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Vocational Training Council i 3 3l % /5 Appendix 5a

Headquarters (Industry Partnership) @B R (1T & 1)

6F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong
BEEFRBEREEFRE20AHKGE

www.vtc.edu.hk

VTC

6™ October 2015
Dear Sir/Madam,

The 2015 Manpower Survey of the Catering Industry
(Chinese Restaurants)

I am writing to ask for your cooperation in the 2015 Manpower Survey of the
Catering Industry to be conducted by the Hotel, Catering and Tourism Training Board of the
Vocational Training Council.

The Training Board is responsible for matters pertaining to manpower training in
the hospitality industry. In order to formulate meaningful recommendations on manpower
training for the catering industry, the Training Board will conduct the captioned survey from
13"October to 13" November 2015. A reference day is given as 25"September 2015, to
collect the following information on the principal jobs:

(i) the number of existing employees,
(if) the number of existing vacancies,
(iii) forecast total number of employees in September 2016, and
(iv) the number of employees under training at present.
The information collected will be handled in strict confidence and will be

published in the form of statistical summaries without reference to any individual
establishment.
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I am enclosing for your reference and completion the following documents in
both English and Chinese:

(i) acopy of the questionnaire (Appendix A),
(if) explanatory notes (Appendix B), and
(iii)  descriptions of principal jobs (Appendix C).

During the survey period, an officer of the Census and Statistics Department will
contact your office. The officer will assist in the completion of the questionnaire, if
necessary, and collect the completed questionnaire for processing.

Should you have any queries in connection with the survey, please contact the

Manpower Statistics Section of the Census and Statistics Department by telephoning
2116 8534.

Yours faithfully,

(Mr, Larry Tcho
Chairmdn
Hotel, Catering and Tourism Training Board

ing-Kong)
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Vocational Training Council & ¥ 3l % /5 i 5% 5a
Headquarters (Industry Partnership) @B R (1T & 1)
6F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong
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www.vtc.edu.hk
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(PLEASE READ THE EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)

CONFIDENTIAL

WHEN ENTERED WITH DATA

HL\ RS R B
P&
THE 2015 MANPOWER SURVEY OF THE CATERING INDUSTRY
e ¥ - 0 — O & A Hh #AE
QUESTIONNAIRE
i B R

(HEEH FHSEHEE)

Appendix A
BT 8% A

For Official Use Only:

LB HEAR

Rec. Survey Industry Establishment Enumerator's Editor's No. of Employees

Type Code Code No. No. No. Covered by the

Questionnaire
T:
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 23 24 25 26 27
NAME OF COMPANY': ADDRESS:
N H O H%OTE Hr gk
Total Number of Employees:
B B #
Principal Line of Business: I: Chinese Restaurant [ ] Restaurant other than Chinese |:| Fast Food Shops
EEEBWHE SEERwli — e
|: Beverage Serving Places [ ] other Eating and Drinking Places |:| Please specify
FRLERRZ T — HAtEReSAT
NAME OF PERSON TO CONTACT: | | | | | | | | | POSITION:
& N # 28 47 W iz
TEL. NO.: - FAX NO.:
% E:& 48 56 63 Kﬁﬁg
E-mail | | | | | | | | | | | | | | | | | |
o 64 %
90
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Questionnaire - 2015 Manpower Survey of the Catering Industry

& ¥ -0 — @& AN H=E
Part | Full Time Staff
FE EBET
A ®) © (©) ® ® ©) (H)
Jobs Average Number Employed Number of Forecast Preferred | No. of Trainees/ Average Column (B) / (B)##
52 Monthly (Excluding trainees/ Vacancies Number Employees | Education Apprentices Age Range |Please enter in this column the
Income apprentices) as at 25.9.2015 in 12 Months' Time of asat25.9.2015 | asat 9/2015 |appropriate code number showing the|
Code as at 25.9.2015 Employees (forcraft/ |average monthly income range for the
as at operative |employee(s). The monthly income|
9/2015 staff only) |should include basic salary, overtime]
pay, cost of living allowance, meal
1£2015%F9F| £2015(F925H | {£2015(FOH25H | JEAF{EF% | (REEA | /£2015/:9825H |{r20154F9) |Allowance, housing allowance, - travel
z ZIREAH 2R ZIREAW | BERE z 2 ffg Fisps4 |Allowance, commission, bonus and tips.
F55A (FE4%/ A BN | e (R | AR R R H AR A
Title Rec|  No. A S 4RI FRET/ (BR  BA ) SRR - 8T
. Tvod . e |(FARRE TR - H%ﬁ;%ﬂé’ ~ BB
” yp ST FHERE ~ BRETEMG - e~ FEAL KD
8-10 11 12-15 16- 18 19-22 23 24-26 27 # o
WAL R AR
1|General Manager / Managing Director 2 |1 | 0 | 1 | | | | | | | | | | Average Monthly Income Code
VNORE- v S S E VN i f s g e it st] g RBA IR
2|Human Resources Manager/ Personnel Manager/ Training Manager 2 1 | 0 | 2 | | | | | | | | | | $8,000 or below LT 1
Gl R R s $8,001 - $10,000 2
3|Accountant / Chief Accountant / Financial Controller 2 0 | | | | | | | | | | | $10,001 - $15,000 3
R A B $15,001 - $20,000 4
4|Purchasing Manager 2 0| | 1] | | | | | | $20,001 - $25,000 5
SRR BT $25,001 - $30,000 6
5|Business Manager / Sales Manager 2 0 | | | | | | | | | | | $30,001 - $35,000 7
SRR $35,001 - $40,000 8
6|Restaurant Manager 2|1 | 0 | 6 | | | | | | | | | | $40,001 or above =1L 9
(EpEsss
7|Administration Manager 211 | 0 | 7 | | | | | | | | | |
P TIEEET R S TR
8|Executive Chinese Chef / Executive Chinese Sous Chef 2 1 | 0 | 8 | | | | | | | | | |
NG sEY = IN=C! ]
9]|Others ( Managerial and Professional Level ) 211 | 1 | 9 | | | | | | | | | |
ANDERE L NBEEE BRI EE
10|Human Resources Officer / Personnel Officer / Training Officer 22 | 0 | 1 | | | | | | | | | |
AFBGELE B EE
11|Public Relations Supervisor / Sales Supervisor 2|2 | 0 | 2 | | | | | | | | | |
Gt EE (EIR TER)
12|Accounts Supervisor (payable/receivable) 22 | 0 | 3 | | | | | | | | | |
e
13|Store Supervisor 2|2 | 0 | 4 | | | | | | | | | |
OREEHS R
14|Maintenance Supervisor / Technical Supervisor 22 | 0 | 5 | | | | | | | | | |
HPEERE MM EEEIACEHREEAEEAE
15|Restaurant Head Supervisor / Assistant Manager / Head Supervisor 212 | 0 | 6 | | | | | | | | | |
A
16|Bar Supervisor 2|2 | 0 | 8 | | | | | | | | | |
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R

Captain / Supervisor 2 | 0 | 9 | | | | | |
hilitk

Chief Butcher 2 | 1 | 0 | | | | | |
Kig/ fE

Seafood Butcher 2 | 1 | 1 | | | | | |
R

Second Butcher 2 | 1 | 2 | | | | | |
i

Chief Cook (Wok) 21 3 [ [ [ |
LT

Chief Dim Sum Cook 2 | 1 | 4 | | | | | |
5t

No. 2 Cook 2]1]s [ [ | [ | |
EfF /11 BT

Senior Cook/Aboyeur (Production Control Cook)/General Cook 2 | 1 | 6 | | | | | |
SIS BT

Barbecue Cook 2 | 1 | 7 | | | | | |
SRR (o - e - R - A - ETRUE )

Specialty Chef (e.g. Japanese, Thai, Indian, Vietnamese, Korean, Singaporean & Malaysian cuisine) 2 | 1 | 8 | | | | | |
R

Pantry Supervisor 2 | 1 | 9 | | | | | |
Hoftr (BB

Others ( Supervisory Level ) 2 | 2 | 9 | | | | | |
RIEL/#EE T/ BECBTET (A ~ Hes)

Dim Sum Fryer / Steamer / Dim Sum Cook((e.g. dough handler, content mixer) 3 | 0 | 1 | | | | | |
E AR

Pantry Cook / Vegetable Cook 3 | 0 | 2 | | | | | |
BB AT N T

\Vegetable Cook Helper 3lo] 3 | | | | | |
T

Specialty Cook 3lo] 4 | | | | | |
=

No. 3 Cook slols [ [ | [ | |
ST TUBT S

Junior Cook / No. 4 Cook and Below 3 | 0 | 6 | | | | | |
TEAE

Engineering Staff 3 | 0 | 7 | | | | | |
HoAth, (FL T

Others ( Craft Level ) 3 | 1 | 9 | | | | | |
TSR HE

Accounting Clerk / General Cashier 4 | 0 | 1 | | | | | |
ANNEIFH G NS G NBHEE B E

Human Resources Clerk / Personnel Clerk / Personnel Assistant / General Office Clerk 4 | 0 | 2 | | | | | |
HE

Paymaster alo] 3 | | | | | |
SR RS S RIS

Store and Receiving Clerk / Purchasing Clerk 4]0 4 | | | | | |

Column (F) / (F){#R

Education Code
HEEE £
University Degree or above 1

RELEErELL

Higher Dip./Associate Degree 2
or equivalent

AR BIER

o[]S

Professional Dip./Dip. 3

or equivalent
HEESORSUBER SRR

Advanced Certificate/Certificate 4
or equivalent

R R A

Secondary 5 - 7/Hong Kong 5
Diploma of Secondary Education
Examination (HKDSE)
PEER G E TR
FHEPESUR

Secondary 3 - 4 6
hE = FEREUFR

Others 7
HoAtlt

Column (H) / (H)Hd
Enter in Column (H) the average age|
range according to the following codes:
(for craft/operative staff only)

R TP IR N YIRS A (H)
TR

[@28:135)/ S MW I ()
Average Age Range Code
FHER R
17 or below =L
18-25
26-30
31-35
36 -40
41 - 49
50 or above =2 |-

~N o U s wWwN

If additional lines are necessary, please tick here [ ] and enter on supplementary sheet(s).
AP H IR - 5550k (V) SREALIN » A& SRS -
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Questionnaire - 2015 Manpower Survey of the Catering Industry

& ¥ -0 — @& AN HH=E
Part | Full Time Staff
FE EBET
(GY) B) © (D) E) " ©) (H)
Jobs Average Number Employed Number of Forecast Preferred No. of Trainees/ Average Column (B) / (B)f#
TS Monthly (Excluding trainees/ Vacancies Number Employees | Education Apprentices Age Range |Please enter in this column the
Income apprentices) asat 25.9.2015 | in 12 Months' Time of asat25.9.2015 | asat 9/2015 |appropriate code number showing the|
Code as at 25.9.2015 Employees (for craft/  |average monthly income range for the
as at operative |employee(s). The monthly income
9/2015 staff only) [should include basic salary, overtime]
pay, cost of living allowance, meal
FE20154R9 | {F20154E9H 251 | 7620154925 | Hst A% | (REEH | #20156:9F 251 |{F20154£9) [allowance, housing allowance, —travel
> CIRE AN 5| TIRE A TR > ZRETHY allowance, commission, bonus and tips.
F55A WL 22 B BN | e (R | R BT A WA IR R
Title Rec|  No. N3 EERRSN) AR B B BIER - A
i vod JET) ((ERN - TR - BEORN - RE
AL~ BRATEAS - I TEAL R/
8-10 11 12-15 16 - 18 19-22 23 24 - 26 27 -
HAt (XA
Others ( Clerical Level ) 24| L 1 | || L 1 | [ Average Monthly Income Code
R EEEARA fRaR
Telephone Operator 215 | 0 | | | | | | | | | | | $8,000 or below =L 1
ik KA E RS B $8,001 - $10,000 2
Uniform and Linen Attendant 2|5]0] | | | | | | | | | | $10,001 - $15,000 3
B ER WIS T. SR WA R TRERA $15,001 - $20,000 4
Kitchen Helper / Cleaner / Dishwasher / Steward / Pantry Server / Washroom Attendant 2 5 | 0 | | | | | | | | | | | $20,001 - $25,000 5
A KIEE R /KRS & $25,001 - $30,000 6
Bartender / Soda Fountain Captain / Bar Helper 2|5 | 0 | | | | | | | | | | | $30,001 - $35,000 7
R HE $35,001 - $40,000 8
Receptionist / Hostess 215 | 0 | | | | | | | | | | | $40,001 or above Z 2L L 9
BRI RIS B A
Busboy / Busgirl / Junior Waiter / Junior Waitress / Dim Sum Sales | 2 | 5 | 0 | | | | | | | | | | |
(IR
\Waiter / Waitress 215 | 0 | | | | | | | | | | |
g g
Cashier 2|50 L 1 | || L 1 | [
R E REHER
Security Officer/Guard House/Uniform Guard/Valet Parking Attendant 2 5 | 0 | | | | | | | | | | |
SNEIRBET
Delivery Staff / Take-Away Service Staff 215 | 1 | | | | | | | | | | |
R/ INERREE S T
Food Station Handler 215 | 1 | | | | | | | | | | |
Fft GRIETARD
Others ( Operative Level ) 215 | 1 | | | | | | | | | | |
R
Secretary 260 L 1 | || L 1 | [ |
R IWAEPEE (5752
Typist / Office Assistant / Messenger / Runner 216 | 0 | | | | | | | | | | |
Foftr (ZERHAME T
Others ( Administrative and Others Level ) 216 | 1 | | | | | | | | | | |
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57

