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Vocational Training Council B % 3l 4k /5

Headquarters (Industry Partnership) &3 S & (1T ¥ &)

30F, Billion Plaza Il, 10 Cheung Yue Street, Cheung Sha Wan, Kowloon, Hong Kong Appendix 4
ERNERDPEBRMEI0ORERFE 28308

www.vitc.edu.hk

Telephone No B Facsimile No {81

Our Reference £ 55 (5) in HO-1-2 (2018) (H) - pt. | Your Reference & i ## 4%

VTC

6™ September 2018
Dear Sir/Madam,

The 2018 Manpower Survey of the
Catering Industry

The Hotel, Catering and Tourism Training Board (the Training Board) of the Vocational Training
Council (VTC), appointed by the Chief Executive of the Hong Kong Special Administrative Region (HKSAR),
is responsible for matters pertaining to manpower training in the industry. In order to collect the latest
manpower information for formulating recommendations on future manpower training, the Training Board will
conduct the captioned survey from October to November 2018. I am writing to enlist your help by providing
the relevant information to the survey and your co-operation would be much appreciated.

I enclose the following documents for your reference and completion:

(a) The Questionnaire;
(b) Explanatory Notes (Appendix A); and
(c) Job Descriptions for Principal Jobs (Appendix B).

The VTC has appointed MOV Data Collection Center Ltd. (MOV) to assist in conducting the above
survey. During the survey period, the enumerator of MOV will contact your establishment for the survey and
answer the questions you may have. If necessary, visit will be made to your establishment to assist in
completing and collecting the questionnaire. Alternatively, you may return the copy of the completed
questionnaire to MOV via fax (3900 1122) or email (vtc@mov.com.hk).

[ wish to assure you that the information provided will be handled in strict confidence and published
on aggregate basis without reference to individual establishments.

The Manpower Survey Report will be uploaded onto the VTC website after completion of the survey.
Should you have any queries, please do not hesitate to contact the following hotline during 9:30 a.m. to 6:00
p.m. from Monday to Friday :

<> For matters regarding completion and return of questionnaire(s), please contact Ms. Polly CHAN
of MOV at 3900 1176.

< In case you want to approach VTC directly, please contact Mr. Edward CHAN of VTC
Manpower Survey (Statistical Team) at 3907 6716.

Yours faithfully,

(David UDELL)
Chairman

Hotel, Catering and Tourism

Training Board
Encl.
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Vocational Training Council B £ 7Il% 5

Headquarters (Industry Partnership) @ SR (1T & 1)
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Serial No.

CONFIDENTIAL NS & NG
WHEN ENTERED WITH DATA " ®

VOCATIONAL TRAINING COUNCIL

Tc B &K E

THE 2018 MANPOWER SURVEY OF THE CATERING INDUSTRY
RERE2018FE A NHRE

The 2018 Manpower Survey of the Catering Industry (CA) aims at collecting manpower information of the industry
concerned for formulating recommendations on future manpower training. Please kindly provide the information of your
establishment as at 15 October 2018 by answering the questionnaire. Thank you.

ERESE2018F AT S RIESEN A TVE NI BBk - WHZIE BoARAR A TTIIISRHIR T E - 855 =i
FEMRIE2018E 10 H 1 H A A VIEIUHES LRSS - & fF -

Establishment Information

%%ﬁﬂ (For official use)
Industry Code

NATURE OF BUSINESS:

EBMHE

TOTAL NO. OF PERSONS ENGAGED:
(FEEE-DN

Details of Contact Person*

LN

NAME OF PERSON TO CONTACT: POSITION:

it 48 N4 £ Wk A1z

TEL. NO. : - FAX NO. :

E: XEE

E-MAIL :

& 5

* The information provided will be used for the purpose of this and subsequent manpower surveys. C
ITFELLE T T FEX R H RN TTHEZ -
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Part I — Manpower Information

F—Hm — AJER

Survey Reference Date : 1* October 2018
et HE : 2018 5E1051H

Please complete columns ‘B’ to ‘I’ of the questionnaire according to the list of principal jobs by referring to Appendix B for job

description of individual job.

AR P EERA - WS E B ARSEMB I LERIISEREERANE B =2

Principal Jobs F RS

T 1 -

Please refer to Appendix A for column explanations.

FHEZEMERAN SRS -

(A) (B) © (D) (E) (F) G) (H) ()
Principal Job No. of No. of No. of Forecast Average Monthly Preferred Education of No. of Average Hourly
E R Full Time | Full Time | Full Time | Number of |Remuneration Package of| Full Time Employees | Part Time | Wage Range of
Employees| Trainees/ | Vacancies | Full Time | Full Time Employees Employees Part Time
(See Appendix B) as at Survey |Apprentices” | as at Survey| Employees (Excl. trainees/ 2RMEE EAN as at Survey | Employees as at
(£RM$% B) Reference |as at Survey| Reference |as at October apprentices *) KSR Reference | Survey Reference
Date (Excl.| Reference Date 2019 (Excl. Date Date
trainees/ Date N trainees/ =BER 2 5FH Code Education Level
apprentices’) S %ﬁég@ apprentices”) AR wEE AR e B | st B SR
BRG] S| HARS F=n] LN [ Hs S A =
st HIE ik ZEERAR FEET(E2019 (R /BRI 1 Postgraduate Degree E,_j%ﬁnzﬁl R PRI
MR | 'mEL F1081 | Code e A Average
BE S | 2 A =X BT 2 First Degree Hourly
(BHE4E/ @5 % | 1 $10,000 or below 22 Code Wage Range
2 ([ BT 3 Subdegree W TR
2978 st pesh) | 2 $10,001-815,000 | (e.gHigher Diploma) B
3 $15,001 -$20,000 |  EIEHIL 1 $34.5-$40
4 $20,001 - $25,000 (f?ﬂﬁﬂ%‘?&i%ﬁ) 2 $41'_ $60
Please enter a zero ‘0’ in the box if no employee 5 $25,001 -$30,000 |4 Dl?éomi/fifmﬁcate 3 $§1 or above
Joi /trainees/apprentices/vacancy. 2 g;g’gg: ) ;;431(5)’8(())8 5 écuoéeﬁjyj to 7 P
ol NS =g =n Bast Srukh , sEgrs B - A
Codd iqgé{ﬁﬁ/é B BRAE 22 SEAEITREN 1] 8 $40.001 or above Pz o
TRk A7 ED 6 Secondary 3 or below
4Ry PN
Job Title A (3 employees,
e.o:| 1 Apprentice and 2 vacancies) 3 2 1 5 6 2 2 2
BT PR GR{ER, 142 FE R 2{HZEE)
Managerial and Professional Level 83 & B3 A B4k
Group Director ; Deputy Director ;
Managing Director ; General Manager
SEEEE  BIES: ERLRaE;
101 Cr
Director of Human Resources ;
Human Resources Manager ;
Personnel Manager ; Training Manager
ANSTETRER RS s AJTETREREEEE
102 | ASFEREETE ; 155l ERACER
Accountant ; Chief Accountant/
Controller ; Financial Controller /
Financial Director
G ; et AT 48R
103 | 15408
Purchasing Manager
104 | PRI ERASHE
Business Manager ; Sales Manager
105 | ERBAH ; BE L]
Restaurant Manager ;
Banquet Manager
106 | EHELCTE ; o gy 4K
Administration Manager
107 [{TEEEE
Executive Chinese Chef/
Executive Chinese Sous Chef
108 | TR B3 o S T BT
Marketing Manager ; Director of
Marketing and Communications ;
Digital Media Manager ; Corporate
Communications Manager
TS0 IR
R eyt SR
137 | B EERS A, 5 (SR
# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.

TEEE ) TEE ) IREEREYISER - REFREERZAERAIRNEEL  AREEE AL ZIIERE -
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Job
Code]
Lo g
K

Please refer to Appendix A for column explanations.

FHEENERAN S -

(A)
Principal Job
TR

(See Appendix B)
(2REH§#% B)

B) ©) D)
No. of No. of No. of
Full Time | Full Time | Full Time
Employees| Trainees/ | Vacancies
as at Survey [Apprentices” | as at Survey
Reference | as at Survey| Reference
Date (Excl. | Reference Date
trainees/ Date
apprentices®) E4EtH
TESRET H T | A2 hek
TESETHE|  r2mk 2 iE
HoEm | mEs
BE AR | B2 AH
(HHE/
24E
F5h)

(E)
Forecast
Number of
Full Time
Employees
as at October]
2019 (Excl.
trainees/
apprentices®)

THEHE
20194104
Y

'
=P\
(FEHE
B BRI

(F)
Average Monthly
Remuneration Package of]
Full Time Employees
(Excl. trainees/
apprentices *)

2RES 5 H

~PIEpER A
CEBE A BRI

Code

Stir

4R
1 $10,000 or below

EdVaN

$10,001 - $15,000

$15,001 - $20,000

$20,001 - $25,000

Please enter a zero ‘0’ in the box if no employee

/trainees/apprentices/vacancy.

WEHREE HEE B = FETRBN

HEA O -

$25,001 - $30,000
$30,001 - $35,000
$35,001 - $40,000
$40,001 or above
B N

[cBEN Be NV N S L

((©)
Preferred Education of
Full Time Employees

EREREAN
BEEE

Code Education Level

wIk  BEEE

Postgraduate Degree
WFEA 22
First Degree
BBy
Sub-degree
(e.g.Higher Diploma)
RIIE2ir

(BT CCR)
Diploma/Certificate
X EE
Secondary 4 to 7
FUES
Secondary 3 or below|

=Bl

(=2}

(H)

No. of
Part Time
Employees
as at Survey

Reference
Date

fE4tEt H
SRR
BE A %

@
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference

Date

TESRET H B R
BB i

Average
Hourly
Code Wage Range
Y LIREE
&
$34.5 - $40
$41 - $60
$61 or above

EdN

Supervisory Level EZEE4

20

—_

Human Resources Officer ;
Personnel Officer ; Training Officer
NITEIFE AT s NFHBEE
S EE

202

Public Relations Supervisor ;
Sales Supervisor
ALBAGETE S EE

203

Accounts Supervisor
(payable/receivable)
it EE ENIR TEYIR)

204

Store Supervisor
BBEE

205

Maintenance Supervisor ;
Technical Supervisor

PREEEE ; FfiEE

206

Restaurant Head Supervisor ;
Assistant Manager ; Head Supervisor
EEE MR  BIECE
FEETERSHDE R

208

Bar Supervisor

L

209

Captain ; Supervisor

&

210

Chief Butcher
Bl

211

Seafood Butcher
K/ fE

212

Second Butcher
Zhb

213

Chief Cook (Wok)
TESE

214

Chief Dim Sum Cook
BT

215

No. 2 Cook (e.g. butchery, barbecue,
wok, stove, dim sum, vegetable, cold
food)

B (REAR ~ BEIE ~ JEEH - Bl - B

S A8

216

Senior Cook ; Aboyeur (Production
Control Cook) ; General Cook
b FTH ; A BTAT

217

Barbecue Cook

BEXEBTAT

218

Specialty Chef
T AR ST RI

219

&
Pantry Supervisor

R

234

Public Relations Officer/
Digital Media Officer
ARG EE B A

244

Sommelier

D Ef

#

THEE, TR, BIEERZIISIMESR - R ESEEEE ST AR EE AL - AIRERE S LIS EIE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Please refer to Appendix A for column explanations. 552 %[ $# AN ZHAVEREH

Job
Codgd]
Lo diui
Ehii

A)
Principal Job
TR

(See Appendix B)
(2R§#% B)

(B) ©) D)
No. of No. of No. of
Full Time | Full Time | Full Time
Employees| Trainees/ Vacancies
as at Survey |[Apprentices” | as at Survey
Reference | as at Survey| Reference
Date (Excl. | Reference Date
trainees/ Date
apprentices”) fE4rstH
TESET H | ey 20
T HE 2l | =puE
W | EEeES
BE NS | 248 A8
(EHE/
BE
BR51)

(E)
Forecast
Number of
Full Time
Employees
as at October
2019 (Excl.
trainees/
apprentices®)

THEHE
20194210 7
1y
285
=N

('EE
B4 BRI

Please enter a zero ‘0’ in the box if no employee

/trainees/apprentices/vacancy.

