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Appendix 5a

Vocational Training Council B %k /5

Headquarters Division 2 4&¥FEEpE —Fl
6/F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong
EEPAERESFEE 20A 3% 6 1

www.vtc.edu.hk

Telephone No E&&f 3907 6820 Facsimile No. {HE 2574 3759
Our Reference A JEf&E5% (26 ) in HO/1/2 (2014) (T) Your Reference & p41E 5%

21%" August 2014
Dear Sir/Madam,

2014 Manpower Survey of the Tourism Industry

On behalf of the Vocational Training Council, I am writing to solicit your kind
cooperation in the 2014 Manpower Survey of the Tourism Industry to be conducted by the
Hotel, Catering and Tourism Training Board. The Training Board is a statutory body
appointed by the Government responsible for matters pertaining to manpower training in the
tourism industry.

The purpose of the survey is to assess the latest manpower situation and training
needs so as to enable the Training Board to formulate appropriate training plans for the Hong
Kong tourism industry.  The survey will be conducted from 28" August to
26™ September 2014. A reference day is given as 15™ August 2014. Your support in
supplying the information would be much appreciated.

I enclose the following documents in both English and Chinese for your
completion and reference:

(1) Questionnaire;

(2) Explanatory notes; and

(3) Descriptions of principal jobs.

During the survey period, an officer from the Census and Statistics Department
will contact your office. The officer will answer any questions you may have, and collect
the completed questionnaire.

The findings of the survey together with the training measures recommended by

the Hotel, Catering and Tourism Training Board will be presented in a report published by
the Training Board.
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For details of the past manpower survey reports of the industry, please visit our
website: http://www.vtc.edu.hk/html/en/about/manpower_publications2437.html

I wish to assure you that the information collected will be handled in strictest
confidence and will be published only in the form of statistical summaries without reference
to individual companies. Should you have any questions regarding the survey, please
contact the Manpower Statistics Section of the Census and Statistics Department at
2116 8436.

Thank you for your valuable support.

Yours faith’fduﬂz,_
~

~(Larry T oun:?,(ﬁg-kong)
" "Chairnjan
Hotel, Catering and Tourism Training Board
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Vocational Training Council B %k /5 4% 5a
Headquarters Division 2 4&¥FEEpE —Fl

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

EEPAERESFEE 20A 3% 6 1

www.vtc.edu.hk

Telephone No ZE:E 3907 6820 Facsimile No. {HE 2574 3759
Our Reference A EfE5% (26) in HO/1/2 (2014) (T) Your Reference g SR

EEIC TR S 7 g
ik # 2E — O — VU 4E N\ ST 88 &

BENKEFTE T HIERE - KRB MR EINSE B T T IR 5
%:Q—Eikjﬂﬁﬁ RKRANERETBRIIERRFETSME > REH
B - AZEGEREBRNEZEMENECHE  AFREEXENANINGEH -

RS ARABIREEZERTOIANTBE R RINSKTEZE > DEFRETEHEN
gistdE > AZBEgBERN_O—WMWEAAZ+/NHENLHAZ+/SNHH
METANHAE #AESEHHEHR__O—WUFENAF+HH -

ARG G B b SRS > DIt 2R IEE -

1. FEFE

2. HEEWSE S K

3. T EBM LIEERUA -

HEAME > TS ENERE RS SHRE WEEZNRAE
ROWEFE TEHBESHER -

EXHAESER K AMINIGETE 2R > BEHNAIHREZTEGHR T
RHY g &

FRBEXZMEBEONEANANDHEERSE S - 77 8 E &K May@uk
http://www.vtc.edu.hk/html/tc/about/manpower_publications2437.html
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A CONFIDENTIAL BRI AR Appendix A
WHEN ENTERED WITH DATA #;% % S\Z ﬁi T 8% A
THE 2014 MANPOWER SURVEY OF THE TOURISM INDUSTRY
ik # ¥ = O — W F AN 51 &
QUESTIONNAIRE
i AR
(PLEASE READ THE EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)
(HEERA FH SR

For Official Use Only:
EREBRER

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

Type Code Code No. No. No. Digit Covered by the Questionnaire

AL

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28
NAME OF COMPANY: ADDRESS:
N H % M ok

Total Number of Employees:

B B & %

Nature of Business: Airline Companies | Travel Agents |:| Ticketing Agents |:| Tour Operators |:| Others Please specify
TEMEE YA — RITEE SR FATEI4H R HAth W
NAME OF PERSON TO CONTACT: | | | | | | | | | | | POSITION:
B & N # # 29 48 A
TEL.NO : FAX NO.:
’i'%;' gﬁ 49 56 57 64 j{{?j‘ﬁ:
e ma L
& 65 %
100

VTC-TM-01



10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

Questionnaire - 2014 Manpower Survey of the Tourism Industry

Ri#E ¥ - O — U F AN HEE
Part |
FHH
(A) (B) (© (D) (E) (F) ©) (H)
Jobs Average Number of Number of | Forecast Number of |No. of Trainees/| Preferred | Average
A% In:gr?‘lr:rgZde Employees as at Vacancies Employe‘es in Apprentices | Education of | Age Range Column "B" / (B)i
a5 at 15.6.2014 15.8.2014 asat 15.8.2014 | 12 Months' Time | as at 15.8.2014 | Employees as at Please enter in this column the appropriate code
(Employee's | (Excluding Trainees / 15.8.2014 |number showing the average monthly income
basic monthly Apprentices) (for range for the employee(s). The monthly]
salary + operative |income should include basic salary, overtime)
Average staff only) |pay, cost of living allowance, meal allowance,
Monthly housing allowance, travel allowance,
Su;g)elsrer}ietr;ary commission and bonus.
1£20144F8 20144FE8H15H > 2014 S+ (E@H % 2014 =y woolase |HEEREETIIERARLNE: - "5
15612 B {EE'\ f;q : sﬁﬁ 15 EIQ; ?EDJFEE‘%{)EQZ{E BY}EE! 15 EIEZ ngég ot - PIELA ) CURIEAT ~ STLAERA - 2k
nggﬁ (B RN - L {gi;ﬁ ?}Ez;%;iaé. > FBEERL O RITAR - e
Title Rec. (B + ¥4 SRS G
T8 Typel  Code Q;Aﬁt) fET)
FEA 8-10 11-12 13-16 17-19 20-23 24 - 26 27 28 Average Monthly Income Code
RSl N 4RI
2| | | | | [ | || | [ | || $8,000 or below 5L o1
$8,001 - $10,000 02
2 | | | | | | | | | | | | | $10,001 - $15,000 03
$15,001 - $20,000 04
2 | | | | | | | | | | | | | $20,001 - $30,000 05
$30,001 - $40,000 06
2 | | | | | | | | | | | | | $40,001 or above =LA | 07
2 | | | | [ | | | [ | ||
2| | | | [ | | | [ | | | Column "G / (G)ff
2| | | | [ | | | [ | | | Education Code
BEEE It
2 | | | | | | | | | | | | | Bachelor Degree or above 1
BB b
2| | | | [ | | | [ | | |
Hig_her Diploma/Associate Degree or 2
2| | | | [ | | | [ | | | equivalent
EECUR/ BIER LB R R
2 | | | | [ | | | [ | ||
Professional Diploma/ 3
2 | | | | | | | | | | | | | Diploma or equivalent
BHSUBRS
2| | | | [ | | | [ | | | BRI RE
2 | | | | | | | | | | | | | Advanced Certificate/Certificate 4
or equivalent
2| | | | | [ | || | [ | || e e
2 | | | | | | | | | | | | | Secondary 5 to 7 / Hong Kong 5
Diploma of Secondary Education
2| | | | [ | | | [ | | | o equivalent
PHERL FHEPEIREE SR
2 | | | | [ | | | [ | ||
Secondary 3-4 6
2| | | | [ | | | [ | || =
2| | | | [ | | | [ | | | Others 7
HoAtr
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
Column "H" / (H){#
2 | | | | | | | | | | | | | (For Operative Staff Only)
(REBAREREL)
2 | | | | [ | | | [ | ||
Average Age Range Code
2| | | | [ | | | [ | | | iR P
17 or below 5¢ 2L~ 1
2| | | | [ | | | [ | | | 18-25 2
26-30 3
2| | | | [ | | | [ | | | 31-3 4
36 - 40 5
2| | | | [ | | | [ | | | 41-49 6
50 or above =LA 7
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2| | | | | 1 | || | 1 | ||

If additional lines are necessary, please tick here [ ] and enter on supplementary sheet(s).
WMEE TR - e (V) SHEALA > MR EEEHE -
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Part |1 88 — 84y

Q.1 Internal Promotion

ERET o
Please fill in the Number of Internal Promotion in the Past 12 Months (16.8.2013 to 15.8.2014).

FAERBE T F9(16.8.2013 & 15.8.2014) » FERETHHIAR -

From Supervisory/Technical Level tc From Clerical/Operative Level tc
Managerial/Professional Level Supervisory/Technical Level
B it B HISCE /HRE TR
i LVt YN BT REE Kl A

8 11

Q.2 Number of New Recruits in the Past 12 Months (16.8.2013 to 15.8.2014).
BE+ " HA(16.8.2013 F 15.8.2014) ¥riHEMNES A B -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level Others Level
&g/ g, X8/ &
HIEANBHR g B8k EE ISR HABAR

Q.3 Number of New Recruits Without Tourism Industry Experience and / or No Tourism Training in the Past 12 Months
(16.8.2013 to 15.8.2014).

MBETE A M(16.8.2013 = 15.8.2014) 3 HEMRIRERER KRR ZIRERTINEEAE -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level Others Level
&g g,/ X8/ &/
HIEANBHR ety 24k BE ISR HA R

Q.4 Number of New Recruits Who are Fresh Graduates of Tourism Programs in the Past 12 Months (16.8.2013 to 15.8.2014).
#BE+{E A (16.8.2013 = 15.8.2014) ¥R AT EE IR IR IEIIZZ S REAY -

Supervisory/ Clerical/ Secretarial/
Technical Level Operative Level Others Level
B/ X8/ W&/
R B8k EAETAR HoAIREAR
49 52 55

Q.5 Did Your Establishment Encounter Any Difficulties in Recruitment of Employees at Various Job Levels in the Past 12 Months
(16.8.2013 to 15.8.2014)?