58

59

60

61

62

63

64

65

66

67

68

69

70

7

72

73

74

75

76

7

78

79

80

Column (F) / (F)fR

Education Code
BERE R
University Degree or above 1

RERERA DL b

Higher Dip./Associate Degree 2
or equivalent

[SEl S e Vgl n

S

Professional Dip./Dip. 3

or equivalent
BSESUE,SUBBIRI SRR

Advanced Certificate/Certificate 4
or equivalent

G E R E TR SR

Secondary 5 - 7/Hong Kong 5
Diploma of Secondary Education
Examination (HKDSE)

PETERECERS
EAETESE
Secondary 3 - 4 6

= TR

Others 7
HAtr

Column (H) / (H)f®
Enter in Column (H) the average age
range according to the following codes:
(for craft/operative staff only)
i B P R T Y 4R SREE A (H)
filr -

(BRI #ET)

Average Age Range Code
RR=ES R
17 or below =L
18- 25
26 - 30
31-35
36 - 40
41-49
50 or above =72

~No g bh wWwN

If additional lines are necessary, please tick here [ ] and enter on supplementary sheet(s).
MPEHEIER - 550k (V) SREALIN - &I HESIES -
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Part 11 Part Time Staff

Wty FBET
(A M ) (K) () (M) (N) Column (1)/ (1A
Jobs Average Monthly Number Employed Average Daily Number Employed Average Hourly Number Employed The part-time employee's average basic salary
Wage Code (by monthly rate) Wage Code (by daily rate) Wage Code (by hourly rate) FE 2 T H 2 K
TS asat 9.2015 as at 9.2015 as at 25.9.2015 as at 25.9.2015 as at 25.9.2015 as at 25.9.2015
1£20154E9 5 1£20154£9 FE20154E9 25 | 1E20154E9H25F  |{E20156E9H 25 | 1E20154£9H25F | Average Monthly Wage Code
Title Rec. No. > iy > 1y > o (wm}% EoL
iR Tyl G| PEAREN | AWETAM | HORREN | BRATAN | momes | meRTAy | TosAEA UBRD
8-10 11-12 13-16 17 18-21 22 23-26 $6,000 or below 5L T 1
$6,001 - $8,000 2
3 | | | | | | | | | | | | $8,001 - $10,000 3
$10,001 - $15,000 4
3 | | | | | | | | | | | | $15,001 - $20,000 5
$20,001 - $25,000 6
3 | | | | | | | | | | | | $25,001 - $30,000 7
$30,001 - $35,000 8
3 | | | | | | | | | | | | $35,001 - $40,000 9
$40,001 or above =KL | 10
s [ | | [ [ ] L[] L[]
Column (K) / (K) &
3 | | | | | | | | | | | | Enter in Column (K) the average daily rate
according to the following codes:
s | | | ] | | | | | | | swsemacemsamerimm
(KD i
3 | | | | | | | | | | | | Average Daily Wage Code
P HH EL
I | [ [ ] L[] [ [ [ | swoorbelowstacr 1
$101 - $200 2
s [ ] | [ [ ] L[] [ [ [ | so0r-se00 3
$301 - $400 4
s [ | | [ [ ] L[] [ [ [ | se0n-ss00 5
$501 - $600 6
3 | | | | | | | | | | | | $601 or above =LA | 7
s | [ | | | [ | L[] L[] Column (M) (M)
Enter in Column (M) the average hourly rate
3 | | | | | | | | | | | | according to the following codes:
Eﬁ‘r{?’r%Hﬁ%éiﬂ’ﬂ?ﬁi’ﬂﬂﬁ%ﬁfi?ﬂ%ﬁ%ﬁlﬁ/\
s | || | L1 L 1| L | e
Average Hourly Wage Code
s | | | | L1 1| [ A B e -
$32.5 - $40 1
s [ | | [ [ ] L[] [ [ [ | sa-se0 2
$61 or above 5L | 3
s | | | | 1 | [ [

If additional lines are necessary, please tick here[ ] and enter on supplementary sheet(s).

WL EER - %k (V) GEALN > 2RITEEEHE -



Part 111 =3R4

Q.1

Internal Promotion

AEEF
Please Fill in the Number of Internal Promotion in the Past 12 Months (26.9.2014 to 25.9.2015).

HERBRETZMERA M (26.9.2014 Z 25.9.2015) » WMEAHIAE -

From Supervisory to Managerial/Professional From Craft/Operative to Supervisory
B ST R HEAE T R E T ET R EEA
8 11

Number of New Recruits in the Past 12 Months (26.9.2014 to 25.9.2015).
#EE+"E BN (26.9.2014 ZF 25.9.2015) FiFENEEANE -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
K HEANE BHE L HET XEFRHAMET
15 19 23 27

Number of New Recruits Without Catering Industry Experience in the Past 12 Months (26.9.2014 to 25.9.2015).
BET"MEHAA (26.9.2014 Z 25.9.2015) FriBHEMER R R LRI EE AL -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
s yg -t YN BHE L REL XEREAMET
32 36 40 44

Number of New Recruits Who are Fresh Graduates of Catering and Hospitality Programmes in the
Past 12 Months (26.9.2014 to 25.9.2015).

BmET{ER (26.9.2014 = 25.9.2015) FriARBH BB &K LBEEREREERE AL -

Supervisory Craft/Operative Administrative and
Others
HEE R ABEL XERHAMMET
49 52 55

Did Your Establishment Encounter Any Difficulties in Recruitment of Employees at Various Job Levels in the
Past 12 Months (26.9.2014 to 25.9.2015)?
ESETEETEHAR (26.9.2014 Z 25.9.2015) EEMEE T EA T EEIHEE ?

Yes (Please go to Q6) I:I No (Please go to Q7) l:l No recuitment nor tried to recruit (Please go to Q7)
¥ H (HEEE) 0 SeH (BEETED 8 REEHEE (BEETE)

The Possible Reasons for Encountering Recruitment Difficulties. You May Wish to Tick More Than 1 Box for Each Job Level.

BEEBRBENER - SRETE—HRM L -

Managerial/ Supervisory Craft/ Administrative
Professional Operative and Others
K HENE BHE HIT/8BEL XERHMET
Reasons
JRE

(a) Lack of candidates with relevant experience

= AR R A

(b) Unsatisfactory terms of employment

WS FIRIE R

(c) Unsatisfactory working environment
R (= VS

(d) Limited career prospects

BEIEAIR

(e) Insufficient trained/qualified manpower in the related disciplines

= HARRERISR, E RIS ER

(f) Competition for manpower from the Mainland/Macao/other cities

JRE PR E AT 2 AT

(g) Others (please specify)
HoAth (FEEREA)

(RN
000 000T
8|:| gl:l sl:l al:l EI:I SI:I gI:I

gl:l zl:l 8|:| al:l al:l gl:l
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Est. No.

ER No.

L]

14

31

48

58

62
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Q.7

Q.9

Q.10

Q.11

The Total Number of Employees Who Had Left Your Establishment in the Past 12 Months (26.9.2014 to 25.9.2015).
#EET"E BN (26.9.2014 ZF 25.9.2015) BRI E S AR -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
& HEEAR BHE R #RE L XEREAMET
95 99 103 107

The Expected Number of Employees Who will be Retiring from Your Establishment in coming 12 Months.
EREEEERR T ZEARBKRNEEAS -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
s yg -t YN BHE R #RE L XEREAMET
112 116 120 124

Preferred Years of Catering Industry Experience Before Occupying the Post (Please tick ** v'*").

ERABEEBAERAEERARTFIER (F V') -

Less than 1 year - less 3 years - less 5 years -
No experience 1 year than 3 years than 5 years 10 years Over 10 years
A VELF TEFEIFELT  EESFELT SEZE 104 104ELL |

Managerial/Professional
K EHEANR

129 130 131 132 133 134
Supervisory
BHE

136 137 138 139 140 141
I T e e T e e
T #ET

143 144 145 146 47 148
Administrative and Others D D D D D D
XER HtET

150 151 152 153 154 155

Average Man-day of Training Per Employee Which Your Organisation Had Offered in the Past 12 Months (26.9.2014 to 25.9.2015)
(Please tick "v™).

BETZ{ER A (26.9.2014 F 25.9.2015) BigtEREHERRHIGHHBIEE BV -

Less than 5 days - less
Nil 5 days than 10 days 10 days - 15 days Over 15 days
i 5 HLLF 5 HE10 HLF 10 H&#15 H 15 HEA R

Managerial/Professional
&K HEANE

157 158 159 160 161
Supervisory [I
BHE

163 164 165 166 167
. ] ] ]
R EL

169 170 171 172 173
Administrative and Others
XE R HAET

175 176 77 178 179

Priority Accorded to Mode of Training for Employees (Priority 1, 2, 3. 1 is very suitable).
BERHEEEFINRTNZERRF (BAERFL 2,3 16TEE) -
Part-time Day Release Evening Seminar/Workshop
H Il 3kaET R [ HET s HEYE

Managerial/Professional
K HEANE

181 182 183
Supervisory
BHE

184 185 186
Craft / Operative
L #EL

Administrative and Others
XER HArET

[
L
N

-
©
S
=
©
=

For Official Use Only
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Q.12 Preferred Competency

BREFBHE

Please Fill in the Number of Persons Who Had Been Provided With the Training as Listed Below in the Past 12 Months (26.9.2014 to 25.9.2015).
HEEEBRETTEAR (26.9.2014 Z 25.9.2015) FHRAIEIIATAL -

A. Managerial Skills EH 15

101

102

103

104

105

106

Business and Financial Strategic Planning,
Implementation and Evaluation

SETS B TS RIS KR ~ HETT Boga
Human Resources Management
ATTENGER

Sales and Marketing Strategic Planning,
Implementation and Evaluation

P R TSRS E] - T BT
Supervisory Techniques, Leadership Skills
BT - SHERTT

Risk Management

JE e B

Others (please specify)
Hoft, (EEfEEL)

B. Trade Skills {T35HE

201

202

203

204

205

206

207

208

209

Sales and Marketing
PR

Finance and Accounting

W # R &at

Culinary

Restaurant Service

BERIRTS

Alcoholic Beverage and Wine

RGBT A

Convention and Banquet / Event Management

HREE THEER
Hygiene and Food Safety
R EmL s
Information Technology
BERRHY

Others (please specify)
HoAth, (GEfEHL)

C. Generic Skills S@F 15

301

302

303

304

Service Attitude, Customer Service
IRTFSRERE ~ B IRTS
Communication

il

Problem Solving

HEREfRR

Others (please specify)
HoAth, (GEfEHL)

D. Language :E=

401

402

403

Putonghua
RS
English
Es

~i

Others (please specify)
HoAth, (GEfEHL)

Number of Persons Trained

JE ety AL

Managerial/
Professional

g HEAR

Ll 1]

193

L1

205

(I

217

(I

229

L1

241

(I

253

(-

265

Ll 1]

277

(I

289

(I

301

(I

313

L1

325

L1l 1]

337

Ll 1]

349

L L1

361

(I

373

L1

385

(-

397

L1

409

(I

421

L1 1]

433

L1l 1]

445

Supervisory

BHE

L1

196

L1

208

Ll 1|

220

Ll 1|

232

-

244

Ll 1|

256

Ll 1|

268

Ll 1]

280

Ll 1|

292

L1

304

Ll 1|

316

L1

328

L1l 1|

340

L1

352

L L[

364

Ll 1|

376

L1

388

Ll 1|

400

L1

412

Ll 1]

424

Ll 1|

436

Ll 1]

448

Craft/Operative

KT/ ET

L1

199

L1

211

(I

223

Ll 1]

235

Ll 1]

247

(I

259

(I

271

Ll 1]

283

(I

295

Ll 1]

307

(I

319

Ll 1]

331

(-

343

Ll 1]

355

L L]

367

(-

379

Ll 1]

391

(I

403

L1 1]

415

L1 1]

427

[

439

L1

451

Administrative
and Others

XEFHEMAT

I —

202

I —

214

I —

226

I —

238

I —

250

I —

262

L[]

274

I —

286

L[]

298

I —

310

I —

322

I —

334

L L[]

346

I —

358

L]

370

I —

382

I —

394

L L[]

406

I —

418

I —

430

L[]

442

I —

454

For Official Use Only
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For Official Use Only

SLARBRE S
Q. 13 The Expected Overall Changes in the Number of Persons in the Training Plan of Your Establishment for the Coming 12 Months.
ERETEERR T 2 E A ARleRsT 8l ABKE) -
Managerial/ Supervisory Craft / Operative Administrative and
Professional Others
K HENR BEE5 [N B R HAME T

Skills Sets
FEERE R (+71-) Persons A% (+71-) Persons A% (+71-) Persons A% (+71-) Persons A%
(1) Managerial Skills

gt 470 471 474 475 478 479 482 483
(1) Trade Skills

?ﬁ— % ﬁ @E 486 487 490 491 494 495 498 499
(111) Generic Skills

RIS 502 503 506 507 510 511 514 515
(1v) Language

gg%* 518 519 522 523 526 527 530 531 534

Q.14 Are You Intending to Purchase Training in the Areas of Managerial, Trade, Generic or Language Skills from
an Outside Training Provider for Your Staff in the Coming 12 Months ?
REEERRT B A RIS NI B R ESS I AERERE - 73 - BRSEES I ?
Yes No
55 gr 5% Rgr 537

End of questionnaire
ket
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Appendix B
b5 B

The 2015 Manpower Survey of the Catering Industry
BB _O—AFEANJIHE

Explanatory Notes

For Part | and Part 11
E—REHD

Please complete all columns (‘A’ to “‘N’) of the questionnaire which are applicable to your
business sector and insert a zero (0) in any column which is not.
RIEERA (A) 2 (N) il - 20~ - 55E (0) /9% -

Time Reference of Data
A% H

All the data entered should refer to the position as at 25™ September 2015 when completing the
questionnaire.