WRHAERE EEE B/ = SBAETTN

HA 0 -

(F)

Average Monthly
Remuneration Package of]
Full Time Employees
(Excl. trainees/
apprentices *)

2RES 2 5H

AR
(BEA B BN

Code

Uk
1 $10,000 or below

EdVN

2 $10,001 - $15,000
3 $15,001 - $20,000
4 $20,001 - $25,000
5 $25,001 - $30,000
6 $30,001 - $35,000
7 $35,001 - $40,000
8  $40,001 or above

EdN

(&)
Preferred Education of
Full Time Employees

EREEEAN
BEEE

Code Education Level
IR BEEE

Postgraduate Degree
WA
2 First Degree
5 fy
3 Sub-degree
(e.g.Higher Diploma)
BIIER AL
CEIEH Sy
Diploma/Certificate
OB
5 Secondary 4 to 7
S RE S
Secondary 3 or below|

P =g T

(H)

No. of
Part Time
Employees
as at Survey

Reference
Date

fE&tEt H
(R
BE A%

@
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference

Date

TESEE T H SRR R
B PR i

Average
Hourly
Wage Range
SR
R

1 $34.5-%40
$41 - $60

3 $61 or above
E

Code
4RsiE

Craft / Operative Level T

I BRET R

Dim Sum Fryer ; Steamer ; Dim Sum
Cook (e.g. dough handler, content
mixer)

FIOET ; 2AEE T ; B CBTRN (40 @ 40
T~ PeE)

302

Pantry Cook ; Vegetable Cook
B BRSeETEm

303

Vegetable Cook Helper
EiEBIRNE) T

304

Specialty Cook
T2 ETAT

No. 3 Cook (e.g. butchery, barbecue,
stove, dim sum, vegetable, cold food)
=B (R ~ B8k ~ JEEE ~ B

B~ A

Junior Cook/ No. 4 Cook and below
(e.g. butchery, barbecue, stove,
vegetable, dim sum, congee, noodle,
cold food)
SR, BT DA

(A = AR ~ BN ~ MR ~ BR3E -
B~ BEAE - AR oM

2D

307

Engineering Craftsman

TR T

352

Uniform and Linen Attendant ;
Cloakroom Attendant

HIR B AT EFHEAE ; RIS e

353

Kitchen Helper ; Cleaner ; Dishwasher
; Steward ; Pantry Server/Helper ;
Washroom Attendant

[ BT VR ; SRR L 5
EE YA ATEEEE

354

Bartender ; Soda Fountain Captain ;
Bar Helper
05 5 KIEE & 5 KIEARTES &

355

Receptionist ; Hostess

PR RI%

356

Waiter/ Waitress ; Dim Sum Sales

e s R A

357

Cashier

T N S

358

Security Officer ; Guard House ;
Uniform Guard ;Valet Parking
Attendant

R B A REEHEE

359

Delivery Staff/ Take-Away Service
Staff

EINEE HERBE T

Food Station Handler

360

R/ NE PRI A T

#

THELE, TR BIEEREZIISIER - R AR S TEP ARSI EAE - MIRBEE S ZRSIEIE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Please refer to Appendix A for column explanations.

FHEZ B ERAN SRS -

Job
Codgd]
Hf]
4R

A)
Principal Job
ESERE

(See Appendix B)
(2BKf$% B)

(B) © D)
No. of No. of No. of
Full Time | Full Time | Full Time
Employees| Trainees/ | Vacancies
as at Survey |Apprentices” | as at Survey
Reference | as at Survey| Reference

Date (Excl. | Reference Date
trainees/ Date
apprentices”) st H
et U | e
T H 2B | zemuE
oM | mEs
BENS | 24 A
(FgEE
B
FRsb)

(E)
Forecast
Number of
Full Time
Employees
as at October]|
2019 (Excl.
trainees/
apprentices®)

THEHE
20194£10 7
1y
E
BE

(EBE/
B BRI

Please enter a zero ‘0’ in the box if no employee

/trainees/apprentices/vacancy.
WLFRE EEL R
HEA O

AL TN

(F)

Average Monthly
Remuneration Package of]|
Full Time Employees
(Excl. trainees/
apprentices *)

2BER 2 &FH
ST
(EEL BAE BRI

Code
Umok

1 $10,000 or below
EdVaN
$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
EdN

0NN AW

G)
Preferred Education of
Full Time Employees

MR
HERE

Code Education Level

mat  BEREE

Postgraduate Degree
WFEAEER L
First Degree
By
3 Sub-degree
(e.g.Higher Diploma)
BIIER AL
(Pln=EReCs)
Diploma/Certificate
R
Secondary 4 to 7
pUES
Secondary 3 or below

P =si AT

(=2}

(H)

No. of
Part Time
Employees
as at Survey

Reference
Date

fE&tET H
FRRIR
BE A%

@
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference

Date

TE4s | H SRR
B THRRETIE L

Average
Hourly
Wage Range
SRR
EE

1 $34.5-8%40
$41 - $60

3 $61 or above
AL

Code
o

Administrative and Others X B FEHME T

Accounting Clerk ; General Cashier ;
Food and Beverage Cashier

401 | FEHECE s A BREER AR
Human Resources Clerk ; Personnel
Clerk ; General Office Clerk
NITERE G ; NFEHSCA

402 | A
Paymaster

403 | AN EAE
Store and Receiving Clerk ; Purchasing
Clerk ; Quality Control Clerk
BREMES R RS E s wE

404 | FEHIXE
Secretary

405 | Rk
Office Assistant

406 | IR A ZEBNEL &

Other Related Catering Industry Staff EAAHBHEA NS T

For Official Use
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Part 11
ETE

Internal Promotion

RERE

1. Number of employees of internal promotion in the past 12 months:

BETT(EHAN > NEEFHIEE AR

(a) From Supervisory Level to Managerial / Professional Level

H BB BT Rl HIEE N Bk

(b)  From Craft/Operative Level to Supervisory Level
R T R E TR ETT BB E AR

New Recruitment

HEEES

2. Number of new recruits of your establishment in the past 12 months.

WmETT(EAN - EHREETERSA R S A -

Managerial/ Supervisory Craft/ Administrative
Professional Level Level Operative Level and Others
S & YN =L HEHER L /#8EI8 | XERHMET
(a) Total
HNE
(b) Number of new recruits without
catering industry experience (Excl. fresh
graduates of Catering Programmes)
Hrg s e e R BRI BB
(B Bk B SR iR S SR A PR ID)
(¢) Number of new recruits who are Fresh
Graduates of Catering Programmes
g EE e E R E
ENH
Employees Leaving the Establishment
& SRR
3. Number of employees left in the past 12 months:
A EH PR B
(a) Managerial/Professional Level (b) Supervisory Level
St YN =L HEHER
(c) Craft/Operative Level (d) Administrative and Others
E MV (SR XERHMET
4.  Expected number of employees who will be retiring in coming 12 months:
FHEHAEARR A H AR R R & AL
(a) Managerial/Professional Level (b) Supervisory Level
(S & YN Ut BEEHAR
(c) Craft/Operative Level (d) Administrative and Others
R/ ET XERHMET
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Major Difficulties Encountered in Recruitment

F AR R

5. Please indicate the difficulties encountered in recruitment of employees of your establishment in past 12 months.

et B ST (R H S SRS RN EE -

Managerial/ Craft/ Administrative
Reasons Professional Supervisory Operative and Others
EH g BEE  ET BT AR
HEAER AT

(a) No recruitment was taken place
A A O O O [
(b) Recruitment was taken place and the difficulties
encountered were:
(You may tick “v" one or more options.)
HiERS - FraEIRRER © (ABY"ESR—TH - )
(i) Lack of candidates with relevant experience
k= BAHRRAE SRR
(i) Unsatisfactory terms of employment
S PR R AR
(iii) Unsatisfactory working environment
TAREREE A AR
(iv) Limited career prospects
BIHEEAIR
(v) Insufficient trained/qualified manpower in the related
disciplines
k= EAHBRGNSR, &R N TTE TR
(vi) Competition for manpower from the
Mainland/Macao/other cities
JRE P RET AR 2 AT
(vii) Others (please specify)
HAth (FHERH)
(viii) Did not encounter difficulties

H B LR

O oo o oOgod
O oo O Oogod
O oo O Oogod
O o o0 O oO40god

Preferred Working Experience in Catering Industry of Employees

BB ERRKRE TIREER

6. Please indicate the preferred years of experience in Catering Industry before occupying the post (Please tick "v'™").

AfE R SIEERRATE A BB SEA LIFEE (F""E) -

Managerial/ Craft/ Administrative
Professional Supervisory Operative and Others
K HENE BEHE ES IV (SN B R HEAET
(a) No experience
i O O O O
(b) Less than 1 year
VLT N H H H
(c) 1 year - less than 3 years
LEREIFELIT [ [ [ [
(d) 3 years - less than 5 years
34755 S LT U - H H
(e) S years - less than 10 years
S5 10 FLL T N M M M
(f) 10 years or above
10 452 | O O O O

For Official Use
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Training of Employees
& BHIg)lIaR

7. Please indicate the average man-day of training per employee which your establishment had offered in the past 12 months
(Please tick "v'").

et AT ZEAN - SEEEAE SRR HE GBI E) -

Managerial/ Craft/ Administrative
Professional Supervisory Operative and Others
g HEANE BEHE R #RE L XE R HEAMET
a) Nil
@ O O O O
(b) Less than 5 days
SHEK
(c) 5 days - less than 10 days
SHZE10HT

(d) 10 days - less than 15 days
10 H=E 15 HPLR

(e) 15 days or above
15 Hell F

I O N A
[ I R N
I I N A
[ I R N A

For Official Use

8. Please indicate the most suitable time of training for employees (Please tick "v'™).
aatE e (e AV IsRnsr (9" EE) -

Managerial/ Craft/ Administrative
Professional Supervisory Operative and Others
K EEANE BHE KL #EL XERHEAMET
a) Day Time
@ o O O O O
(b) Evening
B o = o =
(c) Day Time between shifts
SR a = H =

For Official Use
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Please indicate the type of training provided to the employees in the past 12 months (by type of course) (You may wish to tick “v”” more

than 1 course for each job level).

HEE ERENEREBRE T (EAN G2 TSR (EEEE#E ) (BRG] VESERE) -

Training
g3

Managerial/
Professional

KH HEAE

Supervisory
BaE

Craft/

Operative
BT #ET

Administrative
and Others

XEREMET

A. Managerial Skills EH{I5

(i) Business and Financial Strategic Planning,
Implementation and Evaluation

SRS RS RIS AR ~ 1T R igad

[

[

(i) Human Resources Management

ANTEFER

(iii) Sales and Marketing Strategic Planning,
Implementation and Evaluation

A R TS TR AR ~ HETT RedaS

(iv) Supervisory Techniques, Leadership Skills
BEEH - HERTT

(v) Risk Management
JeE e B B

(vi) Others (please specify)
Hofth, (il )

Oy o) gjpg

Oy o) gjpg

B. Trade Skills 773575

(i)  Suggestive Selling
TR

(i) Cost Control
AR

(iii) Culinary
=il

(iv) Restaurant Service

BRI

(v) Beverages (Alcoholic and Non-alcoholic)

BIBHCE R S IR RS)

(vi) Banquet / Catering Event Management

Y ERHAER

(vii) Food Hygiene and Safety
BmfEE LR

(viii) Information Technology

L Giillesd

(ix) Others (please specify)
FAth (E5f)

C. Generic Skills 38 TS

(i) Customer Service

B IR

(i) Communication

Wi

(iii) Problem Solving
LS

(iv) Others (please specify)
HoAt, (E5HEAL)

D. Language :E5

(i) Putonghua
e

(ii) English

BigE

(iii) Others (please specify)
Hofth, (FEsiEH)

OO (oo (gooodogoood

OO (oo (gooodogoood

OO (oo (gooodogoood

OO (oo (gooodogoood

For Official Use
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Please state the priority in respect of different areas of of training for employees to engage in the coming 12 months.

i LR RERAR A E H i 2 e E R MBS KT -

Priority Content of Training
Areas of trainin By BENES
AI€as 01 training
(1,2,3,4),

avas[[feees
Sl 1 as the first priority

| )

(i) Managerial Skills
EHETY

(ii) Trade Skills
TEERGE

(iii) Generic Skills
AT

(iv) Language

SH==

A=

Is your establishment intending to employ an outside training provider for your staff in the areas of managerial, trade, generic or language
skill in the coming 12 months?
B G OEARNR T (E H AREE MER I R iR B 5 | AARIEEE  173¢ @A EGEES ROvREI 2

L Yes & 0 No Ry

End of Questionnaire. Thank You for Your Co-operation.

ME5E - ZWEE -
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Appendix A
FrsE A

The 2018 Manpower Survey of the Catering Industry
BREZE 2018 A2 A T

Explanatory Notes

it

Part |
F—E
1. Principal Jobs — Column ‘A’

T A AT

(@)  Please go through column ‘A’ and mark those principal jobs applicable to your establishment. For detailed
job descriptions for principal jobs, please refer to Appendix B.

AR A o EACEMR SRS R - BRIV TSR - S5 [iE% B -

(b)  Please note that 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.

AAERNE R T RE AR ERERTRAE - FIRREEN EERESH - HRTREREN
FBHIREAHAT - TR RHERS - SRR &R -

(©) In the event where an employee’s duties in your establishment are split between two or more job titles, please
use the job title that best describes his/her principal responsibility.