BT (8 H X(16.8.2013 2 15.8.2014)fEiAME{R R T TH A B BT HEE ?

|:| Yes (Please go to Q6) |:| No (Please go to Q7) |:| No recuitment nor tried to recruit (Please go to Q7)
% FH (HFEHE6B) 60 gH (BEHETED) 61 KA/ RAEEREE (BEETE)

Q.6 The Possible Reasons for Encountering Recruitment Difficulties. (You may wish to tick more than 1 box for each job level.)

BEABESNREE - ERGTEHRKME )

Reasons Managerial/ Supervisory/ Clerical/
Professional Level Technical Level Operative Level

JRA K EHENER BE it ER V(Y

(a) Lack of candidates with relevant experience |:|
it = HAHBHE SR K 63 64 65

(b) Unsatisfactory terms of employment |:| |:|
B PRI UE 66 67 68

(c) Unsatisfactory working environment |:| |:| |:|
TAFEEE 6 70 e

(d) Limited career prospects |:| |:| |:|
EIHEE AR 2 73 74

(e) Insufficient trained/qualified manpower in the related disciplines |:| |:| |:|
i = BAHB SR SRR A TTE R 75 76 77

(f) Competition for manpower from the Mainland/Macao/Other Cities |:| |:| |:|
TRE AR R, HAt T e AT 8 9 80

(g) Others (please specify) |:| |:| |:|
HAth, (FERIA) 81 82 83
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Q.7

The Total Number of Employees Who Had Left Your Establishment in the Past 12 Months (16.8.2013 to 15.8.2014).

F--—{F H N(16.8.2013 & 15.8.2014) S HHE = AR -

Managerial/ Supervisory/ Clerical/
Professional Level Technical Level Operative Level
&/ ga, X8/
HEANER i B8k EAETAR

87 91 95

Secretarial/
Others Level

s
R

L[]

99

Q.8 The Expected Number of Employees Who will be Retiring from your Establisment in the coming 12 Months (15.8.2014 to 14.8.2015)

B THE TR+ B A N (15.8.2014 = 14.8.2015)1R{R YR QAR -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level Others Level
sy B StH B
HEANEH g S8k BIE T AR
L1 1 1 | L1 1 1 | L1 1 1 | L1 1 1 |
104 108 112 116
Preferred Years of Tourism Industry Experience Before Occupying the Post (Please tick "v'**).
EEEEHBHIEAEREREET(ENESR (F'v) -
Less than 1 year - less 3 years - less 6 years - less 10 years or
No experience 1 year than 3 years than 6 years than 10 years above
pE VEPIT VEFEIFELIT SEFEOELLT BEFIOELIT 104
Managerial/Professional Level
K EHENER
121 122 123 124 125 126
Supervisory/Technical Level
BE it Bk
128 129 130 131 132 133
Clerical/Operative Level
V(Y
135 136 137 138 139 140
Secretarial/Others Level
ME HATRAR
142 143 144 145 146 147
Average Man-day Spent on Internal Training in the Past 12 Months (16.8.2013 to 15.8.2014) (Please tick "'v"™").
=8 A P4(16.8.2013 Z 15.8.2014) A WERESIE A TSI BB (B V™") -
Less than 5 days - less 10 days - less 15 days - less 20 days - less 1 month
Nil 5 days than 10 days than 15 days than 20 days than 1 month or above
5HZE 10HE BHE 20H= —fEH
i3 5 HUUF 10 HELF 15 HELF 20H AT —EALT AL
Managerial/Professional Level
Syt YN 14
149 150 151 152 154 155

Supervisory/Technical Level
BE it ESR
157 158 159 160

165 166 167 168

Secretarial/Others Level

P ELAIREAR
73 174 75 176

161
Clerical/Operative Level
B RETLER
169
177

Priority Accorded to Mode of Training for Employees (Priority 1, 2, 3. 1 is very suitable)
EERFEEERINGTRBERF (BERFL 2 3. 1s+5EE) -
Part-time Day Release Evening Seminar/Workshop
[EIRiEGEEIR Pt WaT e HFEDE

Managerial/Professional Level

Syt YN 14

181 182 183
Supervisory/Technical Level
BE it Bk

184 185 186
Clerical/Operative Level
B RETLER

187 188 189
Secretarial/Others Level
MhEHATRAR

190 191 192
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Q.12 Preferred Competency
REHEARSE

Please Fill in the Number of Persons Who Had Been Provided With the Following Training in the Past 12 Months (16.8.2013 to 15.8.2014).
B P8 A A(16.8.2013 2 15.8.2014) R L DU T HEIA AR -

Number of training places provided

TP TR A

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level  Others Level

(ST~ INLIS EERARR WEEMETIAR B HAMIRAR

A. Managerial Skills
EHITT

101 Business and Financial Strategy Planning, | | | | | | | | | | | | | | | |
Implementation and Evaluation 193 196 199 202

FEHS SRS - HE(T Robgad

102 Human Resources Management [ 1 | ] [ 1 | ] L L1

ANTEFER 205 208 211 214
103 Sales and Marketing Strategy Planning, [ 1 | ] [ | ] L L]
Implementation and Evaluation 217 220 223 226

T R 5 SR Y ~ HEMT Rehwf

104 Supervisory Techniques, Leadership Skills | | | | | | | | | | | | | | | |

BT SHERTT 229 232 235 238
105 Risk Management | | | | | | | | | | | | | | | |
JoR i P 241 244 247 250

106 Others (please specify) [ | | | [ | | | L ]
Hpth (FEaRHH) 253 256 259 262

B. Professional Skills

BUERIRE

201 Airline and Airport Operations [ | | | [ | | | L L]
fizE A E etk e R 265 268 271 274

202 Airline Catering [ | | | [ | | | L L
fizEiEe 277 280 283 286

203 Ticketing and Reservation System | | | | | | | | | | | | | | | |
Ly S 289 292 295 298

204 Travel Insurance Knowledge [ | | | [ | | | L L]
it A (R 301 304 307 310

205 Others (please specify) [ | | | [ | | | L L]
HAptr () 313 316 319 322

C. Generic Skills
pliiliEs 5]
301 Service Attitude/Customer Service [ | | | [ | | | L L
MRABREIE R T 325 328 331 334

302 Cammunication N T I O R
B 337 340 343 346

303 Problem Solving L1 L1 I I O
R 349 352 355 358

304 Others (please specify) [ | | | [ | | | L ]
HoAth, (F5RH) 361 364 367 370

D. Languages

TH=

Fl=g=

401 Putonghua L1 ] L1 ] N T O A

T 373 376 379 382
402 English | | | | | | | | | | | | | | | |
Hizh 385 388 391 394

403 Others (please specify) | | | | | | | | | | | | | | | |
HAth (HR9) 397 400 403 406

For Official Use Only

SRR L1 ] Ll ] [ I T I O
409 412 415 418 421
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Q. 13 The Expected Overall Changes in the Number of Persons in the Training Plan of Your Establishment for the Coming 12 Months For Official Use Only
(15.8.2014 to 14.8.2015). iR it e
BEHRETER AR E A P(15.8.2014 = 14.8.2015)RFIIGRETEI2 A B -

Managerial/ Supervisory/ Clerical Secretarial/
Professional Level Technical Level Operative Level Others Level
& g/ X8/ &/
) HEANBH STl EE LR HAtBEAR
Skill Sets
FgEsER (+/-) Persons (+/-) Persons (+/-) Persons (+/-) Persons
N 3 N 3 N 3 N 4
M Manageriaisians | | | [ | | | [ [ | L[ [ [ | L[ [ []
RIS 422 426 430 434
(ny Professionatsins | | | [ | | | [ [ | L[ [ [ | L[ [ []
HEERGE 438 442 446 450
(111) Generic Skills e e O I O
AR 454 458 462 266
(IV) Languages e I O L
== 470 474 478 482 486

%58 (End of questionnaire)
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Part |

Appendix B
b5k B

The 2014 Manpower Survey of the Tourism Industry
JEHEEE — O—MUE A JTERE

Explanatory Notes

F—Hi

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

AEERN (A) 2 (H) - A EH - 55E (0) R7755% -

2. Column ‘A’ - Titles of Principal Jobs in the Tourism Industry

(A) ] — Jeiese ¥ TR .88

(@)

(b)

(©)

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

RNE ARG T RE A BN BRI - SRR E R EERE I - 58
TR RN B AT - TG EHERES - sateftArfiEtt -

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

AL AP R SRS A LA £ SRR - WA EEER I TAEN S P RE

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

SRR B AR  HAE A BIE RARER (B) & (H) MR
IR
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3. Column ‘B’ — Average Monthly Income Code

(B) i — P& HUIALRIE

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

SEIEREE P AN - " AR SRR - mis TOEEA - A5 C B
R ~ PRERAEAG ~ BRATREAL - AL - (REHEM *)

Average Monthly Income Code

PHEEH A ot
$8,000 or below (DL~ 01
$8,001 - $10,000 02
$10,001 - $15,000 03
$15,001 - $20,000 04
$20,001 - $30,000 05
$30,001 - $40,000 06
$40,001 or above =L _F 07

4. Column ‘C’ - Number of Employees (Excluding Trainees/Apprentices) as at 15.8.2014
(C) # — {F 2014 £ 8 H 15 HZ{EE ANE(FE4 B4R

‘Employees’ refer to those working full-time (i.e. at least 4 weeks a month, and not less
than 18 hours in each week) under the payroll of the establishment. These include
proprietors and partners working full-time for the establishment.  *Trainees/Apprentices’
refer to those employees undergoing training, and include trainees receiving any form of
training & apprentices under a contract of apprenticeship. These definitions also apply
to ‘employee(s)’, “trainee(s)/apprentice(s)’ appearing in other parts of the questionnaire.
"EE R EEREN SR IE (AEREDINE - BRI/ VN ) BY5Z2#7
ANE - EPEEEEEN SR TR EREBA - T884, /T8, 5EE
Pzillsie B - RS E RSP AGIRIEE L - MRS S 42
EAGE - HAELRAHER TRE, - TEEAE, S TEE T €RE -
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5. Column ‘D’ - Number of Vacancies as at 15.8.2014
(D) H# — 7£ 2014 48 H 15 H 7 Z=f1EH

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

"EA R ) e SR BRI R 22 > SR ILZE A T B E R RS A S A -

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

(E) 1 — FEstH+—{EH &2 e & A

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

T S\ B B AR (8 A A 8 AR - AfsESE s e ] ek
Wi - PERRFTERVEFEZ Y /DY (C) i -

7. Column ‘F’ — No. of Trainees/Apprentices as at 15.8.2014
(F) f — £ 201448 H 15 H 2 &EH4E 24 NE

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

SRR IEAERE 23ISRy (B B ARE > BRSIEAER 2 S GV E S L - DUIRE

EE G LY ZSHIEAE -
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. Column ‘G’ - Preferred Education of Employees

(G) il — (EEHAHEEE

Please enter in this column the appropriate code number showing the education level
which an employer prefers his employees to have.