A EERMEEE - LO—AFNH T A REEFEESSH -

Part |
F—H

1. Column ‘A’ - Titles of Principal Jobs in the Catering Industry
(A) i — EBREETHRRE A

(@ Some of the job titles may not be the same as those used in your establishment.
Please classify an employee according to his/her major duty and supply the required
information if the jobs have similar or related functions.

RER T T RE A N BIEFTER S - SFIRIBEENEERE 2 - HR T
R BRI BT R EAH RIS - SRR tpn R &k -

(b) Please add in column ‘A’ any jobs not covered by the Job Description but are
considered as principal jobs in your company. Please briefly outline their job
descriptions and indicate their skill levels.

iR AE A RS S AR Y oM BT - R TAE N A K AT BRRE

(c) Please enter the information of employees in your company by their skill levels, and
provide information as required by Columns ‘B’ to “‘H’ of the questionnaire.

SRR A AR H R A B AR (B) B (H) WSS
ko

(d) “Administrative and others’ level staff refers to those employees whose activities are
not usually specific to catering industry, such as secretaries and messengers.

' XERAMET ) BIENIFEEEYIEEHBNET > PSR EEE -
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2. Column ‘B’ — Average Monthly Income Code

(B) i — P& HU AR

Please enter in this column the appropriate code number showing the average monthly
income range for the employee(s). The monthly income should include basic salary,
overtime pay, cost of living allowance, meal allowance, housing allowance, travel allowance,
commission, bonus and tips. (See Note* in the last page)

A R B P E B W AR RSE - TR B - @i TR - AR
A~ REEORRS ~ R ~ FRTRES ~ W c TRALNE o (REHEEES)

Average Monthly Income Code
S H U e
$8,000 or below =LA 1

$8,001 - $10,000

$10,001 - $15,000
$15,001 - $20,000
$20,001 - $25,000
$25,001 - $30,000
$30,001 - $35,000
$35,001 - $40,000

$40,001 or above ¢

© 00 N o o B~ w DN

3. Column ‘C’ - Number of Employees (Excluding Trainees/Apprentices) as at 25.9.2015
(C) 1 — fF 20159 H 25 HEE N (BE4E B4R

‘Employees’ refer to those working full-time (i.e. at least 4 weeks a month, and not less than
18 hours in each week) under the payroll of the establishment. These include proprietors
and partners working full-time for the establishment. “Trainees/Apprentices’ refer to those
employees undergoing training, and includes trainees receiving any form of training and
apprentices under a contract of apprenticeship.  These definitions also apply to
‘employee(s)’, ‘trainee(s)/apprentice(s)’ appearing in other parts of the questionnaire.

"EE A5 EEN 2B CIF(RIEH &PVIWE - FEA DR/ VN DB AE
P OIS S TR E R ABA - TEEA, B | ISR RIS
B8 » MEFEIEEREZ SRR EE 4 - MIRBEE G2 - AR
NETHERRN "eE, - TEEA, S TEE FE o ERINE -
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4. Column ‘D’ - Number of Vacancies as at 25.9.2015
(D) 1 — F£ 201549 A 25 H 7 Z=H%H

‘Existing Vacancies’ refer to those unfilled, immediately available job openings for which the
establishment is actively trying to recruit personnel as at 25.9.2015.

T IRAZERRER | FEAE 2015 4 9 H 25 HERRALUEZE - FRALZ AR IERE GRS A B
FECfA o

5. Column ‘E’ - Forecast Number of Employees in 12 Months’ Time

(E) 1 — M —{F H % e & N8

The forecast of number employed means the number of employees you will be employing in
the next 12 months. The number given could be more / less than that in column *C’ if an
expansion / a contraction is expected.

T 8 N\ Bda S+ E H R0 g 8 AN - A0fhEt S8ty Al REfnk U s
IEREFTER B e Y /DY (C) il

6. Column ‘F’ - Preferred Education of Employees

(F) t — EEEHAEEE

Please enter in Column (F) the appropriate code number showing the education level which
an employer prefers his employees to have.

sate MY Eme e £l R R A BEEIEA (F) A -

Education Code
HERE it
University Degree or above 1
REEArsLL E
Higher Diploma/Associate Degree or equivalent 2
SO, BB E R
Professional Diploma/Diploma or equivalent 3
BB, OB RS
Advanced Certificate/Certificate or equivalent 4

W R

Secondary 5 — 7/ Hong Kong Diploma of Secondary Education 5
Examination (HKDSE)

B AR B TR AT RS

Secondary 3 - 4 6
HREL = AR B TUAEAR

Others !
HoAh
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. Column ‘G’ - No. of Trainees/Apprentices as at 25.9.2015

(G) ti — {£ 2015 4E 9 H 25 H 7 EHA4: ~ERGE AHL

Please fill in the total number of employees undergoing training. This includes trainees
receiving any form of training and apprentices under a contract of apprenticeship.

SRIE S LRI e BEE > B EERSSEP AR EE L - DUIREE
EGEIZHEHYEAE -

. Column ‘H’ — Staff’s Average Age Range as at 25.9.2015 (for craft/operative staff only)

(H) i — f£ 201549 7 25 02 (el 8.2 PHFl CUBANE T ARET)

Please enter in Column (H) the average age range according to the following codes:

sp e S PR TYIGRSRIEA (H) A
Code Average Age Range
o PG
1 17 or below LI
18-25

26 — 30
31-35
36 - 40
41 - 49
50 or above = [l I

~N oo o A W DN
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Part 11
A — 17

S—mpT

o)

Part-time Staff / FEREE T

9. Column ‘A’ - Titles of Principal Jobs in the Catering Industry

(A) il — BICESE T S T

(@)

(b)

(©)

Some of the job titles may not be the same as those used in your establishment.
Please classify an employee according to his/her major duty and supply the required
information if the jobs have similar or related functions

ARPYELI IR PTRE AR SRS PTER A - SEIRIE (R By LZE T - B AT
TR R N RS YIS AR AT R EA HH%Q e AT A -

Please add in column ‘A’ any jobs not covered by the Job Description but are
considered as principal jobs in your company. Please briefly outline their job
descriptions and indicate their skill levels.

EA RN S SRR Y oAt - SRR - IR SR B AR NS B R RE S

Please enter the information of employees in your company by their skill levels, and
provide information as required by Columns ‘I’ to *‘N’ of the questionnaire.

SHROER R SR > R B E BAER () & (N) MRS
-
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10. Column ‘I’ — Average Monthly Wage Code
(D) 1 — 9 H #rdmst

Please enter in this column the appropriate code number showing the average monthly
income range for part-time staff.
SR EH BT B TP e H AR SRST -
Average Monthly Wage Code
5 Hir gEaE

$6,000 or below =L 1
$6,001 - $8,000
$8,001 - $10,000
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $25,000
$25,001 - $30,000
$30,001 - $35,000

© 00 ~N o o B~ w DN

$35,001 - $40,000
$40,001 or above 5[ [ 10

11. Column ‘J’ — Number of Part-time Staff Employed (by Monthly Rate) as at 9.2015
(J) i —7F 2015 4 9 HHYFERR B Hije B A%

Please enter in this column the number of “Part-time” staff employed who is on a monthly
rate as at 9.2015.

sn A ETRRE(E 2015 4 9 H ARG A i B AE -
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12. Column ‘K’ — Average Daily Wage Code
(K) 1 — P H 4Rk

Please enter in Column (K) the average daily wage of part-time staff according to the
following codes:

SATRE AR R LY Hgr i FAImaiE A (KD /A

Code Average Daily Wage
A SR H T

1 $100 or below (DL~

$101 - $200
$201 - $300
$301 - $400
$401 - $500
$501 - $600
$601 or above =LA I

~N oo o B~Aow DN

13. Column ‘L’ — Number of Part-time Staff Employed (by Daily Rate) as at 25.9.2015
(L) i —7F 2015 49 H 25 HAYHHERE T A%

Please enter in this column the number of “Part-time” staff employed who is on a daily rate as
at 25.9.2015.

s E AR AE 2015 ££ 9 H 25 HAYREE He 5 T A% -

14. Column ‘M’ — Average Hourly Wage Code
(M) i — iS5 455

Code Average Hourly Wage
Ao S

1 $32.5 - $40

2 $41 - $60

3 $61 or above BiDL |
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15. Column ‘N’ —Number of Part-time Staff Employed (by Hourly Rate) as at 25.9.2015
(N) M —7F 2015 4 9 H 25 HAYERISHE T A8

Please enter in this column the number of “Part-time” staff employed who is on an hourly rate
as at 25.9.2015.

s E AR AE 2015 £F 9 F 25 HAYFRIRR S 5 T A% -

*Note: If you have more than one employee concerned doing the same job, please enter the average figure for
that job category which is given by:

Total amount of the income received by the employees concerned in that category

Total number of the employees concerned in that category
L T EREFRBETIENAREERREE % o 5T RIS EIE -

REEZ B LIEATARR R RUT A LS
e Z I TAER AR (R S A
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Part 111
B=E

1.

Internal Promotion
NEL =

An internal promotion is the promotion of an employee to a higher level job by virtue of his
performance or abilities. Please fill in the number of internal promotion from “Supervisory
to Managerial and Professional”, and from “Craft/Operative to Supervisory” in the past 12
months (26.9.2014 to 25.9.2015) in the respective columns.

NE & e TE e N TIERIE RAF B i 4 REM G 27T ER = L - 55 A E i
HEEEATZ(EH (26.9.2014 % 25.9.2015) HRENHEEESR ST HEHLEEA
B DI T R L e 2 EEE SN -

Number of New Recruits in the Past 12 Months (26.9.2014 to 25.9.2015)
A+ {EHNKN (26.9.2014 F 25.9.2015) #HAREAEE A

The number of new recruits in the past 12 months refers to the number of employees you
hired in the past 12 months (26.9.2014 to 25.9.2015).
s AEAEM T EIEEE AT HH (26.9.2014 £ 25.9.2015) SiEHHEEHYEES ANEL -

Number of New Recruits Without Catering Industry Experience in the Past 12 Months
(26.9.2014 to 25.9.2015)
EEFT{EHH (26.9.2014 % 25.9.2015) AT MER e K EniiE & A\

Please provide the total number of new employees joining your establishment without
previous catering industry experience, such as fresh non-catering programmes school leavers
or persons not experienced in catering industry related jobs.

ar e AR A B IR A B R S Ean (8 B (B4 FER G SR B 3 SRR e i 2 R A Bl
e AR(EA YN DIUN o

Number of New Recruits Who are Fresh Graduates of Catering and Hospitality Programmes
in the Past 12 Months (26.9.2014 to 25.9.2015)

EETT{EHRN (26.9.2014 % 25.9.2015) AR EEER B3 Kopy I E SR ERAE S 2
ENEL

‘New Recruits Who are Fresh Graduates of Catering and Hospitality Programmes in the Past
12 Months (26.9.2014 to 25.9.2015)’ refers to the employees joining your establishment who
are fresh graduates of Catering and Hospitality programmes.

TEATTEH A (26.9.2014 £ 25.9.2015) HrigHSHYIEEEN B E SO S SRR R
FA ) IR B IR 2 e R R % SOl S SRR ERE R A -
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. Whether Your Establishment Encounter Any Difficulties in the Recruitment of Employees at
Various Job Levels in the Past 12 Months (26.9.2014 to 25.9.2015)

EEAE AW H N (26.9.2014 % 25.9.2015) S {E & J7HIA (5 45 TR

Please state whether your establishment encountered any difficulties in recruiting employees
at various job levels in the past 12 months (26.9.2014 to 25.9.2015). If yes, please go to
question 6, if not or no recruitment/nor tried to recruit, please go to question 7.

oA LR 48 ?EJr {EH A (26.9.2014 % 25.9.2015) E‘t“fffk%f %H%%@Scﬂé%ﬁé‘ﬁ?ﬁ
%& WA FEIEFENE - ALARE - SoREORAEESEE - BRIESEE -

. The Possible Reasons for Encountering Recruitment Difficulties

2 I FHHS PR HEE FR A

Please choose the possible reasons for encountering recruitment difficulties. You may wish
to tick more than 1 box for each job level, if appropriate.

peea e KalEiab L ENE A N) PN i S50 8 = = A i

. The Total Number of Employees Who Had Left your Establishment in the Past 12 Months

(26.9.2014 to 25.9.2015)
AT {HHMN (26.9.2014 % 25.9.2015) HiHAY(E E A\E

Please fill in the number of different levels of employees who left employment with your
establishment in the past 12 months (26.9.2014 to 25.9.2015).

s R+ (B AN (26.9.2014 = 25.9.2015) BRI S B SN -

. The Expected Number of Employees Who will be Retiring from the Establishment in the

Coming 12 Months
SRR R R T {[H H IR IR B B AL

Please provide the estimated number of different levels of employees who will be retiring in
coming 12 months.