W B BT BT - 55 B SAs S T SR A -

(d) Please add in column ‘A’ titles of any principal jobs not mentioned in job descriptions (Appendix B); briefly
describe them in respect of the appropriate job categories.

W B SS AR EERBORES TR (Mgt B) » S—0HEA ‘A" 8N - W REIERTE
BT R R SR
2. Number of Full Time Employees as at Survey Reference Date (Excl. Trainees/Apprentices) — Column ‘B’

g IR 2kie 8 A N8 (BELE 2HERIN) ‘B

For each principal job, please fill in the total number of full time employees (excluding trainees/apprentices) as at

survey reference date.

“Full Time 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. These definitions also apply to ‘employee(s)’ appearing in other parts of the questionnaire.

SHIHE BRI H e OV R E £ RS e e B4R (EE A BAERRIN) -

"eRES ) B ERBRREIE (BEARPIUE - FEA DR VNS B AR - B ERE

TEEAN 2B TR EREBA - FHERAERG T EE ) &5 E2I8E -

3. Number of Full Time Trainees/Apprentices as at Survey Reference Date — Column ‘C’

TEgeat H IR = E 4k B A ‘C 1

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

S E B IEAE ISRy e B E - B IE AR SEPRGIMIVE S L - DURIBEESZINE
1 -
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4.  Number of Full Time Vacancies as at Survey Reference Date — Column ‘D’

FEGEET HIHAY 2 s Bha ‘D' 1

Please fill in the total number of existing full time vacancies (excluding trainees/apprentices) as at survey reference
date. ‘Existing Vacancies’ refer to those unfilled, immediately available job openings for which the establishment is
actively trying to recruit personnel as at survey reference date.

HE RS HI G — B 2Bz thal (EE e BERIN) o TBUAZERER ) FEEET B
W2 R ZBE AR R I EREASE RS A\ SR -

5.  Forecast Number of Full Time Employees as at October 2019 (Excl. trainees/Apprentices) — Column ‘E’

FEEHE 2019 67 10 F U2 TR B AR (B84 BRI E M

The forecast of number employed means the number of full time employees you will be employing as at October
2019. The number given could be more / less than that in column ‘B’ if an expansion / a contraction is expected.

e B AEGE HEIEREAE 2019 £F 10 Aryeikie 8 AR - AEETSEB R T sedEaR, U - LERTERY
B EZH VY B

6. Average Monthly Remuneration Package of Full Time Employees (Excl. trainees/Apprentices) — Column ‘F’

=E 8 ZFH P (84 2RI F

Please enter the code of average monthly remuneration package during the past 12 months for each principal job of
full time employee(s). This should include basic salary, overtime pay, cost of living allowance, meal allowance,
housing allowance, travel allowance, commission and bonus. If you have more than one employee doing the same
job, please enter the average range.

AEF REASEEERSN EBERBE 12 #HSHA FEHMRETE - SRS - @i LIER
b~ ARTEGRAL - RERURAL - BRERAL - FRITERAL - e AL - 1 BAFEEZN—HEEIEERE
s - AIEEECPEUA -

7. Preferred Education of Full Time Employees — Column ‘G’

ES 1A SNk e =T i a ‘G

Please enter the code of preferred education level which an employer prefers his full time employees to have.

FE GOMPEA REHEEEIEBRSEERERERNEEEE -

Definition of Preferred Level of Education:
HEREEENES

€ “Postgraduate Degree” refers to higher degrees (e.g. master degrees) offered by local or non-local education
institutions, or equivalent.
TERTEAER AL ) BRI ARG E A B SRR Y S R (AR ) - EEREEE -
&  “First Degree” refers to first degrees offered by local or non-local education institutions, or equivalent.
TR BAEAMEGEA B SR LR LR - EFAEREE -
€ “Sub-degree” refers to Associate Degrees, Higher Diplomas, Professional Diplomas, Higher Certificates,
Endorsement Certificates, Associateship or equivalent programmes offered by local or non-local education
institutions.
TRIEM, RIEAMEGEAM B SRR ARV L - SHCCR - BEESCR - SRS - MR
= B LR ERE -
€ “Diploma/Certificate” refers to technical and vocational education programmes including
Diploma/Certificate courses, Diploma of Foundation Studies, Diploma of Vocational Education and
programmes at the craft level, or equivalent.
TIUBREE ) iR KIBSERE IR Z SR B E - BRI SCE - BESUB R TR EAYER
2 KEFEHAEEE -
€ “Secondary 4 to 7” refers to Secondary 4-7, covering the education programmes in relation to the Hong Kong
Certificate of Education Examination (HKCEE), the Hong Kong Diploma of Secondary Education
(HKDSE) Examination, Diploma Yi Jin, or equivalent.
"z B UE ST (BEEFETEEE  FEPECRER - B URSAEMAE
i) REFHERE -
€ “Secondary 3 or below” refers to Secondary 3 or below, or equivalent.

TR =BT ) BT =S  EEAEREE
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8. Number of Part-time Employees as at Survey Reference Date — Column ‘H’

FE4REET H HIE SR e B A2 H

For each principal job, please fill the total number of part time employees as at survey reference date.

SHIEE B SET HEE RS R R R -

9. Average Hourly Wage Range of Part Time Employees as at Survey Reference Date — Column ‘I’

FEGTET I (R = 2 PP iR LR

Please enter the code of average hourly wage for each principal job of part-time employees as at survey reference
date.

S TEL AT FERIS T B TAE4RET H HA 9 H Ef iV 4Rk -
Part 11
EEH

10. Question 1 — Internal Promotion

fifRE 1 NEETT

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 Level to Managerial/Professional Level”, and from
“Craft/Operative Level to Supervisory Level” in the past 12 months.

AIEHE SRR E TR R BN LR B s B TR A S MG T R L © 550 P @ e I 5T
BETMEA BEREANEEEERE N E2EHE HEASS KB R ELEETEEEAER
iSPN: £

11. Question 2 — New Recruitment

i 2 HiSE R

(@  Please fill in the number of new recruits in the past 12 months.

AEAEBRETZEA SRR EEEE AR -

(b)  Please fill in the number of new recruits without catering industry experience. “New Recruits without
Catering Industry Experience” refer to new employees joining your establishment without previous catering
industry experience (Excl. fresh graduates of Catering Programmes).

SHIEA ETEREAITER AR BRI R B S - T e AR BRI R B L TR
R fEa R R R R S (JEEERERTIRME R AR -

(c)  Please fill in the number of new recruits who are fresh graduates of catering and hospitality programmes
(except Managerial/Professional Level). “New Recruits who are Fresh Graduates of Catering and Hospitality
Programmes” refer to the employees joining your establishment who are fresh graduates of catering and
hospitality programmes.

AHEHAEBETTER  EEREEIS I E RS oM 5 R FRME S A 0 (e B N B (&8 H2E A
BFRIN) - BridMSAyEEE & Sk flE R R R R fEIA  EE L e ek &S ORI S
AR -

12. Question 3, 4 — Employees Leaving the Establishment

i 3, 4 1 L e e

Question 3 Please fill in the number of different levels of employees left employment in the past 12 months.

il 3 sE @A+ EANE EPREEERR SR B A -

Question 4 Please fill in the expected number of different levels of employees who will be retiring in
coming 12 months.

i 4 sAH ETHE AR EARNE  SRERRTIS R EE A -
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13. Question 5 — Major Difficulties Encountered in Recruitment

IR 5 T E AR &

Please indicate the difficulties encountered in recruitment of employees of your establishment in the past 12 months.

AR HEEMEERE T AR (E SRR R RN EE -

14. Question 6 —Preferred Working Experience in Catering Industry of Employees

i 6 B A EAHIE R TIF4LEs

Please indicate the preferred years of experience in Catering Industry before occupying the post.

AfE e SR AR BT E AT BB RN LIFFE -

15. Question 7-11 — Training of Employees

fi 7 - 11 1 B )k
Question 7 Please enter the average number of man-day of training per employee which your organisation had
offered in the past 12 months.
i 7 At HEREREEA T T H N E A SRR AR B -
Total No. of Man-Days Spent
Average number Rl d=E
S HE Total number of the Employees concerned in that category
HRA A48 R B AN
Question 8 Please indicate the most suitable time of training for employees.
il 8 A tE R o T (e BRI SREF R -
Question 9 Please indicate the type of training provided to the employees in the past 12 months. (By type of
course)
fiE 9 IR BRI SEBE T A N Y R RIS (R E ) -
Question 10 Please state the priority in respect of different areas of training for employees to engage in the
coming 12 months.
il 10 i BEERERLE B AR T E H B Rl 2 s ERR AHE R -
Question 11 Please indicate if your establishment would be intending to employ an outside training provider
for your staff in the relevant areas in the coming 12 months.
fijf 11 AR BRGSO T H AR MNE RS R Ry e B 5 | AR RARS -
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Appendix B
BT #% B
(CA-C)

2018 Manpower Survey of the Catering Industry

EXEFE2018FE AT &

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

o P 1 oS i

(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.)

(ER sy It T pE B S AR T SR = A A > (B TAFME AT - SRR - dAEsR RSt

Code

Job Title
Ladi

Job Description
TfEzREH

Managerial and professional level

LHRHEEARL

101 Group Director ; Deputy Director ; ®  Assumes the total responsibility of managing an establishment,
Managing Director ; General Manager usually with other managers and executives as direct subordinates;
EEEE S, SR ) Im_plements the company's policies with a view to achieving their
laeiil objectives.

® FHBETH CHE HHMKHKITHAS) MET » 2H¥EaHE
i AikE g
® HETAFEIMECR - DUEFIEAE -
102 Director of Human Resources ; ®  Formulates and supervises the implementation of personnel policies,
Human Resources Manager ; procedures and regulations;
Personnel Manager ; Training Manager | ®  Maintains amicable staff relations;
IS RS | | S A ) gga)ﬁgﬁlr%gne;hd carry out training programme for employees of an
AHHIE Sl ®  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.
® ST REEHET NBEOR ~ 2 RFRAL
® R EAFIYE TR
® UFE NiE B st IAETIISRETH
® BB BRE TR RV St E]
o BRSNS
o RiIISk R EHEREGSEEEERME
® [ERHIFISKETEIRERIEET A S
& NIk EfRHtEE
®  SPEFISUEEIHIYEAL -
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Code

Job Title
e

Job Description
TfEzREH

Managerial and professional level (Continued)

CHRHEEARS (8

103

Accountant ; Chief Accountant/
Controller ; Financial Controller /
Financial Director

STAN ; EEETEE /48R
ARy

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 Department, credit accounts,
accounting, cashier, income audit, costings;

Arranges Letters of Credit (Ics) for the company's purchases and
liaises with suppliers.

EEHE N ~ NEMBBRRIET « G - SdT
[XONSEPNE we Ird Gz

B EE - B AR

BEEHEEN - E8IRE - —KgstFHs - U AKEE
B~ AR

RN EIHIPRE S B ZHHE AR - B ERE I -

general

104

Purchasing Manager
PRI AR

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.

TRIB KA SRS - 4HA% RAZd 8 sl B & iy R A7
=

HIET R HET T A EIBUR

105

Business Manager ; Sales Manager

SERACH | B AL

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

BRSSP AR AR
WU B i R R e R B (A FE R T

106 *

Restaurant Manager ; Banquet Manager
BEES g

Manages and co-ordinates the activities of the restaurant;
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.

B R SR TAE - MEOR B TR R Aa Jitth K Ik
%

[E=ESC =y Es= v

PERIRCA DLMERFE T EHEPEATE

PRI R

LTTEF| N SR RRAR R

R TEZ LIS TS -

107

Administration Manager
TTEEE

Ensures smooth and efficient running of the internal systems and
procedures;

Ensures prompt and efficient centralised office and supporting
services for all departments.

HEE DR AT 800 S AR P IR A A S8t A A
ORad Ry 25 B PP (AR A SRR e o LS i A RS e BB i

e

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.