At MRS E LR R A HEABREEEEA (G) #MA -

Education Code
LEEE S
Bachelor Degree or above 1
B2l E
Higher Diploma / Associate Degree or equivalent 2
ESCUR, RIS IE FERE
Professional Diploma/Diploma or equivalent 3
BERUR,SUB R FEE
Advanced Certificate/Certificate or equivalent 4

ARG S5 BE R

Secondary 5 to 7 / Hong Kong Diploma of Secondary 5
Education or equivalent

hhERL JAEPESURIFFERE

Secondary 3 - 4 6
b=y

Others 7
HoAth
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9. Column ‘H’ — Staff’s Average Age Range as at 15.8.2014 (for operative staff only)
(H) i — 7 2014 4 8 H 15 H={E{e B 2 VIR (HERNEET)

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

Al B PRl Ty SRt E A (H) B -

Code Average Age Range

ek SRR
1 17 or below =L T
2 18 - 25
3 26 - 30
4 31-35
) 36 - 40
6 41 -49
7 50 or above =L _F

*Note: If you have more than one employee concerned doing the same job, please enter the average figure

for that job category which is given by:

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

Total number of the employees concerned in that category
R CEREFEBELIFARIEEBE % o ST YIE A ETE

REEZIA TR A R (E AU A S8E
B LI A R R B B
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Part 11

i)

1. Internal Promotion
NERE
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 / Technical Level to Managerial / Professional Level”, and from “Clerical /
Operative Level to Supervisory / Technical Level” in the past 12 months (16.8.2013 to
15.8.2014) in the respective columns.
WEN S THETa{E BN TIERE B sl B TR A RE e ER =R - 557 Ei
PUEEEE AP (1682013 & 15.8.2014) HEREPIEI S Rl BB E
FyeSHR BIE N B DU B R F a2 EE /Hilr S 4Ry N8 -

2. Number of New Recruits in the Past 12 Months (16.8.2013 to 15.8.2014)
#EF(HHA (16.8.2013 % 15.8.2014) HiARENY(E & A B
The number of new recruits in the past 12 months (16.8.2013 to 15.8.2014) refers to the
number of employees you hired in the past 12 months (16.8.2013 to 15.8.2014).
BT OEEEET (@ H RN (16.8.2013 F 15.8.2014) St diEn g 2
N (&

3. Number of New Recruits Without Tourism Industry Experience and/or No Tourism
Training in the Past 12 Months (16.8.2013 to 15.8.2014)
AT {EHN (16.8.2013 % 15.8.2014) Frifafi ki SR &L B K Bl fit i 7 ik i
EiE e BB
Please provide the total number of new employees joining your establishment without
previous tourism industry experience, and/or no tourism training, such as fresh
non-tourism programs school leavers.
i fe AR I A SR piI A e i SR & K sl e 2 ik e 0V e & (BIanIRhR
i SEFIESEIEES EDIUN '

4. Number of New Recruits who are Fresh Graduates of Tourism Programs in the Past 12

Months (16.8.2013 to 15.8.2014)
BELTEAR (16.8.2013 % 15.8.2014) HiiANEAY MEEHE HE Rt FRIZ SR A
L

‘New Recruits who are Fresh Graduates of Tourism Programs in the Past 12 Months
(16.8.2013 to 15.8.2014)" refers to the employees joining your establishment who are
fresh graduates of Tourism programs.

WmET{EHN (16.8.2013 £ 15.8.2014) ' HriHNSAYIEE LRI EBRIE REA
NN )i SeF RN s o
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. Whether Encounter Any Difficulties in Recruitment of Employees at VVarious Job Levels

in the Past 12 Months (16.8.2013 to 15.8.2014)
A+ {FH N (16.8.2013 % 15.8.2014) {FHANE{E & 77 [HI A 75 45 2l R

Please state whether your establishment encountered any difficulties in recruiting
employees at various job levels in the past 12 months (16.8.2013 to 15.8.2014). If yes,
please go to question 6; if not or no recruitment/nor tried to recruit, please go to question
7.

s AT EH N (16.8.2013 £ 15.8.2014) SEFIHBSHEER LGS
FIREE - 404 - FREIFFE/SNE 0 AULFBEFIREE - SO ARAEEH-EE > sBEE
B -

. Possible Reasons for Encountering Recruitment Difficulties

1 I FHHS PR S FR A

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

ap BB FITHIS NS R N - R T — TR -

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

Months (16.8.2013 to 15.8.2014)
A T{EHNA (16.8.2013 % 15.8.2014) FEEENV{(EE A\

Please fill in the number of different levels of employees who left employment with your
establishment in the past 12 months (16.8.2013 to 15.8.2014).

SHHEEE A (E AN (16.8.2013 % 15.8.2014) SRR S B IEE N -

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

Coming 12 Months (15.8.2014 to 14.8.2015)
SRS TESTE AR 12 (M AN (15.8.2014 & 14.8.2015) E(AM{EE AL

Please provide the estimated number of different levels of employees who will be retiring
in coming 12 months (15.8.2014 to 14.8.2015).

s et R AR T Z{EH Y (15.8.2014 % 14.8.2015) HEHEMER IR 24N R BN EL -

. Preferred Years of Tourism Industry Experience before Occupying the Post

(& SYEEIRIAT EA (e 5 TAERY 2

Please enter the preferred number of years of tourism industry experience which your
establishment prefers the employee(s) to possess before he/she/they occupies/occupy the
present post.

sATe IR e B AR SEEIRIAT - HEAREREEE TIFFE -
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10.

11.

12.

13.

Average Man-day Spent on Internal Training in the Past 12 Months (16.8.2013 to

15.8.2014)
wE"{HHNA (16.8.2013 % 15.8.2014) HHFAAEIEISRAY 1S HEL

Please enter the average number of man-day spent on formal organized on-the-job or
in-house training and attachment programme for the number of employee(s) who had
received such training in the past 12 months (16.8.2013 to 15.8.2014).

HEELPIERISRIT P I SRS E BT AP (1682013 £ 1582014) -
B 451 TE U AR LT A 53R 7 8 -

Total No. of Man-Days Spent 4831 # [ #
Total number of the Employees concerned in that category 75 B84k FIIfI44E & A #4

Priority Accorded to Mode of Training Courses for Employees

(e 58 M e B HA ST (B RKF

Please enter the modes of training most suitable to your employees by order of priority
(1: Very Suitable to 3: Least Suitable).

ATy HE EAEE R o (e BRI e05 5 -
(1 +oEGE 3 RFEHES)

Preferred Competency

(B B EHRGEE

Please provide the number of different levels of employees who had been provided
training as listed in the past 12 months (16.8.2013 to 15.8.2014).

srteftiE A+ HH AN (16.8.2013 % 15.8.2014) FEfZ{LATHIEEHIERIZHI SR (E R
N &

The Expected Overall Changes in the Number of Persons in the Training Plan of Your
Establishment for the Coming 12 Months (15.8.2014 to 14.8.2015)

ERETEETAEAA T (HH A (15.8.2014 %5 14.8.2015) AYFI|SkET#LZ \EEEH)

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

SRAE I E VBN LA+ B - FORTHET BRI AER AR H N A g e B iR B
RES/ SRR e IR D - DU BV B 2 N g -
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Appendix C -1

2014 Manpower Survey of the
Tourism Industry

Job Descriptions for Airline Jobs
in the Tourism Industry

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

Code

Job Title Job Description

MANAGERIAL / PROFESSIONAL LEVEL

101 Administration Manager/ Ensures smooth and efficient running of the internal
Office Manager systems and procedures and the provision of prompt
and efficient centralized office and supporting
services for all personnel.
102 Director of Personnel and | Establishes general personnel policies and adheres to
Training/Director of labour laws; oversees staff recruitment, selection and
Human Resources replacement; assists department heads in scheduling
staff vacation; strengthens employee relations with
special incentive and activity programmes; handles
staff grievances; prepares staff magazine; works with
operation analyst in staff control.
103 Director of Public Responsible for publicity campaigns of special events
Relations/Public Relations |and promotion; liaises with the press and
Manager entertainment media; writes and edits all materials for

in-house promotions; handles photo captions, news
stories and magazine features of the company for press
release locally and internationally; prepares annual
advertising budget; reviews regularly the major social
media and related websites, responds and provide
feedback; monitors and advises on the update of the
travel agent’s home webpage.
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Code

Job Title

Job Description

MANAGERIAL / PROFESSIONAL LEVEL (Continued)

104 EDP Manager/Computer Responsible for all the computer processing including
Systems Manager/ functions such as office automation, information
Information Systems resources and telecommunication. Takes charge of
Service Manager long range planning and operations. Analyses how

EDP can be applied to solve specific user problems,
and designs EDP solutions.

105 Executive Director/ Assumes the total responsibility of managing a
General Manager/ hospitality  establishment, usually with  other
Proprietor/Partner/ managers/executives as  direct  subordinates;
Managing Director implements the company’s policies with a view to

achieving their objectives.

106 Financial Controller/ Oversees accounting matters; advises top management
Accountant on financing of capital expenditure monitors and

reviews accounting and financial control system for
the company; prepares accounting reports and budgets
for top management; prepares and reviews tax returns;
supervises and coordinates the activities of accounting
staff.