A PE ITHA TR 8 B N BRI S e e B AR -

. Preferred Years of Catering Industry Experience before Occupying the Post

# e SYE R BA E RS TR

Please enter the preferred number of years of catering industry experience which your
organisation prefers the employee(s) to possess before occupying the present post.

At e LS ek e IR EIRIBRT - HEACEEE LIEFE -
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10.

11.

12.

13.

Average Man-day of Training Per Employee Which Your Organisation Had Offered in the
Past 12 Months (26.9.2014 to 25.9.2015)

HET{HHPA (26.9.2014 % 25.9.2015) Hiie A e ST SR T4 H B

Please enter the average number of man-day of training per employee which your
organisation had offered in the past 12 months (26.9.2014 to 25.9.2015).

i EREN R AT AN (26.9.2014 % 25.9.2015) &R SRS H
% -

Total No. of Man-Days Spent 45| %f H 8
Total number of the Employees concerned in that category

Bl BRI PN

Priority Accorded to Mode of Training Courses for Employees

(B 58 (R B H A S H 2 (B K

Please enter the modes of training most suitable to your employees by order of priority
(1: Very Suitable to 3: Least Suitable).
B R R  HEERER HE SR AT -

(1 TomEas 3 RFEEE)

Preferred Competencies

e B HAREE

Please provide the number of different levels of employees who had been provided with the
training as listed in the past 12 months (26.9.2014 to 25.9.2015).

sate A+ EH W (26.9.2014 %= 25.9.2015) FEFZILATYIEEHIIEREH SR IER A
& -

The Expected Overall Changes in the Number of Persons in the Training Plan of Your
Establishment for the Coming 12 Months.

TR AR (A H PRSI SRETEL2 N\ BeiEh

Please input “+’ or *-’ to indicate whether there will be an increase/a decrease in providing the
skills sets training for employees at different job levels, and also input the relevant manpower
changes figure.

A A B RS Y LU+ B RN THE T B IR A A 8 H N [ 25 45 e B dR BRI RGeS
SRF g g IR - DUSAR BEA R 2 N B @i -
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14. Purchase Training in the Areas of Managerial, Trade, Generic or Language Skills from an
Outside Training Provider for Staff in the Coming 12 Months.

IR S AEAAA (8 B N/ MNE BLERS R B 5 [ ASRIEH ~ {778 - M EEE ST
A

Please indicate if you would purchase training in the relevant areas from an outside training
provider for staff in the coming 12 months by putting a “v"* in the appropriate box.

A EEERPNE LY SR BB RG SR H NS NE IR Al B 5 AR
BAEEII -
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Appendix C

2015 Manpower Survey of the Catering Industry

Job Descriptions for Principal Jobs
in the Catering Industry - Chinese Restaurants

(Some of the job titles may not be identical to those used in
your establishment. But if the jobs have similar or related
functions, please treat them as the same and supply the
required information in the questionnaire.)

Code No.

Job Title

Job Description

MANAGERIAL AND PROFESSIONAL LEVEL

101

General Manager/
Managing Director

Assumes the total responsibility of managing an
establishment, usually with other managers and
executives as direct subordinates; implements the
company's policies with a view to achieving their
objectives.

102

Human Resources
Manager/
Personnel Manager/
Training Manager

Formulates and supervises the implementation of
personnel policies, procedures and regulations;
maintains amicable staff relations; may design and
carry out training programme for employees of an
establishment; plans and implements -effective
training programmes for all levels of staff;
co-ordinates and controls internal and external
training; advises management on training and
management development trends; acts as course
leader in specific training programmes; provides
counselling for employees; determines the
effectiveness of training activities.

103

Accountant/
Chief Accountant/
Financial Controller

Controls budgets and expenditure, company
financial policies and procedures, contracts and
licenses, senior executive personnel records and
fringe benefits; manages cash flow, loan and money
changes; supervises the credit accounts, general
accounting, cashier, income audit, costings;
arranges Letters of Credit (LCs) for the company's
purchases and liaises with suppliers.
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Code No.

Job Title

Job Description

104

Purchasing Manager

Plans, organises and controls purchase and stock of
food commodities for sale or internal consumption
according to supply and demand trends; formulates
and implements the company's policies.

105

Business Manager/
Sales Manager

Supervises sales promotion of the restaurant and
maintains good relationship with clients; liaises
with suppliers on special food and beverage
promotions.

106 *

Restaurant Manager

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

107

Administration Manager

Ensures smooth and efficient running of the internal
systems and procedures and the provision of prompt
and efficient centralised office and supporting
services for all departments.

108 *

Executive Chinese Chef/
Executive Chinese Sous
Chef

Supervises the kitchens operation, controls food
cost, quality and portion control of food; oversees
purchase of dry goods and fresh products; be
innovative and creative on daily special menus and
maintain good relationship with customers.

119

Others (Managerial and
Professional Level)

SUPERVISORY LEVEL

201

Human Resources Officer/
Personnel Officer/
Training Officer

Recruits, interviews and hires employees for the
restaurants; counsels, transfers and dismisses
employees based on appraisal of supervisors.
Counsels and advises department heads regarding
personnel problems; trains new or existing
employees; performs periodic reviews on trainees’
progress and recommends actions based on
appraisals; maintains supplies of training materials;
participates in discussions regarding the adoption of
new or improved training methods and/or materials.

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

202

Public Relations
Supervisor/
Sales Supervisor

Promotes sale of food and beverage items for
groups/parties/individuals; checks sales figures,
stock and customer preferences; supervises sales
persons.

203

Accounts Supervisor
(payable/receivable)

Audits and processes the payments of all the
establishments’ disbursements, prepares expense
analysis and other reports on suppliers’ invoices and
monthly statements. Keeps a record system of all
amounts due to the establishment from
guest/patrons; responds to account disputes and
queries; prepares accounts receivable report.

204

Store Supervisor

Keeps store; informs management of the storage
situation for expensive items such as sharks’ fins
and abalone.

205

Maintenance Supervisor/
Technical Supervisor

Conducts inspection of the establishment’s
premises; checks on the electrical/mechanical plant
and equipment; contacts with outside contractors
regarding repair and maintenance works or
renovations.

206 *

Restaurant Head
Supervisor/
Assistant Manager/
Head Supervisor

Supervises and co-ordinates the work of the
restaurant’s staff; assumes the management
responsibility of the establishment; oversees the
training of new staff; ensures guest satisfaction and
handles guest complaints. Provides overall
supervision of the restaurant/operation and service;
advises management on guests’ preference; handles
complaints; schedules staff duties; gives continuous
training to staff.

208

Bar Supervisor

Ensures proper bar set up which is equipped with
the necessary beverages and supplies; achieves
hygiene standard; supervises maintenance of bar
and service equipments; maintains prescribed
revenue; monitors staff performance.

209 *

Captain/Supervisor

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

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

210 * | Chief Butcher Assists  the  Executive Chef in  Kkitchen
administration and purchasing; prepares portion
standards of meat, poultry and seafood for various
usages and cookery.

211 Seafood Butcher Handles the preparation of fresh seafood; monitors
fish tank for direct seafood sales; makes
recommendations on different cooking styles to
customers.

212 * | Second Butcher Handles the preparation of fresh seafood and meat;
prepares vegetables, poultry and ingredients for
soup base.

213 * | Chief Cook (Wok) Supervises the preparation of sauces, sharks’ fins
soup and the seasoning of food; and in pan-fry
duties; assists in designing dishes.

214 * | Chief Dim Sum Cook Supervises the preparation of dim sum, pan-fried
glutinous rice, sweetened soup and Chinese petit
fours; designs dishes.

215* | No. 2 Cook Supervises No. 3 cook, assists the No. 1 cook in
(e.g. butchery, barbecue, carrying out specific duties of the kitchen; performs
wok, stove, dim sum, assignments in food preparation.
vegetable, cold food)

216 * | Senior Cook/ Aboyeur Handles the preparation of sauces, sharks’ fins soup,
(Production Control Cook)/ | fried crispy chicken and trimming of pan-fried
General Cook dishes; be responsible for steaming, broiling and

frying; co-ordinates actions between kitchen and
wait staff and supervises the sequence and timing of
serving, assigns duties to junior cooks.

217 * | Barbecue Cook Prepares assorted barbecue meat platter; assists
butchers in the portioning of meat before serving;
preserves and roasts barbecue dishes.

218 Specialty Chef Plans, designs, supervises and/or prepares exotic

(e.g. Japanese, Thai, Indian,
Vietnamese, Korean,
Singaporean and Malaysian
cuisine)

cuisines and different national food specialities.

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

219

Pantry Captain/Supervisor

Supervises pantry helpers and arranges their duty
rosters according to workload of the kitchen;
supervises serving schedule of the ordered dishes.
Ensures proper handling and storage of all food
accompaniments and condiments.

229

Others (Supervisory Level)

CRAFT LEVEL

301 * | Dim Sum Fryer/Steamer/ Attends to the timing of frying dim sum and its
Dim Sum Cook (e.g. dough | presentation; attends to the timing of steaming dim
handler, content mixer) sum; prepares the stuffings and dough of dim sum

and noodle products.

302 * | Pantry Cook/ Be responsible for the stewarding duties of the
Vegetable Cook kitchen; supervises the preparation of vegetable

dishes and administers sauces serving; prepares
vegetable carving and garnishes; supervises
vegetable cook helpers in assembling the proper
portions.

303 * | Vegetable Cook Helper Prepares vegetable carving and garnishes; in

assemble the proper portions for garnishes.
304 Specialty Cook Prepares/assists in preparing exotic cuisines and
(e.g. Japanese, Thai, Indian, | different national food specialities.
Vietnamese, Korean,
Singaporean and Malaysian
cuisine)

305* | No. 3 Cook Works under the supervision of the senior and No. 2
(e.g. butchery, barbecue, cook in food preparation and specific duties of
stove, dim sum, vegetable, | different sections of the kitchen; supervises No. 4
cold food) cook or below.

306 * | Junior Cook/ Assists the cooks in performing different varieties

No. 4 Cook and Below
(e.g. butchery, barbecue,
stove, vegetable, dim sum,
congee, noodle, cold food)

of duties of the kitchen.

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

307

Engineering Staff

(e.g. mechanic/ carpenter/
air-conditioning/
electrician/plumber)

Checks, inspects, maintains and repairs all lighting/
air-conditioning/electrical/mechanical installations
and equipment in the guest areas, public areas and
back-of the house; liaises with outside contractors.

319 Others (Craft Level)

CLERICAL LEVEL

401 Accounting Clerk/ Performs a variety of routine calculating, posting,
General Cashier recording, filing and typing duties in accounts

department.

402 Human Resources Clerk/ Assists in implementing personnel policies and
Personnel Clerk/ functions; processes applications from prospective
Personnel Assistant/ employees and arranges interviews; keeps staff
General Office Clerk records; performs clerical duties of a general nature

such as copying, compiling, filing and recording
information.

403 Paymaster Keeps all records relating to payroll, prepares and

submits payroll reports.

404 Store and Receiving Clerk/ | Checks all merchandise entering the establishment
Purchasing Clerk and their proper documentation; maintains par

stocks in stockroom; distributes and follows up on
purchase orders and requisition requests; expedites
delivery, verification of invoices and freight
charges; maintains a library of catalogues, price and
reference data.

419 Others (Clerical Level)

OPERATIVE LEVEL

501 Telephone Operator Processes local and overseas calls; keeps close
communication between staffs and customers;
provides directory service for guests, follows
management instructions for handling emergencies.

502 Uniform and Controls supply and distribution of all house-use

Linen Attendant

linen and staff uniforms; maintains constant
checking on uniform and linen supply.
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Code No.

Job Title

Job Description

503

Kitchen Helper/
Cleaner/Dishwasher/

Maintains cleanliness of the Kkitchen, cooking
utensils and storage of all food accompaniments and

Steward/Pantry Server / condiments. Delivers prepared dishes from the

Washroom Attendant kitchen to the tables; knows the location of tables.
Maintains cleanliness of the washrooms and
replenishes items.

504 Bartender/ Serves and mixes alcoholic and non-alcoholic
Soda Fountain Captain/ beverage; checks on supplies of wines and spirits;
Bar Helper prepares daily supply requisition for restaurant

manager’s approval. Creates different cocktail for
management consideration.

505 Receptionist/ Welcomes and greets guests to their seats; takes
Hostess reservations; reports guest comments to restaurant

manager; maintains positive relationship with
guests; keeps guest history.