BFaE © SRR o] ERHE R P I S R A A B A T
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Code

Job Title
e

Job Description
TfEzREH

Managerial and professional level (Continued)

CHRHEEARS (8

108 * | Executive Chinese Chef/ ®  Supervises the kitchens operation, controls food cost, quality and
Executive Chinese Sous Chef portion control of food;
o BT AART ) Ove_rsees pt_Jrchase of drie_:d goods a_nd fresh_ products; o
B S TR Be mnovthe gnd _creatlve on daily special menus and maintain
good relationship with customers.
o EERFIFIVENE - RYYEEEH]  EHI VIR FEREAE
®  ELIAE NAFEITERIE AR |
®  AMTaest g HR RN R R AR RIFRA( -
137 Marketing Manager ; Director of ®  Plans, organises, directs and controls the marketing functions;
Marketing and Communications ; ®  Reviews market and sales analysis to determine local and overseas
Digital Media Manager ; Corporate market requirements;
Communications Manager ®  Co-ordinates public relations activities relating to sales promotion.
TG AR o URE - MHAK - SEEMEE TN SREEE)
P e S AR AR ® TG EE T - DI EAR SRS ESRR K
B A | SRR ® IREEBUEEMEARN AL AES) -
Supervisory level BESk
201 Human Resources Officer ; ®  Recruits, interviews and hires employees for the restaurants;
Personnel Officer ; Training Officer ®  Counsels, transfers and dismisses employees based on appraisal of
ANITEIREBEE ;s AEHEE SUPEIVISOTS. . .
e[ {1 ® 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.
&  REHEHEE - HEKEEREE
o iRiE(EE FARAVEHLEHE B TR - SRR
o ABEMEEEMIEERMEENER
o SRS
o HPZIIREETET E IS - ARSI A SRR I
®  {LREFIISAIR
®  LERFIRTHVEIISA R BT H 2 BT A o
202 Public Relations Supervisor/ ® Promotes sale of food and beverage items for
Sales Supervisor groups/parties/individuals;
ARG R ) Checks_ sales figures, stock and customer preferences;
e ®  Supervises sales persons.
o mEE EE MER A lesH EY Rk
& EEREUTF  FEAEEBESL
o EEEEMAS -

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.
Bfat © BEE AL o] [FIHE AR T B A S BB B — I, -
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Code

Job Title
e

Job Description
TfEzREH

Superviso

ry level (Continued) BEE4% (&)

203

Accounts Supervisor
gt EE

(e.g. payable/receivable

4 - FEASIR REULIR)

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.

i R B AR — V) S

4 BT H AT R A A BRI B ME RS 34 5 ke H 45 BRAYER S
PRAFREUIREC S -

PR G TR SRR

A L E IR R -

204

Store Supervisor

BREE

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

EHEFSE
B H g S E =Y Sl R AR SRR E R

205

Maintenance Supervisor ;
Technical Supervisor

PREMEE | FilosE

Inspects the establishment’s premises;

Checks on the electrical/mechanical plant and equipment;

Contacts with outside contractors regarding repair and maintenance
works or renovations.

RENFFTHERET
TR AR, EREE B RS
RLAEE B AAE TR BLONE R R4S -

206 *

Restaurant Head Supervisor ;
Assistant Manager ; Head Supervisor

A ~ TR B
ML RE

Supervises and co-ordinates the work of the restaurant’s staff;
Assumes the management responsibility of the establishment;
Ensures guest satisfaction and handles guest complaints.

Provides overall supervision of the restaurant/operation and service;
Advises management on guests’ preference, opinions and
complaints;

Schedules staff duties;

Gives continuous training to staff.

BB AR SR E R A
HREHERE

tfEpRE N ik s S i B A A T
VR ARV R

R AL~ BRI S R E RS
7yHic B TR

Fs B TIRAERFEISR -

208

Bar Supervisor

T

Ensures proper bar set up which is equipped with the necessary
beverages and supplies;

Supervises maintenance of bar and service equipment;

Maintains prescribed revenue; monitors staff performance;
Achieves hygiene standard.

e ORP A HEFE 78 12 S DUERERE YRR R

B NS R s s I PR

SEfra EHVEIEFE |

Figi B TV TIERE

TREFEME A -

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.

BFEE - BERR AL o] FIRHE TP I E f A S B E A — R -
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Code

Job Title
e

Job Description
TAEREH

Supervisory level (Continued) BEE4% (&)

209 *

Captain ; Supervisor

&

Assists Manager/Assistant Manager in supervising and assigning
waiters/waitresses to their work station;

Prepares and checks table set-up;

Upselling menu and beverage items;

Liaises with clients and cashiering;

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.

AR YL SE B E IR A B TAERML
AEM SR AR HITRE

FHRE R S BRI MEER

EARAE s KR B AR

HEBEE NI TR |

SR I RoE s UM AR R OO

FERAE BT PR (R R R FLIR S -

210 *

Chief Butcher
hilifi

Assists the Executive Chef in kitchen administration and purchasing;
Prepares portion standards of meat, poultry and seafood for various
usages and cookery.

TaBh b A TR BTN TIET 551 T BCT A FEL PRI
FEAFAR - BOANAR - S CBEOERE -

211

Seafood Butcher
Kig,/faE

Handles the preparation of fresh seafood and monitors fish tank for
direct seafood sales;

Makes recommendations on different cooking styles to customers.
BEEHIEEE B EEE

Ry NP S Al = A T TR

212 *

Second Butcher
hb

Handles the preparation of fresh seafood and meat;
Prepares vegetables, poultry and ingredients for soup base.

BRI A
R - SHROSEME -

213 *

Chief Cook (Wok)
gHE

Supervises the preparation of sauces, sharks’ fins soup and the
seasoning of food and in pan-fry duties;

Assists in designing dishes.

BEHERT SIS EH DL B SRR AR TAE
fpBhagEt s -

214 *

Chief Dim Sum Cook
BhEJET

Supervises the preparation of dim sum, pan-fried glutinous rice,
sweetened soup and Chinese petit fours;
Designs dishes.

EEREERLL ~ WRRORER ~ BE7K R NS

RS -

215*

No. 2 Cook
—JE

(e.g. butchery, barbecue, wok, stove,
dim sum, vegetable, cold food
Wl RGAR - BERE - ESH - RO~ 5R

5 CARL
B /7§:§.)

Supervises No. 3 cook;

Assists the No. 1 cook in carrying out specific duties of the kitchen;
Performs assignments in food preparation.

BE=E

AR SR TR o L e T

BEERENRIEE -

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.
Bfat © REEAL o] [RIRHE AR I B A S e 2 B — T, -
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Code
Ao

Job Title
e

Job Description
TfEzREH

Supervisory level (Continued) BEE4% (&)

216 *

Senior Cook ; Aboyeur (Production

Control Cook) ; General Cook
Bt FTHET R

Handles the preparation of sauces, sharks’ fins soup, fried crispy
chicken and trimming of pan-fried 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.

SO L 5 © KET R RSN BT
S5 S RAD LA
9 E SR RS
SYIRTAF T4 -

217 *

Barbecue Cook

IS BRI

Prepares assorted barbecue meat platter;
Assists butchers in the portioning of meat before serving;
Preserves and roasts barbecue dishes.

St 5 HBS ORI
ERAIAERSI S BRI S B
BB 8 4 RSP, -

218

Specialty Chef
R LS A il

Plans, designs, supervises and/or prepares exotic cuisines and
different national food specialities.

HRE -~ Bt~ BER HEFRIMREA RS ERE RSN T
TAE-

219

Pantry Captain/Supervisor

ESH AR

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.

SR R IR L RZE S R
LS
BRI BB U EL <

234

Public Relations Officer/
Digital Media Officer

NHEGEE B e T

Liaises with media;

Handles publicity and photographic assignments;

Prepares press releases in both English and Chinese;

Liaises with Sales Executives and covers other duties assigned by
the management.

EELETHEE

P HE B T A

& it P ST IR

BUER AR - WA FEHE I M TF -

244

Sommelier

an PR

Conducts upselling of beverage items;

Conducts marketing and promotion plans for beverages;
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.

FHE R S BRI NIORE
BRI B B Bl TR R TE]
EHERENSEETETE

B > BRI E R
R R FT R R

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.
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Code Job Title Job Description
Gmok Tt T EEREA
Craft/Operative level T $#fET4Rk

301 * | Dim Sum Fryer ; Steamer ; ®  Attends to the timing of frying dim sum and its presentation;
Dim Sum Cook (e.g. dough handler, ®  Attends to the timing of steaming dim sum;
content mixer) ®  Prepares the stuffings and dough of dim sum and noodle products.
AIOVEL  ABEL ®  EERLLIYRNERFE e B3R B
BEOBTED (40 - ZEE - PHEs) ® EEZBLLAIHE,
o CEMFELOHVESKE - M A R
302 * | Pantry Cook ; Vegetable Cook ®  Be responsible for the stewarding duties of the kitchen;
B SR ®  Supervises the preparation of vegetable dishes and administers
’ sauces serving;
®  Prepares vegetable carving and garnishes;
®  Supervises vegetable cook helpers in assembling the proper
portions.
® GBI FES LR
o EEGREUE I R BB R R
® BT R AR
o EHEYTFHEEESE -
303 * | Vegetable Cook Helper ®  Prepares vegetable carving and garnishes;
e ) ® Inassemble the proper portions for garnishes.
® (T R R
o iCEEMmERHEE -
304 Specialty Cook ®  Prepares/assists in preparing exotic cuisines and different national
i 0 S T food specialities.
& i BRI R S B B R TAE -
305* | No. 3 Cook ®  Works under the supervision of the senior and No. 2 cook in food
= preparation and specific duties of different sections of the kitchen;
* ®  Supervises No. 4 cook or below.
(e.g. butchery, barbecue, stove, dim ® It LR BIEE T ETEYIR SR BN B R E T
sum, vegetable, cold food 1E 5
40 R - B - EEE R0 gE | @ EPEPURTRBUTRA -
ERPE )
306 * | Junior Cook/No. 4 Cook or below ®  Assists the cooks in performing different varieties of duties of the
BB, PUBTSRLL T kitchen.
® BT TR B A SR LI -
(e.g. butchery, barbecue,
stove, vegetable, dim sum, congee,
noodle, cold food
W R~ BERE - MEEH - BRE ~ RE
L~ B RS ok
307 Engineering Craftsman ®  Checks, inspects, maintains and repairs all lighting/
TR T air-conditioning/electrical/mechanical installations and equipment
in the guest areas, public areas and back-of the house;
(incl. Mechanic, Carpenter, ®  Liaises with outside contractors.
air-conditioning, electrician, plumber | ®  F&& - 1%L B RIREAILHTT RIEFINFTEIRIH, 22 75E
U © MR T R T R 2 B~ EIR, IR S
®  BISMERIHEHE -

SiFe T BT WEET)

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.
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Code

Job Title
e

Job Description
TfEzREH

Craft/Operative level (Continued) #T. /¥fET4Kk (&)

352

Uniform and Linen Attendant ;
Cloakroom Attendant

ik R AT SR IEA: 5 AIEE R A

Controls supply and distribution of all house-use linen and staff
uniforms;

Maintains constant checking on uniform and linen supply;

Stores and controls replacement of household supplies;

Keeps up-to-date stock records;

Checks and repairs staff uniform/house linen and Provides service to
guests when required;

Repairs curtains and drapes.

BT B E K B THIRAY R

HEH I HR S AT ERE

oy BRI e

PRAFEOTEV A EE0#E

W& RS S H R ENAE - EA RN HEE IR
%

fEFRTS B S AT B

353

Kitchen Helper ; Cleaner ; Dishwasher ;
Steward ; Pantry Server/Helper ;
Washroom Attendant

5T PR R L SRR LB
= ERE ETRIERA

Maintains cleanliness of the kitchen, cooking utensils and storage of
all food accompaniments and condiments;

Sweeps the floor and wipes clean stainless steel counters in kitchen;
Disposes garbage and cleans stove and top of exhaust fans;
Delivers prepared dishes from the kitchen to the tables;

Knows the location of tables;

Maintains cleanliness of the washrooms and replenishes items.
(ST TY 7 Y58 v o e et 3= 9GS =N

ft A T B A BN S S A
TEPRELIR ~ B RE N S R RIE
e R Em e b
EACRIE =R L XA

OREF R TEE B R e i o

354

Bartender ; Soda Fountain Captain ;
Bar Helper

SIS KIEE & ; KBRS &

Serves and mixes alcoholic and non-alcoholic beverage;

Checks on supplies of wines and spirits;

Prepares daily supply requisition for restaurant manager’s approval;
Creates different cocktail for management consideration.

EEEEN RS e e S E D G

T AR HERE

U HYILRRE > DIRFE BRI

BIMEA FER A MR R B B - i e -

355

Receptionist ; Hostess
RS A%

Welcomes and greets guests to their seats;

Takes reservations;

Reports guest comments to restaurant manager;

Keeps guest history and maintains positive relationship with guests;
Serves guests in assigned station under supervision of a captain.

PERFILS [HRAE UL

SCBRE L |

R T R AR A
SCERBRZ B - B\ MERF RAFRAR
FEEITEE T - FEfEE AR -
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Code Job Title
At ek e

Job Description
TAEREH

Craft/Operative level (Continued) #T. #&fE

T& (&

356 Waiter / Waitress ; Dim Sum Sales
FFIELE  HEEE

Collects food from kitchen;

Cleans up tables, buffet tables and changes linen;

Responsible for dim sum sales, looks after dim sum cart and
recommends different types of dim sum to customers;

Prepares table setting and removes dishes;

Knows all menu items;

Knows the preparation of common menu items and chef’s daily
recommendation;

Punches in food order in Point of Sale (POS) system.

