

289

389

589

Other Principal Jobs
HCAM T RS

- Senior Management Leve
=EEH A8

- Middle Management Leve

TREEH AR

- Supervisory Level
FEH

- Clerical Level

R

Jobs not classified above but are considereq as

principal jobs in your company.

ARG FEAE LA 53 S5 A HA T B -

781

Other Supporting Staff
HAthihgn & T

Other supporting staff refer to those employ
whose activities are not usually specific
insurance, such as secretaries,
messengers and clerical staff providing gen
clerical duties such as document processing
operating various office machines.

o5 B TS — IR JE R R 5 B
T GBS B - BRI RCE
BT SCHE A BL -+ IS R &
NEBEE -
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SIS 1 B TTE e PRI B SR
1 B AT ke
3 BT BB E
4 B AT HEARE
5 BT e E T
EXERT 1 FARTEH I NSk
2 HFHEGE FERTT
2 AT AE NFERARFTS
4 HE R Associate of the Chartered Insurance
Ingtitute (ACII)
4 HE R Fellow, Australian & New Zealand
Institute of Insurance & Finance
(ANZIIF)
B 1 AT AE HEERH
2 FEARFERHIE NErbg
2 AT AR FERTT
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EBRE R
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3 B AT IR
3 HEEA Associate of the Chartered Insurance
Ingtitute (ACII)
3 BRI Chartered Life Underwriter (CLU)
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