506 Busboy/Busgirl/ Collects food from kitchen; cleans up tables, buffet
Junior Waiter/ tables and changes linen; knows and identifies all
Junior Waitress/ common menu items; responsible for dim sum
Dim Sum Sales sales; looks after dim sum cart; recommends

different types of dim sum to customers.

507 Waiter/Waitress Works in an assigned station; responsible for the
table-setting and dishing-up jobs; knows the
preparation of common menu items and chef’s daily
recommendation. Cashiering job if necessary.

508 Cashier Tabulates bills using cash register; keeps records of
amount receivable and payable and reconciles each
cash balance with records.

509 Security Officer/ Carries out guard duty; patrols premises; checks all
Guard House/ entrances/exits/back staircases; ensures all items
Uniform Guard/ found in the premises are properly recorded and
Valet Parking Attendant kept; conducts enquiry on incidents occurred.

510 Delivery Staff/ Responsible for the smooth operation of the

Take-Away Service Staff

take-away/delivery service; provides take-away/
delivery food service (including taking, packaging
and delivery orders); prepares take-away/delivery
services utensils/items.
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Code No.

Job Title

Job Description

511

Food Station Handler

Monitors snack/food station counters in the
restaurant; handles simple cooking or re-heating for
a variety of snacks; provides customer service;
takes and delivers food orders.

519

Others (Operative Level)

ADMINISTRATIVE AND OTHERS LEVEL

601 Secretary Takes dictation and transcribes letters, reports and
memos; answers telephone, screens calls and takes
messages; prepares replies to routine enquiries;
maintains daily calendar and appointment
schedules.

602 Typist/ Office Assistant/ Performs secretarial duties; handles odd jobs and

Messenger/ Runner run errands for the general office.

619 Others (Administrative and

Others Level)
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Vocational Training Council & % 3l & & Appendix 5b

Headquarters (Industry Partnership) @B R (1T & 1)

6F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong
BEEFRBEREEFRE20AHKGE

www.vtc.edu.hk

VTC

6™ October 2015
Dear Sir/Madam,

The 2015 Manpower Survey of the Catering Industry
(Restaurants other than Chinese)

I am writing to ask for your cooperation in the 2015 Manpower Survey of the
Catering Industry to be conducted by the Hotel, Catering and Tourism Training Board of the
Vocational Training Council.

The Training Board is responsible for matters pertaining to manpower training in
the hospitality industry. In order to formulate meaningful recommendations on manpower
training for the catering industry, the Training Board will conduct the captioned survey from
13" October to 13" November 2015. A reference day is given as 25" September 2015, to
collect the following information on the principal jobs:

(i) the number of existing employees,
(if) the number of existing vacancies,
(iii) forecast total number of employees in September 2016, and
(iv) the number of employees under training at present.
The information collected will be handled in strict confidence and will be

published in the form of statistical summaries without reference to any individual
establishment.
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I am enclosing for your reference and completion the following documents in
both English and Chinese:

(i) acopy of the questionnaire (Appendix A),
(if) explanatory notes (Appendix B), and
(iii)  descriptions of principal jobs (Appendix C).

During the survey period, an officer of the Census and Statistics Department will
contact your office. The officer will assist in the completion of the questionnaire, if
necessary, and collect the completed questionnaire for processing.

Should you have any queries in connection with the survey, please contact the

Manpower Statistics Section of the Census and Statistics Department by telephoning
2116 8534.

Yours faithfully,

(Mr, Larry Tcho
Chairmdn
Hotel, Catering and Tourism Training Board

ing-Kong)
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Vocational Training Council & ¥ 3l % /5 b5 5b
Headquarters (Industry Partnership) @B R (1T & 1)
6F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong

EAFABEXRBEXE20AM6E
www.vtc.edu.hk

K £ 3 (R ‘/' C

BRI

BREE _O—NFEANTHE
CIE o =0 )

BRI E THYEESE - R ERIREEN®E B GRHETRE
“O—HmEANTTHE > GEEETEF -

AGEEERMUAFEAMNANNKEE - BERRKBERFTOIAT
BRER > DUERE AR ADINEE R AR _O—HFE+H+=H
Z2+—H+=HETANHAE - HESFHEKER-O—HAFENAZTH
H o EETENS EEBBN NYER :

(i) HAEREBANE:

(i) BAEZEGREE

(iii) ZO—/NESLA MR B SEETFEH ; f
(iv) HRIEBEZISNES NE -

AT ERREE RS - AR RERR - A g R EAEEE
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BB £ N SISO R 3 SO - R R 2 R REE

(i) SHAERLD Mgk A) S
(i) ARMEZEHEERNE (K8 B) ;
(iii) SENEERBH TIESH (g cC) -

A AR BUFSET VIR B g s SRE > EEXHHEER > O
ERE  TEHEEEFHEEL -

0 A (I SER SRR 2116 8534 [ ECRFSE I A St 4
e
FKB/
M %E;ZE\
BIEZE - ABEERIRESE
dlREZEEaTEFE
—O—HifF+AAH
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(PLEASE READ THE EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)

CONFIDENTIAL

WHEN ENTERED WITH DATA

EABURIREIRL
P& S
THE 2015 MANPOWER SURVEY OF THE CATERING INDUSTRY
' ¥ = O — A % A #H &
QUESTIONNAIRE
i AR

(HEEH - H SR

Appendix A
FT 2% A

For Official Use Only:

L BAER

Rec. Survey Industry Establishment Enumerator's Editor's No. of Employees

Type Code Code No. No. No. Covered by the

Questionnaire
I:
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 23 24 25 26 27
NAME OF COMPANY': ADDRESS:
N H % TE o Hk
Total Number of Employees:
B B ® %
Principal Line of Business: I: Chinese Restaurant [ ] Restaurant other than Chinese |:| Fast Food Shops
EEEBWHE R — U
|: Beverage Serving Places [ ] other Eating and Drinking Places |:| Please specify
FRHLERRS T — HAtER&SGAT
NAME OF PERSON TO CONTACT: | | | | | | | | | POSITION:
B & N % % 28 47 W iz
TEL. NO.: - FAX NO.:
% E:& 48 56 63 Kﬁﬁg
E-mail | | | | | | | | | | | | | | | | | |
o 64 %
133
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10

11

12

13

14

15

16

Questionnaire - 2015 Manpower Survey of the Catering Industry

& ¥ -0 — HAHEFE A HE=E
Part | Full Time Staff
FE EBET
QY (8 © () B F (©) (H)
Jobs Average Number Employed Number of Forecast Preferred | No. of Trainees/ Average Column (B) / (B)##l
B Monthly (Excluding trainees/ Vacancies Number Employees | Education Apprentices Age Range [Please enter in this column the appropriate|
Income apprentices) as at 25.9.2015 in 12 Months' Time of asat25.9.2015 | asat 9/2015 |code number showing the average monthly|
Code as at 25.9.2015 Employees (forcraft/  fincome range for the employee(s). The
asat operative |monthly income should include basic
9/2015 staffonly) |salary, overtime pay, cost of living
allowance, meal allowance, housing|
. . X L _ X X allowance, travel allowance, commission,
fE20154F9 | f£20154F925H | {£20154R0H25H | JHalF—MEA% | BAHA | £20054-9[25H |{£20154:9F |05 and tips.
Z A YN 3 ZZE G ZIRE A Ee=T 13 z ZNEET st 22 (2 2 ST 67 H W B S 4R5E -
THIEA CBrEE/ BUEE B B CFUB | T g 1 AR R - TS TS
Title Rec. No. e AR EHERRIP) Sl [ 2y T Y LR = LN
T Type| 4 BRIET) Vet - A ~ TEATR/NEE -
8-10 11 12-15 16 - 18 19-22 23 24-26 27
2 | | | | | | | | | | | Average Monthly Income Code
g RBA LA
2 | | | | | | | | | | | $8,000 or below =¢LLT 1
$8,001 - $10,000 2
2 | | 1] | | | | | | | $10,001 - $15,000 3
$15,001 - $20,000 4
2 | | 1] | | | | | | | $20,001 - $25,000 5
$25,001 - $30,000 6
2 | [ 1 | [ | [ 1] [ ] $30,001 - $35,000 7
$35,001 - $40,000 8
2 | | | | | | | | | | | $40,001 or above =2 L 9
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
2 I [ || [ ||
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17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

Column (F) / (F)iR

Education Code
HEEE £
University Degree or above 1

RELEErELL

Higher Dip./Associate Degree 2
or equivalent

(GRS S Vgl =n

o [E] S

Professional Dip./Dip. 3

or equivalent
B SUBER SR

Advanced Certificate/Certificate 4
or equivalent

Secondary 5 - 7/Hong Kong 5
Diploma of Secondary Education
Examination (HKDSE)
PEET R E TR

FHEPESUR

Secondary 3 - 4 6
B = R ETUFR

Others 7
HoAtlt

Column (H) / (H)f®
Enter in Column (H) the average age range|
according to the following codes:
(for craft/operative staff only)

B PR N YRR AH)
"

(HERARE T HET)
Average Age Range Code
RS Skea R
17 or below =L
18-25
26 - 30
31-35
36 - 40
41-49
50 or above =2 I

~N o U~ wN

If additional lines are necessary, please tick here [_] and enter on supplementary sheet(s).
AP H IR - 5550k (V) SREALIN » A& SIS -
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10

11

12

13

14

15

16

17

18

Part 11 Part Time Staff
E_HGy FBET

(A
Jobs

I

U]
Average Monthly
Wage Code
as at 9.2015

1E20154E9

Title
Tt

Rec.
Type

No.

>
49 A R

V)
Number Employed
(by monthly rate)
as at 9.2015

120154291
ip]
H#ra T A%

(K)
Average Daily
Wage Code
as at 25.9.2015

1£20154E9 25 H
z
P H #RS

L
Number Employed
(by daily rate)
as at 25.9.2015

#E2015429 H 25 F
ip
H#FE T A%

(M)
Average Hourly
Wage Code
as at 25.9.2015

#E2015429 5 25
z
SRS RS

(N)
Number Employed
(by hourly rate)
as at 25.9.2015

1E20154E9 5 25 H
1
IS5 = WMIN ¢

8-10

11-12

13-16

17

18-21

22

23-26

If additional lines are necessary, please tick here [_] and enter on supplementary sheet(s).

WL HEEIE - 5570l (V) SREALIN - VRN HEGEE -
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Column (1)/ (1)1
The part-time employee's average basic salary
A T H Z I

Code
REE

Average Monthly Wage
(Basic Salary only)
FEEABA (EF)

$6,000 or below LA
$6,001 - $8,000

$8,001 - $10,000
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $25,000
$25,001 - $30,000
$30,001 - $35,000
$35,001 - $40,000
$40,001 or above L/ [

© O N o O B~ W N B

=
o

Column (K) / (K)#&
Enter in Column (K) the average daily rate
according to the following codes:
RN B T H i R IGRIRHEA (
K) A

O
=}
[oX
(D

Average Daily Wage
Y E#

$100 or below =L
$101 - $200

$201 - $300

$301 - $400

$401 - $500

$501 - $600

$601 or above =71

i

~ o o s wN - 8§

Column (M) / (M)%#
Enter in Column (M) the average hourly rate
according to the following codes:
SRR 2 LA IR TGRSR A
(M) P

Average Hourly Wage Code
TSR wR
$32.5- $40 1
$41 - $60 2
$61 or above 1L [ 3



Part 111 =3R4

Q.1

Internal Promotion

AEEF
Please Fill in the Number of Internal Promotion in the Past 12 Months (26.9.2014 to 25.9.2015).

HERBRETZMERA M (26.9.2014 Z 25.9.2015) » WMEAHIAE -

From Supervisory to Managerial/Professional From Craft/Operative to Supervisory
B ST R HEAE T R E T ET R EEA
8 11

Number of New Recruits in the Past 12 Months (26.9.2014 to 25.9.2015).
#EE+"E BN (26.9.2014 ZF 25.9.2015) FiFENEEANE -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
K HEANE BHE L HET XEFRHAMET
15 19 23 27

Number of New Recruits Without Catering Industry Experience in the Past 12 Months (26.9.2014 to 25.9.2015).
BET"MEHAA (26.9.2014 Z 25.9.2015) FriBHEMER R R LRI EE AL -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
s yg -t YN BHE L REL XEREAMET
32 36 40 44

Number of New Recruits Who are Fresh Graduates of Catering and Hospitality Programmes in the
Past 12 Months (26.9.2014 to 25.9.2015).

BmET{ER (26.9.2014 = 25.9.2015) FriARBH BB &K LBEEREREERE AL -

Supervisory Craft/Operative Administrative and
Others
HEE R ABEL XERHAMMET
49 52 55

Did Your Establishment Encounter Any Difficulties in Recruitment of Employees at Various Job Levels in the
Past 12 Months (26.9.2014 to 25.9.2015)?
ESETEETEHAR (26.9.2014 Z 25.9.2015) EEMEE T EA T EEIHEE ?

Yes (Please go to Q6) I:I No (Please go to Q7) l:l No recuitment nor tried to recruit (Please go to Q7)
¥ H (HEEE) 0 SeH (BEETED 8 REEHEE (BEETE)

The Possible Reasons for Encountering Recruitment Difficulties. You May Wish to Tick More Than 1 Box for Each Job Level.