BT it &)

HERER - BRI
HERLOIHE ~ B LR R A R EIELL
REECE B S e mEs

PREANE—IHE

PEE AR RTE R st 0 RS
o H BB A BE -

357 Cashier
HHHNE

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

R SRS | BRE
(R R B IRIEECSE » LS S SRR I S -

358 Security Officer ; Guard House ;
Uniform Guard ;
Valet Parking Attendant

trRZ R EHR  FEEA

Carries out guard duty;

Regular patrol in premises;

Checks all entrances/exits/back staircases;

Ensures all items found in the premises are properly recorded and
kept;

Conducts enquiry on incidents occurred;

Provides protection to VIP guests on management’s instruction.

HERRZ I IAE

TERFRERTARE

EEZHTE AL AR

PR 2B BE N SR AP (15 LU RERC B B2 Ry IR (T
FRATER AR SRR HET TR A

R E IS TR R IRE R -

359 Delivery Staff / Take-Away Service
Staff

HEHINE R HNERBET

Handles food delivery to the designated locations as 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.

BT A NE B A e

BREINE IR EIERE

RSN E R (HFEEE - GINE BV RRIINE)
N ERFS 'R AHA -

360 Food Station Handler
HR/NEREE T

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.

HEREREERVNERE

SRR R R EECN FEREER VR
TERLRAZ IR |

PHEMEIRYIGEA -
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Code

Job Title
e

Job Description
TfEzREH

Administrative and others level

XERHAME TR

401

Accounting Clerk ; General Cashier ;
Food and Beverage Cashier

GETH A HWA ; ERREIH A

Performs a variety of routine calculating, posting, recording, filing
and typing duties in accounts department;

Records all food and beverage sales at the time of meal, and submits
receipts for Cashier’s general records;

Prepares cashier’s daily report;

Corrects all daily receipts;

Provides changes for all cashier.

BEEIHE T EHERE B - 508k - REEERATF
FTAE

SUERE SN R N B R B S B I R B T R
HIa 25 AL

A HES |

BHIEH RS

R AN B IR STk -

402

Human Resources Clerk ;

Personnel Clerk ; General Office Clerk
ANTEREHLE ; NBECE ;
B E

Assists in implementing personnel policies and functions;
Processes applications from prospective employees and arranges
interviews;

Keeps staff records;

Performs clerical duties of a general nature such as copying,
compiling, filing and recording information.

RBIHEN T NS BURANES)

Ve PR 5 e 2Pk

PR TRCEE

BRI LME > BFEDE - f% - GEEEREERER
o

403

Paymaster

HEEE

Keeps all records relating to payroll;
Prepares and submits payroll reports.

PREFFT A B A RAAYECE: |
B AR A AR -

404

Store and Receiving Clerk ;
Purchasing Clerk ;
Quality Control Clerk

BB RIEE ; BRIEHSCE
U= B =]

Checks all merchandise entering the establishment and their proper
documentation;

Follows up purchase orders and requisition requests;

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;
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.

PRAEREEET B R PRI KRR

TR EFATA E AR B R IEAC:
REEENFA —ETENEY)

oy SR A T B R VDR R SR R BRAE A o A
MR TRIE ~ XS h e
PRFEmMmE S - ER RS FER
BEZTTHAHERE - BIRRECHR T
A pE B AR SRR AE
MBS AR E AT IR -
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Code Job Title Job Description
R i TAEEREA
Administrative and others level (Continued) X ERxkEME T4k (&)
405 Secretary ®  Takes dictation and transcribes letters, reports and memos;
e ®  Answers telephone, screens calls and takes messages;
®  Prepares replies to routine enquiries;
®  Maintains daily calendar and appointment schedules.
® CURRNEEREM - WS R(EES
®  BEIEEREE - BHISRE KECER IR
o EE AN ;
® IEBHTHER RIGIER - WHEREIE -
406 Office Assistant ®  Performs secretarial duties;
i\ 2 B ®  Handles odd jobs and run errands for the General Office.
®  SN{TEEC KA RHHIILE RS |
® SNBSS
2018 81




Serial No.

CONFIDENTIAL NS & NG
WHEN ENTERED WITH DATA " ®

VOCATIONAL TRAINING COUNCIL

Tc B &K E

THE 2018 MANPOWER SURVEY OF THE CATERING INDUSTRY
RERE2018FE A NHRE

The 2018 Manpower Survey of the Catering Industry (CA) aims at collecting manpower information of the industry
concerned for formulating recommendations on future manpower training. Please kindly provide the information of your
establishment as at 15 October 2018 by answering the questionnaire. Thank you.

ERESE2018F AT S RIESEN A TVE NI BBk - WHZIE BoARAR A TTIIISRHIR T E - 855 =i
FEMRIE2018E 10 H 1 H A A VIEIUHES LRSS - & fF -

Establishment Information

%%ﬁﬂ (For official use)
Industry Code

NATURE OF BUSINESS:

EBMHE

TOTAL NO. OF PERSONS ENGAGED:
(FEEE-DN

Details of Contact Person*

LN

NAME OF PERSON TO CONTACT: POSITION:

it 48 N4 £ Wk A1z

TEL. NO. : - FAX NO. :

E: XEE

E-MAIL :

& 5

* The information provided will be used for the purpose of this and subsequent manpower surveys. O
ITFELLE T T FEX R H RN TTHEZ -
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Job)
Code
Tz
4w

e.!

BIF:

10

132

102

103

135

104

137

106

139

140

Survey Reference Date : 1

st HHEA : 2018 ££10H1H

st October 2018

Part I — Manpower Information

F—Hm — AJER

Please complete columns ‘B’ to ‘I’ of the questionnaire according to the list of principal jobs by referring to Appendix B for job

description of individual job.

SHTRIBYIFR ey T S
Principal Jobs I ZER%%

W SEHEHFBAERSERGI LERHAEE RS B &2

T 1 -

Please refer to Appendix A for column explanations.

FHSHMIBRAR SHAYERHA -

AR GRRE, 12 R {EZE

A) (B) ©) (D) (E) (F) G) (H) @O
Principal Job No. of No. of No. of Forecast Average Monthly Preferred Education of No. of Average Hourly
TR Full Time | Full Time | Full Time | Number of |Remuneration Package of| Full Time Employees | Part Time | Wage Range of
Employees| Trainees/ | Vacancies | Full Time | Full Time Employees Employees Part Time
(See Appendix B) as at Survey | Apprentices | as at Survey | Employees (Excl. tre_:inees/ 2BEE AN as at Survey | Employees as at
(Rlt8% B) Reference # Reference [as at October] apprentices *) BRI Reference | Survey Reference
Date (Excl. | as at Survey Date 2019 (Excl. Date Date
trainces/ | Reference N trainees/ 2RER 25 |Code Education Level N
apprentices” Date Hg%gﬁgmg apprentices") SR yEuE R EZ{‘E}%?%HE R4t H Ui3ERE
N | P . (B4 24 BRoh) 9 SRR
G FA SR B g | TEEHE2019 Postaraduate Degree | g 1t B2 AR
RS =y F10HHYE | Code e A Average
BB 8 fﬁ/ﬂﬂﬂi/ )i 4EuE 2 erst glegree Hourly
(B | BEAR (B A% | 1 $10,000 or below BRI Code Wage Range
B (EGE LT 3 Sub-degree W PnEE
21 st ppsh) | 2 $10,001 - 815,000 (e.g.Higher Diploma) B
3 $15,001 - $20,000 RIS )
S N 1 $34.5-3%40
4 $20,001 - $25,000 (PRI HCCR) 2 $41-$60
Please enter a zero ‘0’ in the box if no employee 5 $25,001 -$30,000 4 ?Zgéo;n;écifrtlﬁcate 3 $§l or above
/trainees/apprentices/vacancy. g 2;2’88} - 223 ’(())(())g 5 Se;:':neryEAlt 07 ErdYas
Nl g SEREA B 7z L, §¢ fE 5 - , na
fufoyfiﬁﬁg‘/ﬁ HAE R SR SRS Y $40001 or above e
EdYu 6 Secondary 3 or below
FESRMT
Job Title A (3 employees,
|1 Apprentice and 2 vacancies) 3 2 1 5 6 2 2 2

Managerial and Professional Level &K 5 B2 A B 4K

Group Director ; Deputy Director ;
Managing Director ; General Manager

EEES ; BlEE,; wRgE

R satl

Executive Assistant Manager ;
Club Manager ; Director of Operations

ITEREIEETE 5 EATACH | BEANET

Director of Human Resources ;

Human Resources Manager ;

Personnel Manager ; Training Manager
ANITEIRER4EE: s NJTETRARECEE
N ERAKH ; 35l AL

Accountant ; Chief Accountant/
Controller ; Financial Controller /
Financial Director

EaTEl  EETEE R
S HaEL

Food and Beverage Director ;

Food and Beverage Manager ;
Assistant Food and Beverage Manager
BB DA ; BREERALEE

e iElisa

Purchasing Manager

PR AT

Marketing Manager ; Director of
Marketing and Communications ;
Digital Media Manager ; Corporate
Communications Manager
TSR A E
TR B AR 4

W AR AR, AR

Restaurant Manager ; Banquet Manager|

EHEACH ; S

Executive Chef';
Executive Pastry Chef ;
Director — Culinary Operations

TTERAEIETAT ; REGFASETAT ;

B SRR

Sous Chef

HABTRT

# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.

THEE, TR BIEERZIISIMESR - R ESEEEREZ ST AR EE AL - AIRERE S LIS EIE -
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Please refer to Appendix A for column explanations. 5525 $%#A N L HAYEREH

Job
Code
Tk
Eiiii

(A)
Principal Job
T

(See Appendix B)
(2B #% B)

B) ©) D) (E)

No. of No. of No. of Forecast
Full Time | Full Time | Full Time | Number of
Employees| Trainees/ | Vacancies Full Time
as at Survey |Apprentices” | as at Survey| Employees

Reference | as at Survey| Reference ]as at October
Date (Excl. | Reference Date 2019 (Excl.
trainees/ Date trainees/
apprentices®) fE4EETH | apprentices®)

ESETHE g8
A M | zpum | FEHE2019
I | 'mEE FE10F 12
BE NS | 248 A8 4
(HHE/ BEY
e T 1%
o) BHE BRI

Please enter a zero ‘0’ in the box if no employee
/trainees/apprentices/vacancy.

WL HRE EEE B 2R
HA O -

FHAETTHE N

(F)
Average Monthly
Remuneration Package of|
Full Time Employees

(Excl. trainees/
apprentices *)

2MES 2 5H

AT
LB D)

@]
[}
[aN
{¢]

—8
=

$10,000 or below

EAYN

$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

e

[c=BEN B NV R

(&)
Preferred Education of
Full Time Employees

ERMERHAN
BEEE

Code Education Level
R BEEE

Postgraduate Degree
TAEARE S A
First Degree
LR
Sub-degree
(e.g.Higher Diploma)
RIIER L

(BT ERCED
Diploma/Certificate
Ol
Secondary 4 to 7
FrUES
Secondary 3 or below

=t e

(=2}

(H)

No. of
Part Time
Employees
as at Survey

Reference
Date

1ESEEt H
HOZRAR
BE A%

(O]
Average Hourly
‘Wage Range of

Part Time
Employees as at
Survey Reference

Date

=R e 3
B PR

Average
Hourly
Wage Range

IR
25:3
$34.5 - $40
$41 - $60
$61 or above

£

Code

N —

Managerial and Professional Level (Continued) &K B EZE A B4k (&)

14

Pastry Chef

142

Specialty Chef ; Cook for Asian ;
Exotic cuisine.
FrEOSEAE BT AN — SR R BV 52

Supervisory Level B S4%

201

Human Resources Officer ;

Personnel Officer ; Training Officer
ANDEIFE LA s NBEEE(E ; 55l
HEAE

203|

Accounts Supervisor
(payable/receivable)
gt EE JEMIE EiR)

233

Audit Supervisor ; Paymaster ; General
Cashier

BEEE ; HGTEE ) A

234

Public Relations Officer ;
Digital Media Officer
DIRGEE BEEER T

205

Maintenance Supervisor ;
Technical Supervisor

236

237

238

REEEE ; Rk S
Security Manager
RZLEAE

Beverage/Bar Manager
AL

Restaurant Supervisor
BEEE

239

Food and Beverage Controller/
Cost Controller

IRAGEH R AT

209

Captain ; Superviso

i

241

242

243

244

308

306

307

352

Sales Supervisor
EEMEE

Head Cashier
WA

Garde Manger ; Senior Cook
RAURBTRT ; S ARUETET

Sommelier

i P

Craft / Operative Level £ T /

BRAETER

Baker/ Pastry Cook/ Cook
SEELETEREBTAT(R BT

Junior Cook or below

I E Y

Engineering Craftsman

TREEET

Uniform and Linen Attendant ;
Cloakroom Attendant

AR R AT EARIEA: 5 WIBRFFIEAE

Kitchen Helper ; Cleaner ; Dishwasher
; Steward ; Pantry Server/Helper ;
‘Washroom Attendant

B s BT PR

353

EE A A TRIERE

#

THELE, TR BIEEEZIISIER - R AR STEP ARSI EAE - AIRBEESLIZHSIEIE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Please refer to Appendix A for column explanations.