107 Manager/ Takes charge of the overall operation; maintains close
Operations Manager/ liaison with personnel in the local travel market and
Area Manager participates  in international  travel  trade

conventions/conferences.

108 Marketing Manager/ Plans, organizes, directs and controls the company’s
Director of Sales/ marketing functions; reviews market and sales
Convention Manager/ analysis to determine local and overseas market
Event Manager requirements; co-ordinates public relations activities

relating to sales promotion. Chairs the daily briefing
of sales department, controls the Kardex System.
Submits a monthly sales report, solicits for group and
convention business; conducts sales campaign and
contacts all visiting travel trade and business
personnel; co-ordinates with front office manager on
short-term forecasting.

109 Personnel Manager/ Plans and implements effective  personnel

Personnel and Training
Manager/Human Resources
Manager/

Training Manager

management and training procedures for all levels of
staff; co-ordinates and controls internal and external
training; advises management on personnel/training
and management development trends; acts as course
leader in specific training programmes; provides
counselling  for employees; determines the
effectiveness of personnel and training activities.
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Code

Job Title

Job Description

MANAGERIAL / PROFESSIONAL LEVEL (Continued)

110 Reservations Manager Formulates and supervises the reservation system;
clarifies booking situation with management of
travel/tourism related organisations and commercial
accounts; promotes good relations with the public.

111 Sales Manager/Business Re-structures marketing and sales strategies; observes

Manager/ Tour Manager/ competitors and new market trends; plans sales calls
Customer Services and provides leads; conducts sales performance
Manager/ Business appraisals of subordinates; reviews sales targets
Development Manager regularly.

112 Ticketing Manager Controls, formulates and supervises the ticketing
system of the agency according to international and
local regulations; clarifies booking situation with
management of travel/tourism related organisations
and commercial accounts.

114 Others (Managerial /

Professional Level)

SUPERVISORY / TECHNICAL LEVEL

201 Account Executive/ Develops new accounts and additional business by
Sales Executive/ regularly calling on potential clients, obtains
Marketing Officer/ marketing information, follows referrals from clients
Group Sales Co-ordinator/ | and competition; follows up on future booking and
Assistant Sales Manager/ attends to complaints; completes weekly call reports.
Assistant Sales Supervisor

202 Accounting Supervisor/ Accounting duties which include the following: audit
Officer (e.g. accounts and process the payments of all of the company’s
payable/receivable/ disbursements; prepare expense analysis and other
inventory/audit/credit/ reports on suppliers’ invoices and monthly statements;
accounting/paymaster/ keep proper record of all amounts due to the company
cashier/general cashier) on a timely basis; compute all travel agents’

commissions payable; control and balance all advance
deposits; response to account disputes and queries;
prepare the monthly accounts receivable report; keep
all records relating to payroll; prepares and remits
payroll reports; compiles all tax returns.

203 Airport Manager/Officer/ | Supervises and co-ordinates all traffic activities at the

Traffic Manager/Officer/
Crew Manager/Officer/
Senior Purser/Purser/
Customer Relations/
Manager/Officer

airport and key areas in the station; deputizes for
customer service manager in his absence and informs
him when emergency procedure is required; handles
passengers complaints; keeps destination ports
informed of flight movements and passenger/cargo
loads; liaises with reservations and sales departments.
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Code

Job Title

Job Description

SUPERVISORY / TECHNICAL LEVEL (Continued)

204

EDP Supervisor/Officer/
System Analyst

Defines problems; reviews methods and evaluates
alternative solutions to business problems; constructs
information and logic  flow-charts; prepares
procedural block diagrams; designs input forms and
reports specifications; makes comparative cost
analyses when necessary, and recommends required
organizational improvements.

206

Personnel/
Training Officer

Recruits, interviews and hires employees; counsels,
transfers and dismisses employees based on appraisal
of supervisors. Counsels and advises department
heads regarding personnel problems; assists in
implementing training policies and functions; keeps
staff training records; arranges for training schedules
and liaises with outside training/education institutions.

207

Planning Supervisor/
Officer

Supervises  statistics clerks; produces regular
statistical reports; monitors monthly commitments as
against budget.

208

Reservations Supervisor/
Officer

Provides supervisory coverage in reservation during
each shift; clarifies booking situation and feeds back
vital information to departments concerned; promotes
good relations with the public.

209

Sales Supervisor/Officer

Assists the manager to co-ordinate tour operation for
groups and individuals; liaises with airlines, other
travel agencies and hotels; promotes sales to
commercial accounts.

210

Ticketing Supervisor/
Officer

Provides supervisory coverage in ticket office;
compiles daily, weekly and monthly statistical reports
on tickets issued; updates information of flight
movements, exchange rates and air tariffs; assists
subordinates in handling complicated matters.

211

Analyst

Control passenger bookings and monitor reservations
(technical) standards on the route(s) assigned; review
flight booking profiles, short term capacity planning
and allocation/re-allocation of seats.

213

Others (Supervisory /
Technical Level)
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Code

Job Title

Job Description

CLE

RICAL / OPERATIVE LEVE

L

301

Accounting Clerk/
General Cashier

Performs a variety of routine calculating, posting,
recording, filing and typing duties in accounts
department, maintains complete records of cash and
financial transactions, verifies accuracy of documents
and makes necessary calculation.

302

Bookkeeper

Maintains complete records of cash and financial
transactions, verifies accuracy of documents and
makes necessary calculation.

303

General Office Clerk/
Personnel Clerk/
Training Clerk/

Sales Clerk/Control Clerk

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

304

Reservations Agent

Controls booking situation for all flights; works with
ticketing officers; sells seats and services to
passengers;  provides information to  other
departments.

305

Sales Representative/
Marketing Executive

Meets sales targets; selling air travel services;
produces regular reports on business transactions;
attends daily briefing and follows up with leads
supplied by supervisor.

306

Statistical Clerk/
Operation Clerk

Produces timetables and schedules publications;
updates statistics; prepares flight coupons, data and
monthly cargo and passenger revenue by port for
analysis; advises local publication on daily flight
movements.

307

Cabin Attendant/Crew

Greets and conducts passengers to assigned seats; bids
farewell when disembarking; ensures that seat-belts
are fastened and “no-smoking” signs obeyed
whenever necessary; distributes reading materials,
answers enquiries; ensures prepared meals and
beverages are on board and serves them; keeps cabin
tidy and stows equipment securely, administers minor
medical aid; explains use of safety equipments;
distributes immigration and landing forms; may
collect money for beverages and duty free items;
makes announcements.

308

Cargo Officer
(Passenger Service)

Deals with matters connected with airfreight, such as
airway bills or consignment notes, loading, unloading
and distribution of load on the plane.
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Code

Job Title

Job Description

CLERICAL / OPERATIVE LEVEL

(Continued)

309

Ground Hostess/
Ground Crew/
Ground Services Staff

Guides and assists passengers to board the aircraft or
escorts disembarking passengers to the immigration
counter; makes arrangements to passenger coaches for
airport and aircraft transfers; checks passenger load
and bag number of each flight; completes flight
reports; makes necessary boarding, paging or delay
announcements. Collects and checks travel documents
and tickets from boarding passengers; calculates and
accepts charges arising from excess baggage;
implements any changes in the check-in procedure as
instructed by supervisor; obtains and issues seat
numbers; issues boarding passes; collects airport tax.

310

Information Counter Staff/
Customer Services Staff

Provides information on air fares, flight arrivals and
departures; helps passengers make advance bookings;
channels customers’ queries or complaints to the right
departments.

311

Operations Officer/
Flight Dispatching Officer

Makes out flight plans; briefs aircraft captains for their
journey; deals with fuel requirement, take-off and
landing weight restrictions; works with air traffic
control personnel.

312

Planning Officer

Assists assistant manager-airline in planning his
duties; assists in preparation of budgets; schedules
co-ordination and clearance of slots in all ports; liaises
with engineering, operations and sales.

314

Traffic Officer

Prepares load distribution sheet, crew and passenger
manifests, passenger seating plan and various other
documents required for clearing the aircraft and its
load at arrival in other countries; works with the
operations staff.

318

Systems Support Operator/
EDP Operator/
Computer Operator

Operates and controls data processing equipment;
enters prepared source data into data entry machine;
records data on card, magnetic tape and disk,
despatches computer print-outs to users; set-up,
renews and updates the travel agent’s home page;
monitors and provides data on the website traffic for
management’s analysis.
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Code

Job Title

Job Description

CLERICAL / OPERATIVE LEVEL (Continued)

324

Airline Reservation and/or
Ticketing Clerk

Makes travel and hotel reservation according to
customers’ requirement; examines schedules of air,
sea or land transport and hotel facilities; completes
and issues tickets, vouchers and other documents;
makes special arrangements for package tours; may
obtain passports, visas and foreign currencies; may
prepare accounts and receive payments. Advises on
air fares and routes; makes bookings for customers;
collects money in the right currency and issues tickets
to passengers; checks flight movements.