BEEBRBENER - SRETE—HRM L -

Managerial/ Supervisory Craft/ Administrative
Professional Operative and Others
K HENE BHE HIT/8BEL XERHMET
Reasons
JRE

(a) Lack of candidates with relevant experience

= AR R A

(b) Unsatisfactory terms of employment

WS FIRIE R

(c) Unsatisfactory working environment
R (= VS

(d) Limited career prospects

BEIEAIR

(e) Insufficient trained/qualified manpower in the related disciplines

= HARRERISR, E RIS ER

(f) Competition for manpower from the Mainland/Macao/other cities

JRE PR E AT 2 AT

(g) Others (please specify)
HoAth (FEEREA)

(RN
000 000T
8|:| gl:l sl:l al:l EI:I SI:I gI:I

gl:l zl:l 8|:| al:l al:l gl:l
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Est. No.

ER No.

L]

14

31

48

58

62

91




Q.7

Q.9

Q.10

Q.11

The Total Number of Employees Who Had Left Your Establishment in the Past 12 Months (26.9.2014 to 25.9.2015).
#EET"E BN (26.9.2014 ZF 25.9.2015) BRI E S AR -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
& HEEAR BHE R #RE L XEREAMET
95 99 103 107

The Expected Number of Employees Who will be Retiring from Your Establishment in coming 12 Months.
EREEEERR T ZEARBKRNEEAS -

Managerial/ Supervisory Craft/Operative Administrative and
Professional Others
s yg -t YN BHE R #RE L XEREAMET
112 116 120 124

Preferred Years of Catering Industry Experience Before Occupying the Post (Please tick ** v'*").

ERABEEBAERAEERARTFIER (F V') -

Less than 1 year - less 3 years - less 5 years -
No experience 1 year than 3 years than 5 years 10 years Over 10 years
A VELF TEFEIFELT  EESFELT SEZE 104 104ELL |

Managerial/Professional
K EHEANR

129 130 131 132 133 134
Supervisory
BHE

136 137 138 139 140 141
I T e e T e e
T #ET

143 144 145 146 47 148
Administrative and Others D D D D D D
XER HtET

150 151 152 153 154 155

Average Man-day of Training Per Employee Which Your Organisation Had Offered in the Past 12 Months (26.9.2014 to 25.9.2015)
(Please tick "v™).

BETZ{ER A (26.9.2014 F 25.9.2015) BigtEREHERRHIGHHBIEE BV -

Less than 5 days - less
Nil 5 days than 10 days 10 days - 15 days Over 15 days
i 5 HLLF 5 HE10 HLF 10 H&#15 H 15 HEA R

Managerial/Professional
&K HEANE

157 158 159 160 161
Supervisory [I
BHE

163 164 165 166 167
. ] ] ]
R EL

169 170 171 172 173
Administrative and Others
XE R HAET

175 176 77 178 179

Priority Accorded to Mode of Training for Employees (Priority 1, 2, 3. 1 is very suitable).
BERHEEEFINRTNZERRF (BAERFL 2,3 16TEE) -
Part-time Day Release Evening Seminar/Workshop
H Il 3kaET R [ HET s HEYE

Managerial/Professional
K HEANE

181 182 183
Supervisory
BHE

184 185 186
Craft / Operative
L #EL

188
Administrative and Others

XERHEMET

[
N

-
©
S

191

138

For Official Use Only
AR

111

= = =
J>E hE wE
© Y a

L

.
a
>

- - .
S 5 5

=
©
S




Q.12 Preferred Competency

BREFBHE

Please Fill in the Number of Persons Who Had Been Provided With the Training as Listed Below in the Past 12 Months (26.9.2014 to 25.9.2015).
HEEEBRETTEAR (26.9.2014 Z 25.9.2015) FHRAIEIIATAL -

A. Managerial Skills EH 15

101

102

103

104

105

106

Business and Financial Strategic Planning,
Implementation and Evaluation

SETS B TS RIS KR ~ HETT Boga
Human Resources Management
ATTENGER

Sales and Marketing Strategic Planning,
Implementation and Evaluation

P R TSRS E] - T BT
Supervisory Techniques, Leadership Skills
BT - SHERTT

Risk Management

JE e B

Others (please specify)
Hoft, (EEfEEL)

B. Trade Skills {T35HE

201

202

203

204

205

206

207

208

209

Sales and Marketing
PR

Finance and Accounting

W # R &at

Culinary

Restaurant Service

BERIRTS

Alcoholic Beverage and Wine

RGBT A

Convention and Banquet / Event Management

HREE THEER
Hygiene and Food Safety
R EmL s
Information Technology
BERRHY

Others (please specify)
HoAth, (GEfEHL)

C. Generic Skills S@F 15

301

302

303

304

Service Attitude, Customer Service
IRTFSRERE ~ B IRTS
Communication

il

Problem Solving

HEREfRR

Others (please specify)
HoAth, (GEfEHL)

D. Language :E=

401

402

403

Putonghua
RS
English
Es

~i

Others (please specify)
HoAth, (GEfEHL)

Number of Persons Trained

JE ety AL

Managerial/
Professional

g HEAR

Ll 1]

193

L1

205

(I

217

(I

229

L1

241

(I

253

(-

265

Ll 1]

277

(I

289

(I

301

(I

313

L1

325

L1l 1]

337

Ll 1]

349

L L1

361

(I

373

L1

385

(-

397

L1

409

(I

421

L1 1]

433

L1l 1]

445

Supervisory

BHE

L1

196

L1

208

Ll 1|

220

Ll 1|

232

-

244

Ll 1|

256

Ll 1|

268

Ll 1]

280

Ll 1|

292

L1

304

Ll 1|

316

L1

328

L1l 1|

340

L1

352

L L[

364

Ll 1|

376

L1

388

Ll 1|

400

L1

412

Ll 1]

424

Ll 1|

436

Ll 1]

448

Craft/Operative

KT/ ET

L1

199

L1

211

(I

223

Ll 1]

235

Ll 1]

247

(I

259

(I

271

Ll 1]

283

(I

295

Ll 1]

307

(I

319

Ll 1]

331

(-

343

Ll 1]

355

L L]

367

(-

379

Ll 1]

391

(I

403

L1 1]

415

L1 1]

427

[

439

L1

451

Administrative
and Others

XEFHEMAT

I —

202

I —

214

I —

226

I —

238

I —

250

I —

262

L[]

274

I —

286

L[]

298

I —

310

I —

322

I —

334

L L[]

346

I —

358

L]

370

I —

382

I —

394

L L[]

406

I —

418

I —

430

L[]

442

I —

454

For Official Use Only
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For Official Use Only

SLARBRE S
Q. 13 The Expected Overall Changes in the Number of Persons in the Training Plan of Your Establishment for the Coming 12 Months.
ERETEERR T 2 E A ARleRsT 8l ABKE) -
Managerial/ Supervisory Craft / Operative Administrative and
Professional Others
K HENR BEE5 [N B R HAME T

Skills Sets
FEERE R (+71-) Persons A% (+71-) Persons A% (+71-) Persons A% (+71-) Persons A%
(1) Managerial Skills

gt 470 471 474 475 478 479 482 483
(1) Trade Skills

?ﬁ— % ﬁ @E 486 487 490 491 494 495 498 499
(111) Generic Skills

RIS 502 503 506 507 510 511 514 515
(1v) Language

gg%* 518 519 522 523 526 527 530 531 534

Q.14 Are You Intending to Purchase Training in the Areas of Managerial, Trade, Generic or Language Skills from
an Outside Training Provider for Your Staff in the Coming 12 Months ?
REEERRT B A RIS NI B R ESS I AERERE - 73 - BRSEES I ?
Yes No
55 gr 5% Rgr 537

End of questionnaire
ket
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Appendix B
b5 B

The 2015 Manpower Survey of the Catering Industry
BB _O—AFEANJIHE

Explanatory Notes

For Part | and Part 11
E—REHD

Please complete all columns (‘A’ to “‘N’) of the questionnaire which are applicable to your
business sector and insert a zero (0) in any column which is not.
RIEERA (A) 2 (N) il - 20~ - 55E (0) /9% -

Time Reference of Data
A% H

All the data entered should refer to the position as at 25™ September 2015 when completing the
questionnaire.

A EERMEEE - LO—AFNH T A REEFEESSH -

Part |
F—H

1. Column ‘A’ - Titles of Principal Jobs in the Catering Industry
(A) i — EBREETHRRE A

(@ Some of the job titles may not be the same as those used in your establishment.
Please classify an employee according to his/her major duty and supply the required
information if the jobs have similar or related functions.

RER T T RE A N BIEFTER S - SFIRIBEENEERE 2 - HR T
R BRI BT R EAH RIS - SRR tpn R &k -

(b) Please add in column ‘A’ any jobs not covered by the Job Description but are
considered as principal jobs in your company. Please briefly outline their job
descriptions and indicate their skill levels.

iR AE A RS S AR Y oM BT - R TAE N A K AT BRRE

(c) Please enter the information of employees in your company by their skill levels, and
provide information as required by Columns ‘B’ to “‘H’ of the questionnaire.

SRR A AR H R A B AR (B) B (H) WSS
ko

(d) “Administrative and others’ level staff refers to those employees whose activities are
not usually specific to catering industry, such as secretaries and messengers.

' XERAMET ) BIENIFEEEYIEEHBNET > PSR EEE -
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2. Column ‘B’ — Average Monthly Income Code

(B) i — P& HU AR

Please enter in this column the appropriate code number showing the average monthly
income range for the employee(s). The monthly income should include basic salary,
overtime pay, cost of living allowance, meal allowance, housing allowance, travel allowance,
commission, bonus and tips. (See Note* in the last page)

A R B P E B W AR RSE - TR B - @i TR - AR
A~ REEORRS ~ R ~ FRTRES ~ W c TRALNE o (REHEEES)

Average Monthly Income Code
S H U e
$8,000 or below =LA 1

$8,001 - $10,000

$10,001 - $15,000
$15,001 - $20,000
$20,001 - $25,000
$25,001 - $30,000
$30,001 - $35,000
$35,001 - $40,000

$40,001 or above ¢

© 00 N o o B~ w DN

3. Column ‘C’ - Number of Employees (Excluding Trainees/Apprentices) as at 25.9.2015
(C) 1 — fF 20159 H 25 HEE N (BE4E B4R

‘Employees’ refer to those working full-time (i.e. at least 4 weeks a month, and not less than
18 hours in each week) under the payroll of the establishment. These include proprietors
and partners working full-time for the establishment. “Trainees/Apprentices’ refer to those
employees undergoing training, and includes trainees receiving any form of training and
apprentices under a contract of apprenticeship.  These definitions also apply to
‘employee(s)’, ‘trainee(s)/apprentice(s)’ appearing in other parts of the questionnaire.

"EE A5 EEN 2B CIF(RIEH &PVIWE - FEA DR/ VN DB AE
P OIS S TR E R ABA - TEEA, B | ISR RIS
B8 » MEFEIEEREZ SRR EE 4 - MIRBEE G2 - AR
NETHERRN "eE, - TEEA, S TEE FE o ERINE -
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4. Column ‘D’ - Number of Vacancies as at 25.9.2015
(D) 1 — F£ 201549 A 25 H 7 Z=H%H

‘Existing Vacancies’ refer to those unfilled, immediately available job openings for which the
establishment is actively trying to recruit personnel as at 25.9.2015.

T IRAZERRER | FEAE 2015 4 9 H 25 HERRALUEZE - FRALZ AR IERE GRS A B
FECfA o

5. Column ‘E’ - Forecast Number of Employees in 12 Months’ Time

(E) 1 — M —{F H % e & N8

The forecast of number employed means the number of employees you will be employing in
the next 12 months. The number given could be more / less than that in column *C’ if an
expansion / a contraction is expected.

T 8 N\ Bda S+ E H R0 g 8 AN - A0fhEt S8ty Al REfnk U s
IEREFTER B e Y /DY (C) il

6. Column ‘F’ - Preferred Education of Employees

(F) t — EEEHAEEE

Please enter in Column (F) the appropriate code number showing the education level which
an employer prefers his employees to have.

sate MY Eme e £l R R A BEEIEA (F) A -

Education Code
HERE it
University Degree or above 1
REEArsLL E
Higher Diploma/Associate Degree or equivalent 2
SO, BB E R
Professional Diploma/Diploma or equivalent 3
BB, OB RS
Advanced Certificate/Certificate or equivalent 4

W R

Secondary 5 — 7/ Hong Kong Diploma of Secondary Education 5
Examination (HKDSE)

B AR B TR AT RS

Secondary 3 - 4 6
HREL = AR B TUAEAR

Others !
HoAh
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. Column ‘G’ - No. of Trainees/Apprentices as at 25.9.2015

(G) ti — {£ 2015 4E 9 H 25 H 7 EHA4: ~ERGE AHL

Please fill in the total number of employees undergoing training. This includes trainees
receiving any form of training and apprentices under a contract of apprenticeship.