FHEE M FRAN SRR -

Job
Code
Hf]
Kb

(A)
Principal Job
ESERE

(See Appendix B)
(2% B)

(B) ©) (D)
No. of No. of No. of
Full Time | Full Time | Full Time
Employees| Trainees/ | Vacancies
as at Survey |Apprentices” | as at Survey
Reference | as at Survey | Reference
Date (Excl. | Reference Date
trainees/ Date
apprentices”) FE4rETH
TS A | s 2k
R A B | 2w
e | g8t
BE AR | 24 A%
(EELES
24
51 )

(E)
Forecast
Number of
Full Time
Employees
as at October]
2019 (Excl.
trainees/
apprentices”)

TERHE
20194E10
N
=N
(EHE
ELE BRIM)

/trainees/apprentices/vacancy.
WEHRE EEE BE
HA O

Please enter a zero ‘0’ in the box if no employee

HAETTHEA

F)

Average Monthly
Remuneration Package of]|
Full Time Employees
(Excl. trainees/
apprentices *)

2BER 2 EFH
P
(EHLBHE BN

Code

1 $10,000 or below
;AT
$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
7N

[ RN B SRV N NN )

G)
Preferred Education of
Full Time Employees

2MESEAN
BEEE

Code Education Level

Wk BEEE

Postgraduate Degree
[TiEastecting
First Degree
L
Sub-degree
(e.g.Higher Diploma)
RIIE2ir

(BN ERCCB)
Diploma/Certificate
X EE
Secondary 4 to 7
FOE
Secondary 3 or below

=

[=2)

(H)

No. of
Part Time
Employees
as at Survey

Reference
Date

1E4REEt H
BT
BE %

o
Average Hourly
‘Wage Range of

Part Time
Employees as at
Survey Reference

Date

=R 3
B PR iE A

Average
Hourly
Wage Range

SRR
e
$34.5 - $40
$41 - $60
$61 or above

oLk

Code
4R

W N =

Craft / Operative Level (Conti

nued) £ T/ BET 4R (&)

355

Receptionist ; Hostess
P R

356

Waiter / Waitress
e

357

Cashier

P A S

358

359

36.

W

364

401

402

404

406

Security Officer ; Guard House ;
Uniform Guard ; Valet Parking
Attendant

RZE ; #EE  AFAER

Delivery Staff/
Take-Away Service Staff
RINE A I ERBET

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

HBRIERE ERE;
BEERWEXE

Bartender / Barman / Barista /
Mixologist
SR WIRET R

Food Handler ; Beverage Handler
NEEEH S HAVNERBET
JKIE R &

IAdministrative and Others XX 8 REAE T

Accounting Clerk ; General Cashier ;
Food and Beverage Cashier
SRR A E  EREEIHANE

Human Resources Clerk ; Personnel
Clerk ; General Office Clerk
ANNEIFRE LR ; NBEE ; 55
i 345

Store and Receiving Clerk ; Purchasing
Clerk ; Quality Control Clerk
BRERWES G ; (R CA
FEHISCE

(=
[sTa§=§

Secretary

Office Assistant
MAEYHEE

Other Related Catering Industry Staff EffiiHRER &£ E T

For Official Use

#

THEE, TR, BIEERZIISIMESR - R EEIEEREZ ST AR EE AL - IRERE S LIS EIE -

]

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Part 11
EEAy

Internal Promotion

NEEF

1. Number of employees of internal promotion in the past 12 months:
BmETZEAN - NEETHIEE AL

(a)  From Supervisory Level to Managerial / Professional Level

e TN

(b)  From Craft/Operative Level to Supervisory Level
R R E TR ETT R E B4R

New Recruitment

RS

2. Number of new recruits of your establishment in the past 12 months.
BET AN - EHEETEEREE R S -

Supervisory
Level

BHEER

Craft/

Operative Level
T/ #ET4k

Administrative
and Others

XA RHAME T

Managerial/
Professional Level
& HAENER
(a) Total
NI

(b) Number of new recruits without
catering industry experience (Excl. fresh
graduates of Catering Programmes)
g e R B BN
(e Ek B SR B BRI R A BRID)

(¢) Number of new recruits who are Fresh
Graduates of Catering Programmes

Gpiel O SR EL T
EUN 4

Employees Leaving the Establishment
& SRR

3. Number of employees left in the past 12 months:
BT A H R R S

(a) Managerial/Professional Level

USEIV S PN

(c) Craft/Operative Level
R #E T8

(b) Supervisory Level

BEHEANR

(d) Administrative and Others
XERHMET

4.  Expected number of employees who will be retiring in coming 12 months:

TETHERAAZ{E A AR REI R BB

(a) Managerial/Professional Level

s YN

(c) Craft/Operative Level
E T (S

(b) Supervisory Level

EHEAR

(d) Administrative and Others
XERHEAMET

2018
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Major Difficulties Encountered in Recruitment

F AR R

5. Please indicate the difficulties encountered in recruitment of employees of your establishment in past 12 months.

et B ST (R H S SRS RN EE -

Managerial/ Craft/ Administrative
Reasons Professional Supervisory Operative and Others
EH g BEE  ET BT AR
HEAER AT

(a) No recruitment was taken place
A A O O O [
(b) Recruitment was taken place and the difficulties
encountered were:
(You may tick “v" one or more options.)
HiERS - FraEIRRER © (ABY"ESR—TH - )
(i) Lack of candidates with relevant experience
k= BAHRRAE SRR
(i) Unsatisfactory terms of employment
S PR R AR
(iii) Unsatisfactory working environment
TAREREE A AR
(iv) Limited career prospects
BIHEEAIR
(v) Insufficient trained/qualified manpower in the related
disciplines
k= EAHBRGNSR, &R N TTE TR
(vi) Competition for manpower from the
Mainland/Macao/other cities
JRE P RET AR 2 AT
(vii) Others (please specify)
HAth (FHERH)
(viii) Did not encounter difficulties

H B LR

O oo o oOgod
O oo O Oogod
O oo O Oogod
O o o0 O oO40god

Preferred Working Experience in Catering Industry of Employees

BB ERRKRE TIREER

6. Please indicate the preferred years of experience in Catering Industry before occupying the post (Please tick "v'™").

AfE R SIEERRATE A BB SEA LIFEE (F""E) -

Managerial/ Craft/ Administrative
Professional Supervisory Operative and Others
K HENE BEHE ES IV (SN B R HEAET
(a) No experience
i O O O O
(b) Less than 1 year
VLT N H H H
(c) 1 year - less than 3 years
LEREIFELIT [ [ [ [
(d) 3 years - less than 5 years
34755 S LT U - H H
(e) S years - less than 10 years
S5 10 FLL T N M M M
(f) 10 years or above
10 452 | O O O O

For Official Use
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Training of Employees
& BHIg)lIaR

7. Please indicate the average man-day of training per employee which your establishment had offered in the past 12 months
(Please tick "v'").

et AT ZEAN - SEEEAE SRR HE GBI E) -

Managerial/ Craft/ Administrative
Professional Supervisory Operative and Others
g HEANE BEHE R #RE L XE R HEAMET
a) Nil
@ O O O O
(b) Less than 5 days
SHEK
(c) 5 days - less than 10 days
SHZE10HT

(d) 10 days - less than 15 days
10 H=E 15 HPLR

(e) 15 days or above
15 Hell F

I O N A
[ I R N
I I N A
[ I R N A

For Official Use

8. Please indicate the most suitable time of training for employees (Please tick "v'™).
aatE e (e AV IsRnsr (9" EE) -

Managerial/ Craft/ Administrative
Professional Supervisory Operative and Others
K EEANE BHE KL #EL XERHEAMET
a) Day Time
@ o O O O O
(b) Evening
B o = o =
(c) Day Time between shifts
SR a = H =

For Official Use
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Please indicate the type of training provided to the employees in the past 12 months (by type of course) (You may wish to tick “v”” more

than 1 course for each job level).

HEE ERENEREBRE T (EAN G2 TSR (EEEE#E ) (BRG] VESERE) -

Training
g3

Managerial/
Professional

KH HEAE

Supervisory
BaE

Craft/

Operative
BT #ET

Administrative
and Others

XEREMET

A. Managerial Skills EH{I5

(i) Business and Financial Strategic Planning,
Implementation and Evaluation

SRS RS RIS AR ~ 1T R igad

[

[

(i) Human Resources Management

ANTEFER

(iii) Sales and Marketing Strategic Planning,
Implementation and Evaluation

A R TS TR AR ~ HETT RedaS

(iv) Supervisory Techniques, Leadership Skills
BEEH - HERTT

(v) Risk Management
JeE e B B

(vi) Others (please specify)
Hofth, (il )

Oy o) gjpg

Oy o) gjpg

B. Trade Skills 773575

(i)  Suggestive Selling
TR

(i) Cost Control
AR

(iii) Culinary
=il

(iv) Restaurant Service

BRI

(v) Beverages (Alcoholic and Non-alcoholic)

BIBHCE R S IR RS)

(vi) Banquet / Catering Event Management

Y ERHAER

(vii) Food Hygiene and Safety
BmfEE LR

(viii) Information Technology

L Giillesd

(ix) Others (please specify)
FAth (E5f)

C. Generic Skills 38 TS

(i) Customer Service

B IR

(i) Communication

Wi

(iii) Problem Solving
LS

(iv) Others (please specify)
HoAt, (E5HEAL)

D. Language :E5

(i) Putonghua
e

(ii) English

BigE

(iii) Others (please specify)
Hofth, (FEsiEH)

OO (oo (gooodogoood

OO (oo (gooodogoood

OO (oo (gooodogoood

OO (oo (gooodogoood

For Official Use
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Please state the priority in respect of different areas of of training for employees to engage in the coming 12 months.

i LR RERAR A E H i 2 e E R MBS KT -

Priority Content of Trainin
Areas of trainin B BENEE
Areas of tramning

(1,2,3,4)

avas[[feees
Sl 1 as the first priority

(i) Managerial Skills
EHETY

(ii) Trade Skills
TEERGE

(iii) Generic Skills
AT

(iv) Language

SH==

A=

Is your establishment intending to employ an outside training provider for your staff in the areas of managerial, trade, generic or language

skill in the coming 12 months?
B SRS (H B NFEE/NE R IR e B5 | VABREHE ~ 173 - BASEESRnysssll ?

L Yes & 0 No Ry

End of Questionnaire. Thank You for Your Co-operation.

B - ZEEE -

2018 90



Appendix A
FrsE A

The 2018 Manpower Survey of the Catering Industry
BREZE 2018 A2 A T

Explanatory Notes

it

Part |
F—E
1. Principal Jobs — Column ‘A’

T A AT

(@)  Please go through column ‘A’ and mark those principal jobs applicable to your establishment. For detailed
job descriptions for principal jobs, please refer to Appendix B.

AR A o EACEMR SRS R - BRIV TSR - S5 [iE% B -

(b)  Please note that 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.

AAERNE R T RE AR ERERTRAE - FIRREEN EERESH - HRTREREN
FBHIREAHAT - TR RHERS - SRR &R -

(©) In the event where an employee’s duties in your establishment are split between two or more job titles, please
use the job title that best describes his/her principal responsibility.

W B BT BT - 55 B SAs S T SR A -

(d) Please add in column ‘A’ titles of any principal jobs not mentioned in job descriptions (Appendix B); briefly
describe them in respect of the appropriate job categories.

W B SS AR EERBORES TR (Mgt B) » S—0HEA ‘A" 8N - W REIERTE
BT R R SR
2. Number of Full Time Employees as at Survey Reference Date (Excl. Trainees/Apprentices) — Column ‘B’

g IR 2kie 8 A N8 (BELE 2HERIN) ‘B

For each principal job, please fill in the total number of full time employees (excluding trainees/apprentices) as at

survey reference date.

“Full Time 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. These definitions also apply to ‘employee(s)’ appearing in other parts of the questionnaire.

SHIHE BRI H e OV R E £ RS e e B4R (EE A BAERRIN) -

"eRES ) B ERBRREIE (BEARPIUE - FEA DR VNS B AR - B ERE

TEEAN 2B TR EREBA - FHERAERG T EE ) &5 E2I8E -

3. Number of Full Time Trainees/Apprentices as at Survey Reference Date — Column ‘C’

TEgeat H IR = E 4k B A ‘C 1

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

S E B IEAE ISRy e B E - B IE AR SEPRGIMIVE S L - DURIBEESZINE
1 -
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4.  Number of Full Time Vacancies as at Survey Reference Date — Column ‘D’

FEGEET HIHAY 2 s Bha ‘D' 1

Please fill in the total number of existing full time vacancies (excluding trainees/apprentices) as at survey reference
date. ‘Existing Vacancies’ refer to those unfilled, immediately available job openings for which the establishment is
actively trying to recruit personnel as at survey reference date.