325

Others
(Clerical / Operative Level)

SECRETARIAL / OTHERS LEVEL

401 Executive Secretary/ Takes dictation and transcribes letters, reports and
Secretary/Typist memos; answers telephone, screen calls and takes
messages; prepares replies to routine enquiries;
maintains daily calendar and appointment schedules;
receives personal callers and performs related
secretarial duties.
402 Office Assistant/ Handles odd jobs and despatches errands for the
Messenger general office.
403 Others

(Secretarial / Others Level)
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Job Code
101
102
103

104

105

106
107

108

109

110

111

112

114

2014 Manpower Survey of the Tourism Industry

Job Code List for Airline Jobs
in the Tourism Industry

Managerial / Professional Level

Administration Manager/Office Manager
Director of Personnel and Training/Director of Human Resources
Director of Public Relations/Public Relations Manager

EDP Manager/Computer Systems Manager/
Information Systems Service Manager

Executive Director/General Manager/Proprietor/Partner/
Managing Director

Financial Controller/Accountant
Manager/Operations Manager/Area Manager

Marketing Manager/Director of Sales/Convention Manager/
Event Manager

Personnel Manager/Personnel and Training Manager/
Human Resources Manager/Training Manager

Reservations Manager

Sales Manager/Business Manager/Tour Manager/
Customer Services Manager/Business Development Manager

Ticketing Manager

Others (Managerial / Professional Level)
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Job Code Supervisory / Technical Level

201 Account Executive/Sales Executive/Marketing Officer/
Group Sales Co-ordinator/Assistant Sales Manager/
Assistant Sales Supervisor

202 Accounting Supervisor/Officer (e.g. accounts payable/receivable/inventory/
audit/credit/accounting/paymaster/cashier/general cashier)

203 Airport Manager/Officer/Traffic Manager/ Officer/Crew Manager/ Officer/
Senior Purser/Purser/Customer Relations Manager/Officer

204 EDP Supervisor/Officer/System Analyst

206 Personnel/Training Officer

207 Planning Supervisor/Officer

208 Reservations Supervisor/Officer

209 Sales Supervisor/Officer

210 Ticketing Supervisor/Officer

211 Analyst

213 Others (Supervisory / Technical Level)

Job Code Clerical / Operative Level

301 Accounting Clerk/General Cashier

302 Bookkeeper

303 General Office Clerk/Personnel Clerk/Training Clerk/Sales Clerk/
Control Clerk

304 Reservations Agent

305 Sales Representative/Marketing Executive

306 Statistical Clerk/Operation Clerk

307 Cabin Attendant/Crew

308 Cargo Officer (Passenger Service)

309 Ground Hostess/Ground Crew/Ground Services Staff

310 Information Counter Staff/Customer Services Staff
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Job Code Clerical / Operative Level (continued)

311 Operations Officer/Flight Dispatching Officer
312 Planning Officer
314 Traffic Officer
318 Systems Support Operator/EDP Operator/Computer Operator
324 Airline Reservation and/or Ticketing Clerk
325 Others (Clerical / Operative Level)
Job Code Secretarial / Others Level
401 Executive Secretary/Secretary/Typist
402 Office Assistant/Messenger
403 Others (Secretarial / Others Level)
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Vocational Training Council BkE%/5 Appendix 5b

Headquarters Division 2 4&¥FEEpE —Fl
6/F, 20A Tsing Yi Road, Tsing Yi Island, New Territories, Hong Kong
EEPAERESFEE 20A 3% 6 1

www.vtc.edu.hk

Telephone No E&&f 3907 6820 Facsimile No. {HE 2574 3759
Our Reference A JEf&E5% (26 ) in HO/1/2 (2014) (T) Your Reference & p41E 5%

21%" August 2014
Dear Sir/Madam,

2014 Manpower Survey of the Tourism Industry

On behalf of the Vocational Training Council, I am writing to solicit your kind
cooperation in the 2014 Manpower Survey of the Tourism Industry to be conducted by the
Hotel, Catering and Tourism Training Board. The Training Board is a statutory body
appointed by the Government responsible for matters pertaining to manpower training in the
tourism industry.

The purpose of the survey is to assess the latest manpower situation and training
needs so as to enable the Training Board to formulate appropriate training plans for the Hong
Kong tourism industry.  The survey will be conducted from 28" August to
26™ September 2014. A reference day is given as 15™ August 2014. Your support in
supplying the information would be much appreciated.

I enclose the following documents in both English and Chinese for your
completion and reference:

(1) Questionnaire;

(2) Explanatory notes; and

(3) Descriptions of principal jobs.

During the survey period, an officer from the Census and Statistics Department
will contact your office. The officer will answer any questions you may have, and collect
the completed questionnaire.

The findings of the survey together with the training measures recommended by

the Hotel, Catering and Tourism Training Board will be presented in a report published by
the Training Board.
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For details of the past manpower survey reports of the industry, please visit our
website: http://www.vtc.edu.hk/html/en/about/manpower_publications2437.html

I wish to assure you that the information collected will be handled in strictest
confidence and will be published only in the form of statistical summaries without reference
to individual companies. Should you have any questions regarding the survey, please
contact the Manpower Statistics Section of the Census and Statistics Department at
2116 8436.

Thank you for your valuable support.

Yours faith’fduﬂz,_
~

~(Larry T oun:?,(ﬁg-kong)
" "Chairnjan
Hotel, Catering and Tourism Training Board
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Vocational Training Council B %k /5 4% 5Db
Headquarters Division 2 4&¥FEEpE —Fl

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

EEPAERESFEE 20A 3% 6 1

www.vtc.edu.hk

Telephone No ZE:E 3907 6820 Facsimile No. {HE 2574 3759
Our Reference A EfE5% (26) in HO/1/2 (2014) (T) Your Reference g SR

EEIC TR S 7 g
ik # 2E — O — VU 4E N\ ST 88 &

BENKEFTE T HIERE - KRB MR EINSE B T T IR 5
%:Q—Eikjﬂﬁﬁ RKRANERETBRIIERRFETSME > REH
B - AZEGEREBRNEZEMENECHE  AFREEXENANINGEH -

RS ARABIREEZERTOIANTBE R RINSKTEZE > DEFRETEHEN
gistdE > AZBEgBERN_O—WMWEAAZ+/NHENLHAZ+/SNHH
METANHAE #AESEHHEHR__O—WUFENAF+HH -

ARG G B b SRS > DIt 2R IEE -

1. FEFE

2. HEEWSE S K

3. T EBM LIEERUA -

HEAME > TS ENERE RS SHRE WEEZNRAE
ROWEFE TEHBESHER -

EXHAESER K AMINIGETE 2R > BEHNAIHREZTEGHR T
RHY g &

FRBEXZMEBEONEANANDHEERSE S - 77 8 E &K May@uk
http://www.vtc.edu.hk/html/tc/about/manpower_publications2437.html
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T CONFIDENTIAL BRI AR Appendix A
WHEN ENTERED WITH DATA #;% % S\Z ﬁi T 8% A
THE 2014 MANPOWER SURVEY OF THE TOURISM INDUSTRY
ik # ¥ = O — W F AN 51 &
QUESTIONNAIRE
i AR
(PLEASE READ THE EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)
(HEERA FH SR

For Official Use Only:
EREBRER

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

Type Code Code No. No. No. Digit Covered by the Questionnaire

313

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28
NAME OF COMPANY: ADDRESS:
N H % M ok

Total Number of Employees:

B B & %

Nature of Business: Airline Companies | Travel Agents |:| Ticketing Agents |:| Tour Operators |:| Others Please specify
TEMEE AV — RfTEE S AREE FATEI4H R HAth W
NAME OF PERSON TO CONTACT: | | | | | | | | | | | POSITION:
B & N # # 29 48 A
TEL.NO : FAX NO.:
’i'%;' gﬁ 49 56 57 64 j{{?j‘ﬁ:
e ma L
& 65 %
138
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38

39

40

Questionnaire - 2014 Manpower Survey of the Tourism Industry

Ri#E ¥ - O — U F AN HEE
Part |
FHH
(A) (B) (© (D) (E) ] (©) (H)
Jobs Average Number of Number of | Forecast Number of |No. of Trainees/| Preferred | Average
k755 In:gr?'reﬂgZde Employees as at Vacancies Employe‘es in Apprentices | Education of| Age Range Column "B / (B)il
a5 at 15.6.2014 15.8.2014 asat 15.8.2014 | 12 Months' Time | as at 15.8.2014 | Employees as at Please enter in this column the appropriate code
(Employee's | (Excluding Trainees / 15.8.2014 |number showing the average monthly income
basic monthly Apprentices) (for range for the employee(s). The monthly
salary + operative |income should include basic salary, overtime)
Average staff only) |pay, cost of living allowance, meal allowance,
Monthly housing allowance, travel allowance,
Su;g)elsrer}ietr;ary commission and bonus.
1£20144F8 201458H15H >~ 2014 S EA®RZ 2014 =E=] woolase  |HEE RS RARLAE: - T
fSEIZﬂZi’:j i {Eﬂ;m\f% H ;E 15 Eljf';_ 7 -l_:é%{)‘g({é 8% 15 Elﬂ; gz%g 8%&[552 H"lﬁ(/; J, @jﬁﬁ?ﬁ N @E%Tf’i//%ﬁljj ‘ﬁi/%%
ooy |BOEE BRI e ey T ?}ifng'% < RS IRITRES -
L By i
Title Rec. (s + 44 A T
T8 Typel  Code B fET)
HEA 8-10 11-12 13-16 17-19 20-23 24 - 26 27 28 Average Monthly Income Code
RSl 9N 4RI
2| | | | | [ | || | [ | || $8,000 or below 5L o1
$8,001 - $10,000 02
2 | | | | | | | | | | | | | $10,001 - $15,000 03
$15,001 - $20,000 04
2 | | | | | | | | | | | | | $20,001 - $30,000 05
$30,001 - $40,000 06
2 | | | | | | | | | | | | | $40,001 or above =LA |- 07
2 | | | | [ | | | [ | ||
2| | | | [ | | | [ | | | Column "G / (G)ff
2| | | | [ | | | [ | | | Education Code
BEEE mIt
2 | | | | | | | | | | | | | Bachelor Degree or above 1
BB LA b
2| | | | [ | | | [ | | |
Hig_her Diploma/Associate Degree or 2
2| | | | [ | | | [ | | | equivalent
EECUR/ BIER LB R R
2 | | | | [ | | | [ | ||
Professional Diploma/ 3
2 | | | | | | | | | | | | | Diploma or equivalent
BEOSUBR
2| | | | [ | | | [ | | | BRI RE
2 | | | | | | | | | | | | | Advanced Certificate/Certificate 4
or equivalent
2| | | | L 1 | | | L [ | || ey e
2 | | | | | | | | | | | | | Secondary 5 to 7 / Hong Kong 5
Diploma of Secondary Education
2| | | | [ | | | [ | | | o equivalent
PHERL FEPEIUREE SRR
2 | | | | [ | | | [ | ||
Secondary 3-4 6
2| | | | [ | | | [ | || =
2| | | | [ | | | [ | | | Others 7
HoAtr
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
Column "H" / (H){#
2 | | | | | | | | | | | | | (For Operative Staff Only)
(REBAREREL)
2 | | | | [ | | | [ | ||
Average Age Range Code
2| | | | [ | | | [ | | | iR P
17 or below 5¢ 2L~ 1
2| | | | [ | | | [ | | | 18-25 2
26-30 3
2| | | | [ | | | [ | | | 31-35 4
36 - 40 5
2| | | | [ | | | [ | | | 41-49 6
50 or above =LA 7
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2 | | | | [ | | | [ | ||
2| | | | [ | | | [ | | |
2| | | | [ | | | [ | | |
2| | | | | 1 | || | 1 | ||

If additional lines are necessary, please tick here [ ] and enter on supplementary sheet(s).
WMEE TR - ek (V) SHEALA > MR EEEIHE -
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Part Il 58 —&R4%
Q.1 Internal Promotion

ERET o
Please fill in the Number of Internal Promotion in the Past 12 Months (16.8.2013 to 15.8.2014).
SHEFAE T (E X (16.8.2013 % 158.2014) » ]EFEFAIAL -

From Supervisory/Technical Level tc From Clerical/Operative Level tc
Managerial/Professional Level Supervisory/Technical Level
B it B HISCE HRAE TR
i LVt YN BT REE Bl A

8 11

Q.2 Number of New Recruits in the Past 12 Months (16.8.2013 to 15.8.2014).
BE+ {8 HA(16.8.2013 F 15.8.2014) ¥riHEMNES AE -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level Others Level
&g g,/ X8/ &
HEANBH ety 24k ERETAR HAt R

Q.3 Number of New Recruits Without Tourism Industry Experience and / or No Tourism Training in the Past 12 Months
(16.8.2013 to 15.8.2014).