SRIE S LRI e BEE > B EERSSEP AR EE L - DUIREE
EGEIZHEHYEAE -

. Column ‘H’ — Staff’s Average Age Range as at 25.9.2015 (for craft/operative staff only)

(H) i — f£ 201549 7 25 02 (el 8.2 PHFl CUBANE T ARET)

Please enter in Column (H) the average age range according to the following codes:

sp e S PR TYIGRSRIEA (H) A
Code Average Age Range
o PG
1 17 or below LI
18-25

26 — 30
31-35
36 - 40
41 - 49
50 or above = [l I

~N oo o A W DN
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Part 11
A — 17

S—mpT

o)

Part-time Staff / FEREE T

9. Column ‘A’ - Titles of Principal Jobs in the Catering Industry

(A) il — BICESE T S T

(@)

(b)

(©)

Some of the job titles may not be the same as those used in your establishment.
Please classify an employee according to his/her major duty and supply the required
information if the jobs have similar or related functions

ARPYELI IR PTRE AR SRS PTER A - SEIRIE (R By LZE T - B AT
TR R N RS YIS AR AT R EA HH%Q e AT A -

Please add in column ‘A’ any jobs not covered by the Job Description but are
considered as principal jobs in your company. Please briefly outline their job
descriptions and indicate their skill levels.

EA RN S SRR Y oAt - SRR - IR SR B AR NS B R RE S

Please enter the information of employees in your company by their skill levels, and
provide information as required by Columns ‘I’ to *‘N’ of the questionnaire.

SHROER R SR > R B E BAER () & (N) MRS
-
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10. Column ‘I’ — Average Monthly Wage Code
(D) 1 — 9 H #rdmst

Please enter in this column the appropriate code number showing the average monthly
income range for part-time staff.
SR EH BT B TP e H AR SRST -
Average Monthly Wage Code
5 Hir gEaE

$6,000 or below =L 1
$6,001 - $8,000
$8,001 - $10,000
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $25,000
$25,001 - $30,000
$30,001 - $35,000

© 00 ~N o o B~ w DN

$35,001 - $40,000
$40,001 or above 5[ [ 10

11. Column ‘J’ — Number of Part-time Staff Employed (by Monthly Rate) as at 9.2015
(J) i —7F 2015 4 9 HHYFERR B Hije B A%

Please enter in this column the number of “Part-time” staff employed who is on a monthly
rate as at 9.2015.

sn A ETRRE(E 2015 4 9 H ARG A i B AE -
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12. Column ‘K’ — Average Daily Wage Code
(K) 1 — P H 4Rk

Please enter in Column (K) the average daily wage of part-time staff according to the
following codes:

SATRE AR R LY Hgr i FAImaiE A (KD /A

Code Average Daily Wage
A SR H T

1 $100 or below (DL~

$101 - $200
$201 - $300
$301 - $400
$401 - $500
$501 - $600
$601 or above =LA I

~N oo o B~Aow DN

13. Column ‘L’ — Number of Part-time Staff Employed (by Daily Rate) as at 25.9.2015
(L) i —7F 2015 49 H 25 HAYHHERE T A%

Please enter in this column the number of “Part-time” staff employed who is on a daily rate as
at 25.9.2015.

s E AR AE 2015 ££ 9 H 25 HAYREE He 5 T A% -

14. Column ‘M’ — Average Hourly Wage Code
(M) i — iS5 455

Code Average Hourly Wage
Ao S

1 $32.5 - $40

2 $41 - $60

3 $61 or above BiDL |
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15. Column ‘N’ —Number of Part-time Staff Employed (by Hourly Rate) as at 25.9.2015
(N) M —7F 2015 4 9 H 25 HAYERISHE T A8

Please enter in this column the number of “Part-time” staff employed who is on an hourly rate
as at 25.9.2015.

s E AR AE 2015 £F 9 F 25 HAYFRIRR S 5 T A% -

*Note: If you have more than one employee concerned doing the same job, please enter the average figure for
that job category which is given by:

Total amount of the income received by the employees concerned in that category

Total number of the employees concerned in that category
L T EREFRBETIENAREERREE % o 5T RIS EIE -

REEZ B LIEATARR R RUT A LS
e Z I TAER AR (R S A
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Part 111
B=E

1.

Internal Promotion
NEL =

An internal promotion is the promotion of an employee to a higher level job by virtue of his
performance or abilities. Please fill in the number of internal promotion from “Supervisory
to Managerial and Professional”, and from “Craft/Operative to Supervisory” in the past 12
months (26.9.2014 to 25.9.2015) in the respective columns.

NE & e TE e N TIERIE RAF B i 4 REM G 27T ER = L - 55 A E i
HEEEATZ(EH (26.9.2014 % 25.9.2015) HRENHEEESR ST HEHLEEA
B DI T R L e 2 EEE SN -

Number of New Recruits in the Past 12 Months (26.9.2014 to 25.9.2015)
A+ {EHNKN (26.9.2014 F 25.9.2015) #HAREAEE A

The number of new recruits in the past 12 months refers to the number of employees you
hired in the past 12 months (26.9.2014 to 25.9.2015).
s AEAEM T EIEEE AT HH (26.9.2014 £ 25.9.2015) SiEHHEEHYEES ANEL -

Number of New Recruits Without Catering Industry Experience in the Past 12 Months
(26.9.2014 to 25.9.2015)
EEFT{EHH (26.9.2014 % 25.9.2015) AT MER e K EniiE & A\

Please provide the total number of new employees joining your establishment without
previous catering industry experience, such as fresh non-catering programmes school leavers
or persons not experienced in catering industry related jobs.

ar e AR A B IR A B R S Ean (8 B (B4 FER G SR B 3 SRR e i 2 R A Bl
e AR(EA YN DIUN o

Number of New Recruits Who are Fresh Graduates of Catering and Hospitality Programmes
in the Past 12 Months (26.9.2014 to 25.9.2015)

EETT{EHRN (26.9.2014 % 25.9.2015) AR EEER B3 Kopy I E SR ERAE S 2
ENEL

‘New Recruits Who are Fresh Graduates of Catering and Hospitality Programmes in the Past
12 Months (26.9.2014 to 25.9.2015)’ refers to the employees joining your establishment who
are fresh graduates of Catering and Hospitality programmes.

TEATTEH A (26.9.2014 £ 25.9.2015) HrigHSHYIEEEN B E SO S SRR R
FA ) IR B IR 2 e R R % SOl S SRR ERE R A -
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. Whether Your Establishment Encounter Any Difficulties in the Recruitment of Employees at
Various Job Levels in the Past 12 Months (26.9.2014 to 25.9.2015)

EEAE AW H N (26.9.2014 % 25.9.2015) S {E & J7HIA (5 45 TR

Please state whether your establishment encountered any difficulties in recruiting employees
at various job levels in the past 12 months (26.9.2014 to 25.9.2015). If yes, please go to
question 6, if not or no recruitment/nor tried to recruit, please go to question 7.

oA LR 48 ?EJr {EH A (26.9.2014 % 25.9.2015) E‘t“fffk%f %H%%@Scﬂé%ﬁé‘ﬁ?ﬁ
%& WA FEIEFENE - ALARE - SoREORAEESEE - BRIESEE -

. The Possible Reasons for Encountering Recruitment Difficulties

2 I FHHS PR HEE FR A

Please choose the possible reasons for encountering recruitment difficulties. You may wish
to tick more than 1 box for each job level, if appropriate.

peea e KalEiab L ENE A N) PN i S50 8 = = A i

. The Total Number of Employees Who Had Left your Establishment in the Past 12 Months

(26.9.2014 to 25.9.2015)
AT {HHMN (26.9.2014 % 25.9.2015) HiHAY(E E A\E

Please fill in the number of different levels of employees who left employment with your
establishment in the past 12 months (26.9.2014 to 25.9.2015).

s R+ (B AN (26.9.2014 = 25.9.2015) BRI S B SN -

. The Expected Number of Employees Who will be Retiring from the Establishment in the

Coming 12 Months
SRR R R T {[H H IR IR B B AL

Please provide the estimated number of different levels of employees who will be retiring in
coming 12 months.

A PE ITHA TR 8 B N BRI S e e B AR -

. Preferred Years of Catering Industry Experience before Occupying the Post

# e SYE R BA E RS TR

Please enter the preferred number of years of catering industry experience which your
organisation prefers the employee(s) to possess before occupying the present post.

At e LS ek e IR EIRIBRT - HEACEEE LIEFE -
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10.

11.

12.

13.

Average Man-day of Training Per Employee Which Your Organisation Had Offered in the
Past 12 Months (26.9.2014 to 25.9.2015)

HET{HHPA (26.9.2014 % 25.9.2015) Hiie A e ST SR T4 H B

Please enter the average number of man-day of training per employee which your
organisation had offered in the past 12 months (26.9.2014 to 25.9.2015).

i EREN R AT AN (26.9.2014 % 25.9.2015) &R SRS H
% -

Total No. of Man-Days Spent 45| %f H 8
Total number of the Employees concerned in that category

Bl BRI PN

Priority Accorded to Mode of Training Courses for Employees

(B 58 (R B H A S H 2 (B K

Please enter the modes of training most suitable to your employees by order of priority
(1: Very Suitable to 3: Least Suitable).
B R R  HEERER HE SR AT -

(1 TomEas 3 RFEEE)

Preferred Competencies

e B HAREE

Please provide the number of different levels of employees who had been provided with the
training as listed in the past 12 months (26.9.2014 to 25.9.2015).

sate A+ EH W (26.9.2014 %= 25.9.2015) FEFZILATYIEEHIIEREH SR IER A
& -

The Expected Overall Changes in the Number of Persons in the Training Plan of Your
Establishment for the Coming 12 Months.

TR AR (A H PRSI SRETEL2 N\ BeiEh

Please input “+’ or *-’ to indicate whether there will be an increase/a decrease in providing the
skills sets training for employees at different job levels, and also input the relevant manpower
changes figure.

A A B RS Y LU+ B RN THE T B IR A A 8 H N [ 25 45 e B dR BRI RGeS
SRF g g IR - DUSAR BEA R 2 N B @i -
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14. Purchase Training in the Areas of Managerial, Trade, Generic or Language Skills from an
Outside Training Provider for Staff in the Coming 12 Months.

IR S AEAAA (8 B N/ MNE BLERS R B 5 [ ASRIEH ~ {778 - M EEE ST
A

Please indicate if you would purchase training in the relevant areas from an outside training
provider for staff in the coming 12 months by putting a “v"* in the appropriate box.

A EEERPNE LY SR BB RG SR H NS NE IR Al B 5 AR
BAEEII -
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Appendix C

2015 Manpower Survey of the Catering Industry

Job Descriptions for Principal Jobs
in the Catering Industry - Restaurants other than Chinese

(Some of the job titles may not be identical to those used in your
establishment. But if the jobs have similar or related functions,
please treat them as the same and supply the required
information in the questionnaire.)

Code No.

Job Title

Job Description

MANAGERIAL AND PROFESSIONAL LEVEL

131 General Manager/ Assumes the total responsibility of managing an
Managing Director/ establishment, wusually with other managers/
Group Director/ executives as direct subordinates; implements the
Deputy Director company's policies and their objectives with a view

to achieving them.

132 Executive Assistant Takes charge of the overall daily operations and
Manager/Club Manager/ management of the establishment.
Director of Operations

133 Director of Human Formulates and supervises the implementation of

Resources/

Human Resources
Manager/

Personnel Manager/
Training Manager/
Learning and Development
Manager

personnel policies, procedures and regulations;
maintains amicable staff relations, may design and
carry out training programme for employees of an
establishment; plans and implements -effective
training programmes for all levels of staff;
co-ordinates and controls internal and external
training; advises management on training and
management development trends; acts as course
leader in specific training programmes; provides
counselling for employees; determines the
effectiveness of training activities.
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Code No.

Job Title

Job Description

134

Chief Accountant/
Controller/

Financial Controller/
Finance Director

Controls budgets and expenditure, company
financial policies and procedures, contracts and
licenses, senior executive personnel records and
fringe benefits; manages cash flow, loan and money
changer; supervises the credit department, general
accounting, cashier, income audit, costings
sections; arranges Letters of Credit (LCs) for the
company's purchases and liaises with suppliers.

135

Food and Beverage
Director/Food and

Beverage Manager/
Assistant Food and
Beverage Manager

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

136

Purchasing Manager

Plans, organises and controls purchase and stock of
food commodities for sale or internal consumption
according to supply and demand trends.

137

Marketing Manager/

Director of Marketing and

Communications/

Digital Media Manager

Plans, organises, directs and controls the marketing
functions; reviews market and sales analysis to
determine local and overseas market requirements;
co-ordinates public relations activities relating to
sales promotion.

138 *

Restaurant Manager/
Banquet Manager

Manages and co-ordinates the activities of the
restaurant and trains staff to ensure prompt and
courteous services; recommends menu items and
wines to clients. Achieves revenue target; ensures
guest satisfaction. Achieves the preset revenue
target and cost involved. Provides work safety
training to the team.

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

139 * | Executive Chef/ Establishes standards of food quality and
Executive Pastry Chef/ preparation; develops new menus; co-ordinates with
Director — Culinary other departments on food selection and storage;
Operations supervises performance and discipline of kitchen
staff; carries out inspection and maintenance of the
kitchen set-up; prepares cost lists and requisitions
on market items. Carries out hygiene inspection
with hygiene manager on a regular basis.