HE RS HI G — B 2Bz thal (EE e BERIN) o TBUAZERER ) FEEET B
W2 R ZBE AR R I EREASE RS A\ SR -

5.  Forecast Number of Full Time Employees as at October 2019 (Excl. trainees/Apprentices) — Column ‘E’

FEEHE 2019 67 10 F U2 TR B AR (B84 BRI E M

The forecast of number employed means the number of full time employees you will be employing as at October
2019. The number given could be more / less than that in column ‘B’ if an expansion / a contraction is expected.

e B AEGE HEIEREAE 2019 £F 10 Aryeikie 8 AR - AEETSEB R T sedEaR, U - LERTERY
B EZH VY B

6. Average Monthly Remuneration Package of Full Time Employees (Excl. trainees/Apprentices) — Column ‘F’

=E 8 ZFH P (84 2RI F

Please enter the code of average monthly remuneration package during the past 12 months for each principal job of
full time employee(s). This should include basic salary, overtime pay, cost of living allowance, meal allowance,
housing allowance, travel allowance, commission and bonus. If you have more than one employee doing the same
job, please enter the average range.

AEF REASEEERSN EBERBE 12 #HSHA FEHMRETE - SRS - @i LIER
b~ ARTEGRAL - RERURAL - BRERAL - FRITERAL - e AL - 1 BAFEEZN—HEEIEERE
s - AIEEECPEUA -

7. Preferred Education of Full Time Employees — Column ‘G’

ES 1A SNk e =T i a ‘G

Please enter the code of preferred education level which an employer prefers his full time employees to have.

FE GOMPEA REHEEEIEBRSEERERERNEEEE -

Definition of Preferred Level of Education:
HEREEENES

€ “Postgraduate Degree” refers to higher degrees (e.g. master degrees) offered by local or non-local education
institutions, or equivalent.
TERTEAER AL ) BRI ARG E A B SRR Y S R (AR ) - EEREEE -
&  “First Degree” refers to first degrees offered by local or non-local education institutions, or equivalent.
TR BAEAMEGEA B SR LR LR - EFAEREE -
€ “Sub-degree” refers to Associate Degrees, Higher Diplomas, Professional Diplomas, Higher Certificates,
Endorsement Certificates, Associateship or equivalent programmes offered by local or non-local education
institutions.
TRIEM, RIEAMEGEAM B SRR ARV L - SHCCR - BEESCR - SRS - MR
= B LR ERE -
€ “Diploma/Certificate” refers to technical and vocational education programmes including
Diploma/Certificate courses, Diploma of Foundation Studies, Diploma of Vocational Education and
programmes at the craft level, or equivalent.
TIUBREE ) iR KIBSERE IR Z SR B E - BRI SCE - BESUB R TR EAYER
2 KEFEHAEEE -
€ “Secondary 4 to 7” refers to Secondary 4-7, covering the education programmes in relation to the Hong Kong
Certificate of Education Examination (HKCEE), the Hong Kong Diploma of Secondary Education
(HKDSE) Examination, Diploma Yi Jin, or equivalent.
"z B UE ST (BEEFETEEE  FEPECRER - B URSAEMAE
i) REFHERE -
€ “Secondary 3 or below” refers to Secondary 3 or below, or equivalent.

TR =BT ) BT =S  EEAEREE
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8. Number of Part-time Employees as at Survey Reference Date — Column ‘H’

FE4REET H HIE SR e B A2 H

For each principal job, please fill the total number of part time employees as at survey reference date.

SHIEE B SET HEE RS R R R -

9. Average Hourly Wage Range of Part Time Employees as at Survey Reference Date — Column ‘I’

FEGTET I (R = 2 PP iR LR

Please enter the code of average hourly wage for each principal job of part-time employees as at survey reference
date.

S TEL AT FERIS T B TAE4RET H HA 9 H Ef iV 4Rk -
Part 11
EEH

10. Question 1 — Internal Promotion

fifRE 1 NEETT

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 Level to Managerial/Professional Level”, and from
“Craft/Operative Level to Supervisory Level” in the past 12 months.

AIEHE SRR E TR R BN LR B s B TR A S MG T R L © 550 P @ e I 5T
BETMEA BEREANEEEERE N E2EHE HEASS KB R ELEETEEEAER
iSPN: £

11. Question 2 — New Recruitment

i 2 HiSE R

(@  Please fill in the number of new recruits in the past 12 months.

AEAEBRETZEA SRR EEEE AR -

(b)  Please fill in the number of new recruits without catering industry experience. “New Recruits without
Catering Industry Experience” refer to new employees joining your establishment without previous catering
industry experience (Excl. fresh graduates of Catering Programmes).

SHIEA ETEREAITER AR BRI R B S - T e AR BRI R B L TR
R fEa R R R R S (JEEERERTIRME R AR -

(c)  Please fill in the number of new recruits who are fresh graduates of catering and hospitality programmes
(except Managerial/Professional Level). “New Recruits who are Fresh Graduates of Catering and Hospitality
Programmes” refer to the employees joining your establishment who are fresh graduates of catering and
hospitality programmes.

AHEHAEBETTER  EEREEIS I E RS oM 5 R FRME S A 0 (e B N B (&8 H2E A
BFRIN) - BridMSAyEEE & Sk flE R R R R fEIA  EE L e ek &S ORI S
AR -

12. Question 3, 4 — Employees Leaving the Establishment

i 3, 4 1 L e e

Question 3 Please fill in the number of different levels of employees left employment in the past 12 months.

il 3 sE @A+ EANE EPREEERR SR B A -

Question 4 Please fill in the expected number of different levels of employees who will be retiring in
coming 12 months.

i 4 sAH ETHE AR EARNE  SRERRTIS R EE A -
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13. Question 5 — Major Difficulties Encountered in Recruitment

IR 5 T E AR &

Please indicate the difficulties encountered in recruitment of employees of your establishment in the past 12 months.

AR HEEMEERE T AR (E SRR R RN EE -

14. Question 6 —Preferred Working Experience in Catering Industry of Employees

i 6 B A EAHIE R TIF4LEs

Please indicate the preferred years of experience in Catering Industry before occupying the post.

AfE e SR AR BT E AT BB RN LIFFE -

15. Question 7-11 — Training of Employees

fi 7 - 11 1 B )k
Question 7 Please enter the average number of man-day of training per employee which your organisation had
offered in the past 12 months.
i 7 At HEREREEA T T H N E A SRR AR B -
Total No. of Man-Days Spent
Average number Rl d=E
S HE Total number of the Employees concerned in that category
HRA A48 R B AN
Question 8 Please indicate the most suitable time of training for employees.
il 8 A tE R o T (e BRI SREF R -
Question 9 Please indicate the type of training provided to the employees in the past 12 months. (By type of
course)
fiE 9 IR BRI SEBE T A N Y R RIS (R E ) -
Question 10 Please state the priority in respect of different areas of training for employees to engage in the
coming 12 months.
il 10 i BEERERLE B AR T E H B Rl 2 s ERR AHE R -
Question 11 Please indicate if your establishment would be intending to employ an outside training provider
for your staff in the relevant areas in the coming 12 months.
fijf 11 AR BRGSO T H AR MNE RS R Ry e B 5 | AR RARS -
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Appendix B
BT $% B
(CA-0)

2018 Manpower Survey of the Catering Industry
BB SE20184E A JTE A

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

IR e A% S TESR

(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.)

(ERY RS T REEL S AR AT IR = A 1| - (B0 TAEMEEARAT SR OUER 8T - e AR AR &R - )

Code Job Title Job Description
it i TAERH
Managerial and Professional Level #&K# KB A B4k
101 Group Director ; Deputy Director ; ®  Assumes the total responsibility of managing an establishment,
Managing Director ; General Manager usually with other managers and executives as direct subordinates;
EEEE  FEE; BT ) Im_pler_nents the company's policies with a view to achieving their
el objectives.
® EEE N (BE BEMEEETHAR) WM 2EE
EHRE SR,
® EfTAEINIECR - DIEFIHE -
132 Executive Assistant Manager ; ®  Takes charge of the overall daily operations and management of
Club Manager ; Director of Operations the establishment.
TTEEISCHE | GRTaCHE! | BEAEE o SRS HE EERE R -
102 Director of Human Resources ; ®  Formulates and supervises the implementation of personnel
Human Resources Manager ; policies, procedures and regulations;

Personnel Manager ; Training Manager | ®  Maintains amicable staff relations;
NS RIS | | A ®  May design and carry out training programme for employees of an

N | Bl establishment N
®  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.
HIET ROE BT N SEBCR ~ B RRAL S

e RAFHY B LR

iR Rl Basat BHETHlll SRET &

Ry RPN B SR E R HE T A R[Sk
BT R RN NSRS

wuall| SR R B T A S B B e R R R
ERAFISETEIRERE AT A

Ryl SR

SPE | SEENHYRRY -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Managerial and Professional Level (Continued)

KHPEEARS (8

103 Accountant ; Chief Accountant/ ®  Controls budgets and expenditure, company financial policies and
Controller ; Financial Controller / procedures, contracts and licenses, senior executive personnel
Financial Director records and fringe benefits;

G daerst T AR ) Managt_es cash flow, Iogn and money change§;
A e ) SuperV|§es the .Cre.dlt Depart_ment, _credlt accounts, general
accounting, cashier, income audit, costings;
®  Arranges Letters of Credit (Ics) for the company's purchases and
liaises with suppliers.
& EETHR NS - AEIMBBERMER ~ G4 REIE ~ &k
(EYEONZEOPNE St 9 dihgs2i= il
& EHNEME - BB R
& EAEEN - FEIRE - —RGstES - B WAREE
B~ AR EEERT
&  RAHEHBREEEIZHHME AR o WA e -

135 Food and Beverage Director ; ®  Plans, organises, directs and controls operation of food and
Food and Beverage Manager ; beverage facilities in an effective way;

Assistant Food and Beverage Manager | ®  Analyses operation costs and closely liaises with purchasing
AR B ; AR manager; . .
Pt ®  Determines _payroII 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.

®  SRE - AR - FEE R IEHIENR By LU SRR

®  DNTESERA R BRI A VIS

® CTETERNEFERA > DUERE BRI ATERS

® [ NEMRBIER KRR R

& SEFRT|WHIEMS - Bl KHEMEEE)

® LEMHE S PR R

® BTEEEIATRAEE - e T B TECAT

® I EAS DU S

o EMHEITHE AR A AR A -

104 Purchasing Manager ® Plans, organises and controls purchase and stock of food

ESiE e O] commodities for sale or internal consumption according to supply
and demand trends;
Formulates and implements the company's policies.
o IRIBHKHMESAE] - RGN B A AT A AR L
172 s
®  HETRHMETAFEECR -

137 Marketing Manager ; Director of ®  Plans, organises, directs and controls the marketing functions;
Marketing and Communications ; ®  Reviews market and sales analysis to determine local and overseas
Digital Media Manager ; Corporate market requirements;

Communications Manager ®  Co-ordinates public relations activities relating to sales promotion.
ARG ERALEE ; o bl - 4k - FEERIEEAISINREEE)

TSI L R | o IREITHBREENN » LFEE A RRINTHER ;

b @ tx: RS R S SRS ® REEUEEMEARIN A LBIAIES) -
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Code
Ao

Job Title
ke

Job Description
TR

Managerial and Professional Level (Continued)

SHEHEARS (8

106 *

Restaurant Manager ; Banquet Manager
BRI i

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.

B R AR TAEREIRA T > fEIRA TAE
b Ry R R
[ElFEESE s e
PERIRA LLERF S TE B IRAE
PRI R
LETTEEN N TSR R AR EDR
feft TSR hEla T E -

AT

139

Executive Chef ;
Executive Pastry Chef ;
Director — Culinary Operations

TTRUARISTAN ; REETARISTAT ;
é?“ AR

Establishes standards of food quality and preparation;

Develops new menus;

Co-ordinates with other departments on food selection and storage;
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.
CIRYAESY/RY =Y
G T HTERE |
LB S R SR B A R P e
BB TAYRBMSHE

R R PR BT P i

mETTS E AR E B R ER -

TRk A S T E HH e 4 B B R

R BUERRAE

140

Sous Chef
HEETET

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.

AR T KRBT Bl ~ St
BBV -

Bk &R THEY) S -

141

Pastry Chef
KEEITBTAT

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.