BETE A M(16.8.2013 = 15.8.2014)FHEM IR K RREZIRERTINEEAE -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level Others Level
&g/ ==y X8/ &
HEANBH ety 24k EETAR HoARRAR

Q.4 Number of New Recruits Who are Fresh Graduates of Tourism Programs in the Past 12 Months (16.8.2013 to 15.8.2014).
BE+{E A (16.8.2013 2 15.8.2014) ¥R EEIRERIEIIZZEREAY -

Supervisory/ Clerical/ Secretarial/
Technical Level Operative Level Others Level
BE X8/ W&
R B8k EAETAR HoARRRAR
49 52 55

Q.5 Did Your Establishment Encounter Any Difficulties in Recruitment of Employees at Various Job Levels in the Past 12 Months
(16.8.2013 to 15.8.2014)?

BT (8 H X(16.8.2013 2 15.8.2014)fEiAME{R R T TH A B BT HEE ?

|:| Yes (Please go to Q6) |:| No (Please go to Q7) |:| No recuitment nor tried to recruit (Please go to Q7)
% FH (HFEHE6B) 60 gH (BEHETED) 61 KA/ RAEEREE (FEETE)

Q.6 The Possible Reasons for Encountering Recruitment Difficulties. (You may wish to tick more than 1 box for each job level.)

BEABESNREE - EBETEHRKME )

Reasons Managerial/ Supervisory/ Clerical/
Professional Level Technical Level Operative Level

JRA K3 EHENER BE it ESR V(Y

(a) Lack of candidates with relevant experience |:|
it = HAHBHE SR K 63 64 65

(b) Unsatisfactory terms of employment |:| |:|
W PR 66 67 68

(c) Unsatisfactory working environment |:| |:| |:|
TAFEEE 6 70 e

(d) Limited career prospects |:| |:| |:|
EIHEE AR 2 73 74

(e) Insufficient trained/qualified manpower in the related disciplines |:| |:| |:|
it = BAHB SR SRR A TTER 75 76 77

(f) Competition for manpower from the Mainland/Macao/Other Cities |:| |:| |:|
TRE AR R, At 2 AT 8 9 80

(g) Others (please specify) |:| |:| |:|
HAth, (FERIA) 81 82 83
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Q.7

The Total Number of Employees Who Had Left Your Establishment in the Past 12 Months (16.8.2013 to 15.8.2014).

F--—{F H N(16.8.2013 & 15.8.2014) S HHE = AR -

Managerial/ Supervisory/ Clerical/
Professional Level Technical Level Operative Level
&/ ga X8/
HEANER i B4k EAETAR

I T I T I T

87 91 95

Secretarial/
Others Level

s
e

L[]

99

Q.8 The Expected Number of Employees Who will be Retiring from your Establisment in the coming 12 Months (15.8.2014 to 14.8.2015).

Q.10

BERETEEHERR T E A M (15.8.2014 £ 14.8. 2015 B/RHUE R AR °

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level Others Level
s g B pa=4 W/
HEANER Feffr &4k HRIETER HoAttRAK
L 1L 1 1 | L L1 1 | L L1 1 | L L1 1 |
104 108 112 116
Preferred Years of Tourism Industry Experience Before Occupying the Post (Please tick "v"™").
EEREHEBIIEARERER LFNER (Fv") -
Less than 1 year - less 3 years - less 6 years - less 10 years or
No experience 1 year than 3 years than 6 years than 10 years above
piizit VELUF VFEEIFLIT SEEGELT BEEEL0FELLT 104EE L 1
Managerial/Professional Level
Syt YN 14
121 122 123 124 125 126
Supervisory/Technical Level
BE it ESR
128 129 130 131 132 133
Clerical/Operative Level
B RETLER
135 136 137 138 139 140
Secretarial/Others Level
R HA AR
142 143 144 145 146 147
Average Man-day Spent on Internal Training in the Past 12 Months (16.8.2013 to 15.8.2014) (Please tick "'v™™").
BWEMEHP3(16.8.2013 £ 15.8.2014) FRAEIEIINEA LSS HE (F v -
Less than 5 days - less 10 days - less 15 days - less 20 days - less 1 month
Nil 5 days than 10 days than 15 days than 20 days than 1 month or above
5H%E 10 HZE 15 H%E 20 HE —{@H
fuk 5 HUF 10 HMAF 15 HUAF 20HDLTF —fEHLAT EdYu
Managerial/Professional Level
K EHENER
149 150 151 152 153 154 155
Supervisory/Technical Level
BE it Bk
157 158 159 160 161 162 163
Clerical/Operative Level
V(Y
165 166 167 168 169 170 171
Secretarial/Others Level
MhEHATRAR
173 174 175 176 177 178 179

Priority Accorded to Mode of Training for Employees (Priority 1, 2, 3. 1 is very suitable).
BERREEERIGHT R EBAXF (BERFL2 3. 1K TIES) -
Part-time Day Release Evening Seminar/Workshop
H EIEHaIHE REDE W WETE

Managerial/Professional Level
&K EHENER

181 182 183
Supervisory/Technical Level
BE it ESR

184 185 186
Clerical/Operative Level
V(Y

187 188 189
Secretarial/Others Level
R HA AR

190 191 192
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Q.12 Preferred Competency
REHEARSE

Please Fill in the Number of Persons Who Had Been Provided With the Following Training in the Past 12 Months (16.8.2013 to 15.8.2014).
B P8 A A(16.8.2013 2 15.8.2014) R L DU T HEIA AR -

Number of training places provided

TP TR A

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Level Technical Level Operative Level  Others Level

LS~ INSEI4 EERARR WEEMETIAR B HAMIRAR

A. Managerial Skills
EHITT

101 Business and Financial Strategy Planning, | | | | | | | | | | | | | | | |
Implementation and Evaluation 193 196 199 202

FEHS SRS - HE(T Robgad

102 Human Resources Management [ 1 | ] [ | ] Ll L1

ANTEFER 205 208 211 214
103 Sales and Marketing Strategy Planning, [ 1 | ] [ | ] L L]
Implementation and Evaluation 217 220 223 226

179 R T SRS ~ HETT FeAas
104 Supervisory Techniques, Leadership Skills | | | | | | | | | | | | | | | |
ERE - Ry 229 232 235 238

105 Risk Management [ | | | [ | | | L L]
Ja i 241 244 247 250

106 Others (please specify) [ | | | [ | | | L ]
Hpth (FEaRHH) 253 256 259 262

B. Professional Skills
B
201 Tour-guiding Ll [ ] Ll [ ] (N O T O
O 265 268 271 274

202 Tour-escorting L1 ] L1 ] I ) I
EEd 217 280 283 286

203 Convention and Exhibition Management [ | | | [ | | | L ]
e e 289 292 295 298

204 Travel Consultant [ | | | [ | | | L L]
Jite HE R 301 304 307 310

205 Ticketing and Reservation System [ | | | [ | | | L L]
Xy S EHIENS 313 316 319 322

206 Travel Insurance Knowledge [ | | | [ | | | L ]
e ORI 325 328 331 334

207 Cruise Consultant [ | | | [ | | | L ]
Bl 337 340 343 346

208 Others (please specify) [ | | | [ | | | L ]
HAptr () 349 352 355 358

C. Generic Skills
pliiliEs2s]
301 Service Attitude/Customer Service [ | | | [ | | | L L
NRRENE B RS 361 364 367 370

302 Communiction N O O I I e O B A B I
by il 373 376 379 382

303 problem Solving N T A A O A A
gL e 385 388 391 394

304 Others (please specify) [ | | | [ | | | L ]
HoAth, FH=RA) 397 400 403 406

D. Languages

TH=

Fl=g=]

401 Putonghua L1 ] L1 ] N T O A

W iEEE 409 412 415 418
402 English | | | | | | | | | | | | | | | |
R 421 424 427 430

403 Others (please specify) | | | | | | | | | | | | | | | |
HAth (HR9) 433 436 439 442

For Official Use Only

SRR L1 Ll [ I T O O
445 448 451 454 457
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Q. 13 The Expected Overall Changes in the Number of Persons in the Training Plan of Your Establishment for the Coming 12 Months

Q.14

(15.8.2014 to 14.8.2015).
B THETAER SR+ B H A(15.8.2014 = 14.8.2015)KT3I1 SR 1812 ABEEH) -

Managerial/ Supervisory/ Clerical Secretarial/
Professional Level Technical Level Operative Level Others Level
&/ g/ X8/ W&
) HIEANBR ety 24k ERAETAR EAHREAR
Skill Sets
FERERER (+7-) Persons (+7-) Persons (+/1-) Persons (+/1-) Persons
N N N N
(1) Managerial Skills | | | | | | | | | | | | | | |
BRI 458 462 466 470
@y Professional skils || | | | | | | | | | | | | |
BUEREE 474 478 482 186
(111 Generic Skills L bl | |
TS 490 494 498 502
(IV) Languages I I I I | |
[Ses 506 510 514 518