140 Sous Chef To assist the Executive Chef to plan, design,
supervise and/or prepare food production. Effective
control of food cost without damage the guest
satisfaction level.

141 Pastry Chef Supervises the pastry cooks in the preparation of all
doughs, pastries, cakes, sweets, petit fours and
sugar decorations; able to operate all machinery in
pastry and bakery room; maintains quality and
hygiene standard set by executive chef.

142 Specialty Chef/Cook for Plans, designs, supervises and/or prepares Asian

Asian/Exotic cuisine. and exotic cuisines and food specialities.
(e.g. Japanese, Thai, Indian,
Vietnamese, Korean,
Singaporean and Malaysian
cuisine)
149 Others (Managerial and

Professional Level)

SUPERVISORY LEVEL

231

Human Resources Officer/
Personnel Officer/
Training Officer/

Learning and Development
Officer

Recruits, interviews and hires employees for the
restaurants; counsels, transfers and dismisses
employees based on appraisal of supervisors.
Counsels and advises department heads regarding
personnel problems; trains new or existing
employees; performs periodic reviews on trainees’
progress and recommends actions based on
appraisals; maintains supplies of training materials;
participates in discussions regarding the adoption of
new or improved training methods and/or materials.

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

232

Accounts Supervisor
(e.g. payable/receivable)

Audits and processes the payments of all the
establishment’s disbursements; prepares expense
analysis and other reports on suppliers’ invoices and
monthly statements; keeps a record system of all
amounts due to the establishment from
guest/patrons; responds to accounts disputes and
queries; prepares accounts receivable report.

233

Audit Supervisor/
Paymaster/General Cashier

Audits and processes the payments of the
company’s disbursements; prepares expense
analysis and other reports on suppliers’ invoices and
monthly statements; keeps all records relating to
payroll; prepares and remits payroll reports;
compiles all tax returns; makes daily bank deposits
and prepares a daily accounting of cash; acts as a
petty cash disbursing agent; oversees the
preparation of the cashier report and daily receipts.

234

Public Relations Officer/
Digital Media Officer

Liaises with media; handles publicity and
photographic assignments; prepares press releases
in both English and Chinese; liaises with sales
executives and cover other duties assigned by the
management.

235

Maintenance Supervisor/
Technical Supervisor

Inspects the establishment’s premises; checks on
the electrical/mechanical plant and equipment;
contacts outside contractors regarding repair and
maintenance works or renovations.

236

Security Manager

Informs department heads concerned of any
necessary procedures on internal security matters;
liaison with police department, arranges staff safety
training and fire drill tests; security screening of
new employees; investigates all incidents and thefts
within the premises.

237

Beverage/Bar Manager

Ensures bar is equipped with supplies and correct
liquor brands are served; maintains prescribed profit
margin; supervises maintenance of bar and service
equipments; prepares work schedules and checks on
staff performance. Maintains bar cleanliness.
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Code No.

Job Title

Job Description

238

Restaurant Supervisor

Supervises and co-ordinates the work of the
restaurant’s staff; assumes the management
responsibility of the establishment; oversees the
training of new staff; handles guest complaints.

239

Food and Beverage
Controller/Cost Controller

Supervises cost control and inventory taking;
reviews purchase requests for food and beverage;
provides management with information regarding
operational costs; prepares forecasts and analysis on
all cost reports; makes random inspections on all
supplies to the hotel.

240

Captain/Service Supervisor

Takes orders from guests and delivers orders to
kitchen; may carve meats and prepare flambe dishes
at table; advises on the selection of wines and serves
them.

241

Sales Supervisor

Promotes the sale of food and beverage items for
groups/parties/individuals; checks sales figures,
stock and customer preferences; supervises sales
persons.

242

Head Cashier

Trains all food and beverage cashiers; issues guest
checks daily to all F & B cashiers and follows-up on
missing checks; picks up cashiers’ daily reports at
the close of each shift; arranges cashiers for other
banquet functions.

243

Garde Manger/Senior Cook

Supervises and/or prepares all dishes; responsible
for table and food decorations; checks function
sheets and menus daily for distribution of work
loads to helpers; ensures that all required food item
for each outlets are ready in time; keeps
professional records of recipes and working
methods.

249

Others (Supervisory Level)
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Code No.

Job Title

Job Description

CRAFT LEVEL

331 * | Baker/Pastry Cook/ Cook | Prepares cakes, pastry and desserts for during the
day time and bread and loaf during night time;
supervises work of apprentice pastry cooks; checks
daily and weekly menus; operates utensils and
crockery used in Kkitchen; performs different types
of cookery and meal preparation; checks stocks in
his location in kitchen area; may specialise in sauce,
soup, roast, butchery, fish, cold cut and vegetable.

332 Junior Cook or Below Assists in performing different varieties of duties of

the Kkitchen. (e.g. butchery, barbecue, store,
vegetable, dim sum, congee, noodle)

333 Engineering Craftsman Maintains and repairs all necessary mechanical and
(e.g. air-conditioning electrical engineering works of a catering
mechanic, electrician, establishment.
fitter,
general mechanic)

349 Others (Craft Level)

CLERICAL LEVEL

431 Accounting Clerk/Food and | Performs a variety of routine calculating, posting,
Beverage Cashier recording, filing and typing duties in an accounts

department; records all food and beverage sales at
the time of meal; prepares cashier’s daily report;
corrects all daily receipts; provides changes for all
cashier.

432 Personnel Clerk/ Assists in implementing personnel policies and

General Office Clerk

functions; processes application forms from
prospective employees and arranges interviews;
keeps staff records; performs clerical duties of a
general nature such as copying, compiling, filing
and recording information.

* Remark: These posts may also be the designated certified hygiene managers/supervisor for
their respective organisations.
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Code No.

Job Title

Job Description

433

Purchasing Clerk/
Quality Control Clerk

Follows up purchase orders and requisition
requests; helps expedite delivery; verifies of
invoices and freight charges; maintains a library of
catalogues, price and reference data; performs a
variety of routine calculations, posting and
recording; assists in cost control and inventory
taking; makes random inspections on all supplies
for the outlet.

449

Others (Clerical Level)

OPERATIVE LEVEL

531

Security Officer

Regular patrol in premises; conducts full enquiry on
incidents occurred; ensures all items found in the
premises are properly recorded and kept safety;
checks all exists and back staircases. Carries out
guard duty; patrols the premises entrances and
passageway in the rear service area; provides
protection to VIP guests on management’s
instruction.

532

Telephone Operator

Processes local and overseas calls; provides
wake-up call service; keeps close communication
between executives; provides directory service for
guests; follows proper procedures for handling
emergencies.

533

Food and Beverage
Storekeeper/ General
Storekeeper/Store and
Receiving Clerk

Checks and maintains cold and dry store, wine
cellar, silverware and glasses inventories and store
records; checks all merchandise entering the
premises and their proper documentation; maintains
par stocks in storeroom; informs management of the
storage situation for expensive items.

534

Cashier

Tabulates bills using cash register; keeps records of
amount receivable and payable and reconciles each
cash balance with records.

535

Sommelier

Conducts up-selling of beverage items; takes care of
the wine and liquor stocks in the restaurant; has
good knowledge of wine and advises guests on
selection; serves wine at the required temperatures;
conducts marketing and promotion plans for
beverages.
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Code No. | Job Title Job Description
536 Bartender/Barman/ Follows specified drinks and cocktail recipes by
Barista free pouring jigger quantities; prepares coffee
according to prescribed formulas or guests requests;
checks on supplies of drinks/wine/spirits; prepares
daily supply requisition for bar manager’s approval.
537 Food Handler/ Monitors snack counter; responsible for simple
Beverage Handler cookings or re-heating for a variety of snacks.
Monitors snack/food station counters in the
restaurant; handles simple cookings or re-heating
for a variety of snacks; provides customer service;
takes and delivers food orders.
538 Delivery Staff/ Handles food delivery to the designated locations as
Take-Away Service Staff per customers’ orders. Responsible for the smooth
operation of the take-away/delivery service;
provides take-away/ delivery food service
(including taking, packaging and delivery orders);
prepares take-away/delivery services utensils/items.
539 Receptionist/Hostess/ Welcomes and greets guests to their seats; takes
Waiter/Waitress reservations; reports guest comments to restaurant
manager; keeps guest history; serves guests in
assigned station under supervision of a captain;
prepares table setting and removes dishes; knows all
menu items; keeps good guest relations and extends
personalised service. Understands the usage of
Point of Sale (POS) to settle bill.
540 Junior Waiter/ Collects food from kitchen; cleans up table and
Junior Waitress changes linen; knows all items on menu. Punches in
food order in Point of Sale (POS) system.
541 Cleaner/Dishwasher/ Washes crockeries by hand and by machine; sweeps
Kitchen Helper/Steward/ the floor and wipes clean stainless steel counters in
Pantry Helper/Washroom | kitchen; disposes garbage; cleans stove and top of
Attendant exhaust fans. Maintains cleanliness of the
washrooms and replenish items.
542 Uniform and Linen Controls supply and distribution of all house linen;

Attendant/Cloakroom
Attendant

checks on inform supply; stores and controls
replacement of household supplies; keeps
up-to-date stock records; checks and repairs staff
uniform/house linen; provides service to guests
when required; repairs curtains and drapes.
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Code No. | Job Title Job Description

549 Others (Operative Level)

ADMINISTRATIVE AND OTHERS LEVEL

631 Secretary Takes dictation and transcribes letters, reports and
memos; answers telephone, screens calls and takes
messages; prepares replies to routine enquiries;
maintains daily calendar and appointment
schedules.

632 Typist/ Office Assistant/ Performs secretarial duties; handles odd jobs and
Messenger/ Runner run errands for the general office.

649 Others (Administrative and
Others Level)
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XER

i H2AR BAR BRFT AT o &
2013 2Kk 3382 19724 43145 1326 67577
FEHk 5 144 5681 18 5848
gz 3387 19868 48826 1344 73425
2015 2Kk 3307 19645 41319 1024 65295
L 6T 0 173 4959 0 5132
gt 3307 10818 46278 1024 70427
2Kk -2.22% -0.40% -4.23% -22.78% -3.38%
Eé%i FEHk -100.00% 20.14% -12.71% -100.00% -12.24%
gzt -2.36% -0.25% -5.22% -23.81% -4.08%
2013 2Kk 2751 9251 62134 378 74514
FEHk 0 0 16604 50 16654
4B 2751 9251 78738 428 91168
2015 2Kk 2974 10742 61801 208 75725
JE TR 6T 0 185 18576 0 18761
4E= 2974 10927 80377 208 94486
2Kk 8.11% 16.12% -0.54% -44.97% 1.63%
Eé%i FEHk N.A. N.A. 11.88% -100.00% 12.65%
yaxt 8.11% 18.12% 2.08% -51.40% 3.64%
2013 2Kk 1196 3748 11684 36 16664
FEHk 0 145 24812 0 24957
4E= 1196 3893 36496 36 41621
2015 2Kk 948 4201 11716 25 16890
g Tk 0 110 28389 0 28499
4E=t 948 4311 40105 25 45389
2Kk -20.74% 12.09% 0.27% -30.56% 1.36%
g%i FEHk N.A. -24.14% 14.42% N.A. 14.19%
gz -20.74% 10.74% 9.89% -30.56% 9.05%
2013 2Kk 382 1401 5271 9 7063
6 0 17 2845 9 2871
s 382 1418 8116 18 9934
2015 2Kk 273 1316 5994 0 7583
FRALERHS AT R 0 0 2377 0 2377
gzt 273 1316 8371 0 9960
2Kk -28.53% -6.07% 13.72% -100.00% 7.36%
Eézi;i FEHk N.A. -100.00% -16.45% -100.00% -17.21%
4= -28.53% -7.19% 3.14% -100.00% 0.26%
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2013 STk 798 1039 11309 287 13433
el 0 0 4757 0 4757
4 798 1039 16066 287 18190
R, 2015 STk 701 1635 10700 667 13703
ot / Fk 0 26 4752 4 4782
B R ST gzt 701 1661 15452 671 18485
2Tk -12.16% 57.36% -5.39% 132.40% 2.01%
L Fl: N.A. N.A. -0.11% N.A. 0.53%
[Epaes
4mx -12.16% 59.87% -3.82% 133.80% 1.62%
2013 2Tk 306 1006 1761 101 3174
el 0 644 1682 0 2326
gt 306 1650 3443 101 5500
2015 2T 357 1017 1853 103 3330
ihpIilzZ:N 3 0 715 1275 0 1990
gt 357 1732 3128 103 5320
2T 16.67% 1.09% 5.22% 1.98% 4.91%
Eé%tzt Sl N.A. 11.02% -24.20% N.A. -14.45%
gt 16.67% 4.97% -9.15% 1.98% -3.27%
2013 ST 8815 36169 135304 2137 182425
Sl 5 950 56381 77 57413
gz 8820 37119 191685 2214 239838
2015 2Tk 8560 38556 133383 2027 182526
FRAETFH e 0 1209 60328 4 61541
gt 8560 39765 193711 2031 244067
STk -2.89% 6.60% -1.42% -5.15% 0.06%
Eé%tzt ek -100.00% 27.26% 7.00% -94.81% 7.19%
4R -2.95% 7.13% 1.06% -8.27% 1.76%
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