EERHHRIERIERTA M ~ 08 - oF e - PHz(EHRL RORE e
e

EERER FF BT IES -

OREFITERSTRTFTE T HY a8 R i A A -

142

Specialty Chef/Cook for Asian/Exotic
cuisine

i LR TR — S R BV I 22

Plans, designs, supervises and/or prepares Asian and exotic
cuisines and food specialities.

RE] BB ELN K AT B R R R T -

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.

CER T R S

— % -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Supervisory level 2 S4K

201

Human Resources Officer ;
Personnel Officer ; Training Officer

ANDEFEEE ) ABHEE,
I AT

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.

A%~ mEMETES

TRIZ(E B _ERAVEHX B e RO THE - SR e |
A SR P LB e R R

Al ST R I i 2

BRI R T e - WARBE SR SRR o
(RESN ST

FEER FHRTHRISRA ) 2 BT 2 Bt 5 -

203

Accounts Supervisor
EE

(e.g. payable/receivable

i - FERTIR TEUIR)

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.

o e B — IS

GBS AT S LA BRI LR 58 55 e H &S BEAY RS
PRAFIELIREC S

PP R

4 BUTE IR FR 5 -

233

Audit Supervisor ; Paymaster ;
General Cashier

REEE | L A

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;
Oversees the preparation of the cashier report and daily receipts;
Acts as a petty cash disbursing agent.

T3 R R B AR A — P SZH

GBS AT R HM A R A RE R S5 58 b H &S B
ORIFRTA BLET I A BRIV EC S,

B R S I R

AP AERIER

WSEFT A E H B R A e T AT AR

HER T E GRS RS
HRMEZHREE -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Supervisory level (Continued) BEE (&)

234 Public Relations Officer ; ®  Liaises with media;
Digital Media Officer ®  Handles publicity and photographic assignments;
SRR AT | B (T ®  Prepares press releases in both English and Chinese;
- ®  Liaises with Sales Executives and covers other duties assigned by
the management.
®  IA{HILIR
® RIFEEHBEREY TIF
® IRBEhIE SN
& HUZELE > WAFEHEIIVHM T -
205 Maintenance Supervisor ; ®  Inspects the establishment’s premises;
Technical Supervisor ®  Checks on the electrical/mechanical plant and equipment;
(e A R ®  Contacts outside contractors regarding repair and maintenance
- works or renovations.
® RENEIFTEMET
® R EER A E A
®  HUAEEZEUEEE TR ESME KR4
236 Security Manager ® Informs department heads concerned of any necessary procedures
g (T on internal security matters;
PRz ®  Liaises with police department, arranges staff safety training and
fire drill tests;
®  Security screening of new employees;
®  Investigates all incidents and thefts within the premises.
® Mg REFIEE VBN IR A RER
®  HETTHRA - PR BB T ISR R KR
&  HAEWM(ERTR
®  HEfEE R A B
237 Beverage/Bar Manager ®  Ensures bar is equipped with supplies and correct liquor brands are
SP I AR T served;
B ®  Maintains prescribed profit margin;
®  Supervises maintenance of bar and service equipments;
®  Prepares work schedules and checks on staff performance.
®  Maintains bar cleanliness.
®  TECRIESHLIE 7T e K LUIERERR AR IA R R
® (RERETENVEEAIHE
® BRI KRR IR |
& RHT{FERFMEZEAETHITIFRE -
o (REPANMUER K avEE -
238 Restaurant Supervisor ®  Supervises and co-ordinates the work of the restaurant’s staff;
BEEEE ®  Assumes the managem_ent responsibility of the establishment;
®  Handles guest complaints.
& EERGEEREETHIE:
& CEEHENE
® R -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Supervisory level (Continued) BEE (&)

239

Food and Beverage Controller/
Cost Controller

RGBT

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.
BB SOB R S TAE

FBEE B VBRI RS

)& P R A AR Bk

SRELPTA AR S R O R oA
ME— VB EYIR -

209

Captain ; Supervisor

Hi

Assists Manager/Assistant Manager in supervising and assigning
waiters/waitresses to their work station;

Prepares and checks table set-up;

Upselling menu and beverage items;

Liaises with clients and cashiering;

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.

TAERIEEDL B B R IR A B TAFRAL
A S P A R AR

TR S SH BRI MEER

EARHE A R AR B i
HEEBEEHANE TS |

Bl RIS R V) A AR R DG

FERAE BT R (R R R HR TS -

241

Sales Supervisor
BENEE

Promotes the sale of food and beverage items for
groups/parties/individuals;

Checks sales figures, stock and customer preferences;

Supervises sales persons.

[ ERS G  E &) S
BREEET - FEMEEEEELY
BEEREAR -

242

Head Cashier
e

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.

BHHIBEFIRETHEBLHNE - WEEER T
FEA B SEAE I R B LR AN B g H RS
Ry M e B Z R A

243

Garde Manger ; Senior Cook
ARRRLERETED | = aRET

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.
BEKkSEEVRYRIRE

BEEE N aYasE

HigaEEh& a8 - LME B TAE

WEORATE BB BB IR R e te R 2

PR A R Bl SR AR 8% -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Superviso

ry level (Continued) BEEL (&)

244

Sommelier

ML E

Conducts upselling of beverage items;

Conducts marketing and promotion plans for beverages;
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.

FHERE S SH BRI NGRS -

FEBDEURIY 5 & BT TRIOR A T
EHEENSENETE

BRI, > RREEAE i_ﬁ PRt A
SRR T L

Craft/Operative Level

BT/ BETE

308 *

Baker/Pastry Cook/ Cook
SELETE, BT B

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 kitchen;

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.

H ISR & ~ FERE S RS
B R REBTATE (ERY TAF
BESH REERM
(B P5 B R s A,
HE AR R KIS e B L

RETIEREANFE

HRREHERWT 5 B~ B - A A -

WFET A B R L K 5 6D

306

Junior Cook or below

BB T

Assists in performing different varieties of duties of the kitchen.
(e.g. Butchery, barbecue, store, vegetable, dim sum, congee,
noodle)

B T/ o N S L TAE -
O~ HAE ~ 5T

(hbitf ~ BE)5 ~ MEEH ~ B~ B

307

Engineering Craftsman

TAEERR T

(e.g. air-conditioning mechanic,
electrician, fitter, general mechanic
W ZEERE RS B T
HEHC T - PR

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.

A ~ 22~ B RIRE AT REFIATAIRIE,ZE R
e RS T&Tﬂ’ﬁ SRR
EASNEI RIS

* Remark: These posts may also be the designated certified hygiene managers/supervisor for their respective organisations.

Bt © PRI T R RHE P I A A BB R B

— % -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Craft/Operative Level (Continued) #T./#{ET4 (&)

352

Uniform and Linen Attendant ;
Cloakroom Attendant

ik R AT SR HE A 5 AIER R AR

Controls supply and distribution of all house-use linen and staff
uniforms;

Maintains constant checking on uniform and linen supply;

Stores and controls replacement of household supplies;

Keeps up-to-date stock records;

Checks and repairs staff uniform/house linen and Provides service
to guests when required,;

Repairs curtains and drapes.

EEFTA B E K B THIRAY eI

R T R S AT S E

7 S E R G

ORAFEOTEIF B0

& REMEEH R ENAE - 25 R 2 MR Ak
%

AP Bl S AT e

353

Kitchen Helper ; Cleaner ; Dishwasher ;

Steward ; Pantry Server/Helper ;
Washroom Attendant

JoF P 5 DR S MRmiEAE L
EE R ATRIFERA

Maintains cleanliness of the kitchen, cooking utensils and storage
of all food accompaniments and condiments;

Sweeps the floor and wipes clean stainless steel counters in
kitchen;

Disposes garbage and cleans stove and top of exhaust fans;
Delivers prepared dishes from the kitchen to the tables;

Knows the location of tables;

Maintains cleanliness of the washrooms and replenishes items.

CREFBT B B SR R e R B A
fith KA 5T 5 A S g
HRRAIR ~ RN R AR
RO A E e g R b
ST A BRALE

PREFE TR R A e Hah ©

355

Receptionist ; Hostess
PERFE S R

Welcomes and greets guests to their seats;

Takes reservations;

Reports guest comments to restaurant manager;

Keeps guest history and maintains positive relationship with
guests;

Serves guests in assigned station under supervision of a captain.

PR S [ HEE T WEEL |

SCERET I |

R T R A A

SUSRERE BRI\ MERF RAFRA(A
FEFPLE AT - fEHEE R AR

356

Waiter / Waitress
FIEAE

Collects food from kitchen;

Cleans up tables, buffet tables and changes linen;

Prepares table setting and removes dishes;

Knows all menu items;

Knows the preparation of common menu items and chef’s daily
recommendation;

Punches in food order in Point of Sale (POS) system.

Bt EImt EY)

HEER - HEVE R AR

HERCEE ket

FHIBEANE—HE

P E R B A K et s H HEE S
e BB A B -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Craft/Operative Level (Continued) #% T 3fET 4% (&)

357

Cashier

A&

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

RIS ER B ;
(R HES R JE IR 8% o BRI S SR B -

358

Security Officer ; Guard House ;
Uniform Guard ;
Valet Parking Attendant

RZ B A FHER

Carries out guard duty;

Regular patrol in premises;

Checks all entrances/exits/back staircases;

Ensures all items found in the premises are properly recorded and
kept;

Conducts enquiry on incidents occurred;

Provides protection to VIP guests on management’s instruction.
BRREEE IR

TERF A P A I

LA A LR AR

WECRAT A TR B BB N 28 TRV HS DAIERERC 8% S 2 Ry DR
AT AR TEA

R EHE B~ IRESE -

359

Delivery Staff /
Take-Away Service Staff

FEINE R HNERBET

Handles food delivery to the designated locations as 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.

BRI E B A F5E R ;
HESINE IR EER

fRINERS (BIEEE - BINERYIRISIINE)
M ERE &R RAA -

361

Food and Beverage Storekeeper ;
General Storekeeper ;

Store and Receiving Clerk
HEHMERR  EBR,
BRRWEX A

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.
EIEERERIZER B - RS ER » DUEEF
BEHk

T T A I Y B i R H TR U D
HERBERNEFA—ETENEY
eSS B EY M EEN -

363

Bartender / Barman / Barista /
Mixologist

SRR TIRAT, P El

Follows specified drinks and cocktail recipes by 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.
FRAIBHE E AR B R UL - RS TR EURHENHE AR [F] 73 e HY
HEs

FRES A Y R B E e 7 S B REioR

TeEEOk TR BLIE

T YRR E - DIRR RS A -
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Code
Ao

Job Title
ke

Job Description
TAEREH

Craft/Operative Level (Continued) #T.#fET4 (&)

364

Food Handler ; Beverage Handler

INBEREEE  ERVNEEEET
TKIE R 5

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.

HEEREEAVNETE |

B R R B FRRAY VR
TR IR -

PRE R EEBRVIGEEAN -

Administrative and Others Level X & & Hfith & T4%

401

Accounting Clerk ; General Cashier ;
Food and Beverage Cashier

GEHEOCR L A BE IR

Performs a variety of routine calculating, posting, recording, filing
and typing duties in accounts department;

Records all food and beverage sales at the time of meal, and
submits receipts for Cashier’s general records;

Prepares cashier’s daily report;

Corrects all daily receipts;

Provides changes for all cashier.

BEGEHA T HHESE - B8R - 5ok - REEERST
FETAE

SCBk e SRR ] P B0 R By S B AR R AR R R AR ST
TRE LG ETALIR

dmBATH EEs

FIEHFIRE

FoFrA i SR itk -

402

Human Resources Clerk ;
Personnel Clerk ; General Office Clerk

ATTEFEL A ; NBHLE
RTYHEA

Assists in implementing personnel policies and 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.

TABNHET T N BCRASED |

F FE A FH 5 e Ze Bt

ORI L08R

BE RSB IAF > BfEDE - Wi WEEEKECEER
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Code Job Title Job Description

Ao Mt TAEEREA
Administrative and Others Level (Continued) S E R HAME T 4% (&)
404 Store and Receiving Clerk ; ®  Checks all merchandise entering the establishment and their proper
Purchasing Clerk ; documentation;

Quality Control Clerk

EERIEXE ; BRIBHESCE
B IS B

Follows up purchase orders and requisition requests;

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;
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.

PRAEREEET B R VIR KR

TREFTA ARG IR
REEENFE —ENBIVEY

oY ST E ] IR R SRR IR A A TAF
MEPRAEEEIRIE ~ BT R IEE
tRFEME - ERES2EER
HEZTENHEE - IR ECEIIE
AN HE AR SRR R LAF
&S ERE IR YR -

405 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.

SLER BRI EMT s R
PEICEESE ~ AR R ALk IR
EE A

it BB RNGRFR > WHEARIE

406 Office Assistant
AR S

Performs secretarial duties;

Handles odd jobs and run errands for the General Office.
BT S A RIRIILE LAF,

R e P PR 5 R A2 (o
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