Fl=g=

No. of Tourist Guides/Tour Escorts in the Past 12 Months (16.8.2013 to 15.8.2014).
BE+ " HA(16.8.2013 F 15.8.2014) EiE/ 4B E B AN B -

Inbound (Tourist Guides) Outbound (Tour Escorts)

Number of in-house full-time tourist guides/tour
escorts as at 15.8.2014 [ | | |

201448 H 15 HAEMAEA ST B A R A8 523

Number of freelance/part-time tourist guides/tour
escorts in the months with the most business [ | | |

527

S RERIERVESEOVEE 325V S E IN 4 533

Months of High Season in the Past 12 Months (16.8.2013 to 15.8.2014).
#BE+_{#H (16.8.2013 F 15.8.2014)iERM H {7 »

Please tick in the appropriate boxes (35 v EHEEAIRRN)
Oct

104

Dec Jan
12H 15

Nov
115

Aug
8H

[ ]

543 544 545 546 547 548

Sep
9H

Inbound ( ASENRHE )

Outbound (H4 ik #%)
556 557 558 559 560 561

%58 (End of questionnaire)
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Feb
2H

549

562

Mar
34

563

537

Apr
45

551

564

May
5H

552

565

Jun
61

553

566

Jul
7H

554

567
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Part |

Appendix B
b5k B

The 2014 Manpower Survey of the Tourism Industry
JEHEEE — O—MUE A JTERE

Explanatory Notes

F—Hi

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

AEERN (A) 2 (H) - A EH - 55E (0) R7755% -

2. Column ‘A’ - Titles of Principal Jobs in the Tourism Industry

(A) ] — Jeiese ¥ TR .88

(@)

(b)

(©)

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

RNE ARG T RE A BN BRI - SRR E R EERE I - 58
TR RN B AT - TG EHERES - sateftArfiEtt -

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

AL AP R SRS A LA £ SRR - WA EEER I TAEN S P RE

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

SRR B AR  HAE A BIE RARER (B) & (H) MR
IR
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3. Column ‘B’ — Average Monthly Income Code

(B) i — P& HUIALRIE

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

SEIEREE P AN - " AR SRR - mis TOEEA - A5 C B
R ~ PRERAEAG ~ BRATREAL - AL - (REHEM *)

Average Monthly Income Code

PHEEH A ot
$8,000 or below (DL~ 01
$8,001 - $10,000 02
$10,001 - $15,000 03
$15,001 - $20,000 04
$20,001 - $30,000 05
$30,001 - $40,000 06
$40,001 or above =L _F 07

4. Column ‘C’ - Number of Employees (Excluding Trainees/Apprentices) as at 15.8.2014
(C) # — {F 2014 £ 8 H 15 HZ{EE ANE(FE4 B4R

‘Employees’ refer to those working full-time (i.e. at least 4 weeks a month, and not less
than 18 hours in each week) under the payroll of the establishment. These include
proprietors and partners working full-time for the establishment.  *Trainees/Apprentices’
refer to those employees undergoing training, and include trainees receiving any form of
training & apprentices under a contract of apprenticeship. These definitions also apply
to ‘employee(s)’, “trainee(s)/apprentice(s)’ appearing in other parts of the questionnaire.
"EE R EEREN SR IE (AEREDINE - BRI/ VN ) BY5Z2#7
ANE - EPEEEEEN SR TR EREBA - T884, /T8, 5EE
Pzillsie B - RS E RSP AGIRIEE L - MRS S 42
EAGE - HAELRAHER TRE, - TEEAE, S TEE T €RE -
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5. Column ‘D’ - Number of Vacancies as at 15.8.2014
(D) H# — 7£ 2014 48 H 15 H 7 Z=f1EH

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

"EA R ) e SR BRI R 22 > SR ILZE A T B E R RS A S A -

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

(E) 1 — FEstH+—{EH &2 e & A

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

T E B S B AE AR AT 8 H &6 e BB - afliat SERs iy a gEHRTR
Wk - IERRFTIEAVECFIEZ Y /DY (C) 1 -

7. Column ‘F’ — No. of Trainees/Apprentices as at 15.8.2014
(F) f — £ 201448 H 15 H 2 &EH4E EB4E ANEL

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

A RS IEAE 23ISR (B R ARE > BRI 2 S IV E S L - DURARER
EEGLIZHSHIEAE -
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. Column ‘G’ - Preferred Education of Employees

(G) i — (EEHAHEEE

Please enter in this column the appropriate code number showing the education level
which an employer prefers his employees to have.

sate MYdmsort (e Eal RlE R EABEELEA (G) A -

Education Code
HERE o
Bachelor Degree or above 1
a2V
Higher Diploma / Associate Degree or equivalent 2
EASOE, /R ] S
Professional Diploma/Diploma or equivalent 3
BB, SUB RS2
Advanced Certificate/Certificate or equivalent 4

A E R E A

Secondary 5 to 7 / Hong Kong Diploma of Secondary 5
Education or equivalent

h it /AP ESURNEFERE

Secondary 3 - 4 6
=y

Others 7
HoAth
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9. Column ‘H’ — Staff’s Average Age Range as at 15.8.2014 (for operative staff only)
(H) i — 7 2014 4 8 H 15 H={E{e B 2 VIR (HERNEET)

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

Al B PRl Ty SRt E A (H) B -

Code Average Age Range

ek SRR
1 17 or below =L T
2 18 - 25
3 26 - 30
4 31-35
) 36 - 40
6 41 -49
7 50 or above =L _F

*Note: If you have more than one employee concerned doing the same job, please enter the average figure

for that job category which is given by:

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

Total number of the employees concerned in that category
R CEREFEBELIFARIEEBE % o ST YIE A ETE

REEZIA TR A R (E AU A S8E
B LI A R R B B
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Part 11

i)

1. Internal Promotion
NERE
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 / Technical Level to Managerial / Professional Level”, and from “Clerical /
Operative Level to Supervisory / Technical Level” in the past 12 months (16.8.2013 to
15.8.2014) in the respective columns.
WEN S THETa{E BN TIERE B sl B TR A RE e ER =R - 557 Ei
PUEEEE AP (1682013 & 15.8.2014) HEREPIEI S Rl BB E
FyeSHR BIE N B DU B R F a2 EE /Hilr S 4Ry N8 -

2. Number of New Recruits in the Past 12 Months (16.8.2013 to 15.8.2014)
#EF(HHA (16.8.2013 % 15.8.2014) HiARENY(E & A B
The number of new recruits in the past 12 months (16.8.2013 to 15.8.2014) refers to the
number of employees you hired in the past 12 months (16.8.2013 to 15.8.2014).
BT OEEEET (@ H RN (16.8.2013 F 15.8.2014) St diEn g 2
N (&

3. Number of New Recruits Without Tourism Industry Experience and/or No Tourism
Training in the Past 12 Months (16.8.2013 to 15.8.2014)
AT {EHN (16.8.2013 % 15.8.2014) Frifafi ki SR &L B K Bl fit i 7 ik i
EiE e BB
Please provide the total number of new employees joining your establishment without
previous tourism industry experience, and/or no tourism training, such as fresh
non-tourism programs school leavers.
i fe AR I A SR piI A e i SR & K sl e 2 ik e 0V e & (BIanIRhR
i SEFIESEIEES EDIUN '

4. Number of New Recruits who are Fresh Graduates of Tourism Programs in the Past 12

Months (16.8.2013 to 15.8.2014)
BELTEAR (16.8.2013 % 15.8.2014) HiiANEAY MEEHE HE Rt FRIZ SR A
L

‘New Recruits who are Fresh Graduates of Tourism Programs in the Past 12 Months
(16.8.2013 to 15.8.2014)" refers to the employees joining your establishment who are
fresh graduates of Tourism programs.

WmET{EHN (16.8.2013 £ 15.8.2014) ' HriHNSAYIEE LRI EBRIE REA
NN )i SeF RN s o
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. Whether Encounter Any Difficulties in Recruitment of Employees at VVarious Job Levels

in the Past 12 Months (16.8.2013 to 15.8.2014)
A+ {FH N (16.8.2013 % 15.8.2014) {FHANE{E & 77 [HI A 75 45 2l R

Please state whether your establishment encountered any difficulties in recruiting
employees at various job levels in the past 12 months (16.8.2013 to 15.8.2014). If yes,
please go to question 6; if not or no recruitment/nor tried to recruit, please go to question
7.

s AT EH N (16.8.2013 £ 15.8.2014) SEFIHBSHEER LGS
FIREE - 404 - FREIFFE/SNE 0 AULFBEFIREE - SO ARAEEH-EE > sBEE
B -

. Possible Reasons for Encountering Recruitment Difficulties

1 I FHHS PR S FR A

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

ap BB FITHIS NS R N - R T — TR -

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

Months (16.8.2013 to 15.8.2014)
A T{EHNA (16.8.2013 % 15.8.2014) FEEENV{(EE A\

Please fill in the number of different levels of employees who left employment with your
establishment in the past 12 months (16.8.2013 to 15.8.2014).

SHHEEE A (E AN (16.8.2013 % 15.8.2014) SRR S B IEE N -

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

Coming 12 Months (15.8.2014 to 14.8.2015)
SRS TESTE AR 12 (M AN (15.8.2014 & 14.8.2015) E(AM{EE AL

Please provide the estimated number of different levels of employees who will be retiring
in coming 12 months (15.8.2014 to 14.8.2015).

s et R AR T Z{EH Y (15.8.2014 % 14.8.2015) HEHEMER IR 24N R BN EL -

. Preferred Years of Tourism Industry Experience before Occupying the Post

(& SYEEIRIAT EA (e 5 TAERY 2

Please enter the preferred number of years of tourism industry experience which your
establishment prefers the employee(s) to possess before he/she/they occupies/occupy the
present post.

sATe IR e B AR SEEIRIAT - HEAREREEE TIFFE -
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10.

11.

12.

13.

Average Man-day Spent on Internal Training in the Past 12 Months (16.8.2013 to

15.8.2014)
wE"{HHNA (16.8.2013 % 15.8.2014) HHFAAEIEISRAY 1S HEL

Please enter the average number of man-day spent on formal organized on-the-job or
in-house training and attachment programme for the number of employee(s) who had
received such training in the past 12 months (16.8.2013 to 15.8.2014).

HEELPIERISRIT P I SRS E BT AP (1682013 £ 1582014) -
B 451 TE U AR LT A 53R 7 8 -

Total No. of Man-Days Spent 4831 # [ #
Total number of the Employees concerned in that category 75 B84k FIIfI44E & A #4

Priority Accorded to Mode of Training Courses for Employees

(e 58 M e B HA ST (B RKF

Please enter the modes of training most suitable to your employees by order of priority
(1: Very Suitable to 3: Least Suitable).

ATy HE EAEE R o (e BRI e05 5 -
(1 +oEGE 3 RFEHES)

Preferred Competency

(B B EHRGEE

Please provide the number of different levels of employees who had been provided
training as listed in the past 12 months (16.8.2013 to 15.8.2014).

srteftiE A+ HH AN (16.8.2013 % 15.8.2014) FEfZ{LATHIEEHIERIZHI SR (E R
N &

The Expected Overall Changes in the Number of Persons in the Training Plan of Your
Establishment for the Coming 12 Months (15.8.2014 to 14.8.2015)

ERETEETAEAA T (HH A (15.8.2014 %5 14.8.2015) AYFI|SkET#LZ \EEEH)

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

SRAE I E VBN LA+ B - FORTHET BRI AER AR H N A g e B iR B
RES/ SRR e IR D - DU BV B 2 N g -
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14. Number of Tourist Guides/Tour Escorts in the Past 12 Months (16.8.2013 to 15.8.2014)
A {HHA (16.8.2013 % 15.8.2014) EiF EEAEE N\EL

Please fill in the number of in-house full-time inbound and outbound tourist guides/tour
escorts as at 15.8.2014. Please also enter the number of inbound and outbound
freelance/part-time tourist guides/tour escorts in the past 12 months (16.8.2013 to
15.8.2014) with the most business.

sateft 2014 - 8 H 15 HAEHRE 2B AL S MR IR I E T, SR HI N - W hefhE
= 12 fHHMA (16.8.2013 % 15.8.2014) it H {7 AR R HRIRIFRT &Y, FelE 1z~
HERANEL -

15. Months of High Season in the Past 12 Months (16.8.2013 to 15.8.2014)
- {E H 1N(16.8.2013 £ 15.8.201)HFZEHY H {43

Please put a tick in the appropriate box for the months of high season for inbound and
outbound in your establishment in the past 12 months (16.8.2013 to 15.8.2014).

S EMAEIE A T (E AN (16.8.2013 ZF 15.8.2014) AJE K gk =M B
> M S 2R Y75k -
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Appendix C - 2

2014 Manpower Survey of the

Tourism Industry

Job Descriptions for Travel Agent Jobs
in the Tourism Industry

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

Code

Job Title

Job Description

MANAGERIAL / PROFESSIONAL LEVEL

101

Administration Manager/
Office Manager

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

102

Director of Personnel and
Training/Director of
Human Resources

Establishes general personnel policies and adheres to
labour laws; oversees staff recruitment, selection and
replacement; assists department heads in scheduling
staff vacation; strengthens employee relations with
special incentive and activity programmes; handles
staff grievances; prepares staff magazine; works with
operation analyst in staff control.

103

Director of Public
Relations/Public Relations
Manager

Responsible for publicity campaigns of special events
and promotion; liaises with the press and
entertainment media; writes and edits all materials for
in-house promotions; handles photo captions, news
stories and magazine features of the company for press
release locally and internationally; prepares annual
advertising budget; reviews regularly the major social
media and related websites, responds and provide
feedback; monitors and advises on the update of the
travel agent’s home webpage.
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Code

Job Title

Job Description

MANAGERIAL / PROFESSIONAL LEVEL (Continued)

104 EDP Manager/Computer | Responsible for all the computer processing including
Systems Manager/ functions such as office automation, information
Information Systems resources and telecommunication. Takes charge of
Service Manager long range planning and operations. Analyses how

EDP can be applied to solve specific user problems,
and designs EDP solutions.

105 Executive Director/ Assumes the total responsibility of managing a
General Manager/ hospitality  establishment, usually with  other
Proprietor/Partner/ managers/executives  as  direct  subordinates;
Managing Director implements the company’s policies with a view to

achieving their objectives.

106 Financial Controller/ Oversees accounting matters; advises top management
Accountant on financing of capital expenditure monitors and

reviews accounting and financial control system for
the company; prepares accounting reports and budgets
for top management; prepares and reviews tax returns;
supervises and coordinates the activities of accounting
staff.

107 Manager/ Takes charge of the overall operation; maintains close
Operations Manager/ liaison with personnel in the local travel market and
Area Manager participates in international travel trade

conventions/conferences.

108 Marketing Manager/ Plans, organizes, directs and controls the company’s
Director of Sales/ marketing functions; reviews market and sales
Convention Manager/ analysis to determine local and overseas market
Event Manager requirements; co-ordinates public relations activities

relating to sales promotion. Chairs the daily briefing
of sales department, controls the Kardex System.
Submits a monthly sales report, solicits for group and
convention business; conducts sales campaign and
contacts all visiting travel trade and business
personnel; co-ordinates with front office manager on
short-term forecasting.

109 Personnel Manager/ Plans and implements effective  personnel

Personnel and Training
Manager/Human
Resources Manager/
Training Manager

management and training procedures for all levels of
staff; co-ordinates and controls internal and external
training; advises management on personnel/training
and management development trends; acts as course
leader in specific training programmes; provides
counselling  for employees; determines the
effectiveness of personnel and training activities.
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Code Job Title Job Description
MANAGERIAL / PROFESSIONAL LEVEL (Continued)

110 Reservations Manager Formulates and supervises the reservation system;
clarifies booking situation with management of
travel/tourism related organisations and commercial
accounts; promotes good relations with the public.

111 Sales Manager/Business Re-structures marketing and sales strategies; observes
Manager/Tour Manager/ competitors and new market trends; plans sales calls
Customer Services and provides leads; conducts sales performance
Manager/Business appraisals of subordinates; reviews sales targets
Development Manager regularly.

112 Ticketing Manager Controls, formulates and supervises the ticketing
system of the agency according to international and
local regulations; clarifies booking situation with
management of travel/tourism related organisations
and commercial accounts.

113 Meeting, Incentives, Formulates, directs, controls strategies and policies on
Conventions and Meeting, Incentives, Conventions and Exhibitions
Exhibitions related related business.

Director/Manager

114 Others (Managerial /

Professional Level)
SUPERVISORY / TECHNICAL LEVEL

201 Account Executive/ Develops new accounts and additional business by
Sales Executive/ regularly calling on potential clients, obtains
Marketing Officer/ marketing information, follows referrals from clients
Group Sales Co-ordinator/ | and competition; follows up on future booking and
Assistant Sales Manager/ | attends to complaints; completes weekly call reports.
Assistant Sales Supervisor

202 Accounting Supervisor/ Accounting duties which include the following: audit
Officer (e.g. accounts and process the payments of all of the company’s
payable/receivable/ disbursements; prepare expense analysis and other
inventory/audit/credit/ reports on suppliers’ invoices and monthly statements;
accounting/paymaster/ keep proper record of all amounts due to the company
cashier/general cashier) on a timely basis; compute all travel agents’

commissions payable; control and balance all advance
deposits; response to account disputes and queries;
prepare the monthly accounts receivable report; keep
all records relating to payroll; prepares and remits
payroll reports; compiles all tax returns.
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Code

Job Title

Job Description

SUPERVISORY / TECHNICAL LEVEL (Continued)

204

EDP Supervisor/Officer/
System Analyst

Defines problems; reviews methods and evaluates
alternative solutions to business problems; constructs
information and logic  flow-charts; prepares
procedural block diagrams; designs input forms and
reports specifications; makes comparative cost
analyses when necessary, and recommends required
organizational improvements.

205

Operation Supervisor/
Officer/Tour Supervisor/
Officer

Co-ordinates and supervises the activities of staff
engaged in ticketing tour operation and clerical; liaises
with hotels, restaurants, shops and places of tourists’
interest.

206

Personnel/
Training Officer

Recruits, interviews and hires employees; counsels,
transfers and dismisses employees based on appraisal
of supervisors. Counsels and advises department
heads regarding personnel problems; assists in
implementing training policies and functions; keeps
staff training records; arranges for training schedules
and liaises with outside training/education institutions.

207

Planning Supervisor/
Officer

Supervises statistics clerks; produces regular
statistical reports; monitors monthly commitments as
against budget.

208

Reservations Supervisor/
Officer

Provides supervisory coverage in reservation during
each shift; clarifies booking situation and feeds back
vital information to departments concerned; promotes
good relations with the public.

209

Sales Supervisor/Officer

Assists the manager to co-ordinate tour operation for
groups and individuals; liaises with airlines, other
travel agencies and hotels; promotes sales to
commercial accounts.

210

Ticketing Supervisor/
Officer

Provides supervisory coverage in ticket office;
compiles daily, weekly and monthly statistical reports
on tickets issued; updates information of flight
movements, exchange rates and air tariffs; assists
subordinates in handling complicated matters.

211

Analyst

Control passenger bookings and monitor reservations
(technical) standards on the route(s) assigned; review
flight booking profiles, short term capacity planning
and allocation/re-allocation of seats.
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Code Job Title

Job Description

SUPERVISORY / TECHNICAL LEVEL (Continued)

212 Meeting, Incentives, Assists the director/manager in duties related to
Conventions and Meeting, Incentives, Conventions and Exhibitions
Exhibitions business, supervisors staff in operational matters
Supervisor/Officer related to Meeting, Incentives, Conventions and

Exhibitions

213 Others (Supervisory /

Technical Level)

CLERICAL / OPERATIVE LEVE

L

301 Accounting Clerk/ Performs a variety of routine calculating, posting,
General Cashier recording, filing and typing duties in accounts
department, maintains complete records of cash and
financial transactions, verifies accuracy of documents

and makes necessary calculation.

302 Bookkeeper Maintains complete records of cash and financial
transactions, verifies accuracy of documents and
makes necessary calculation.

303 General Office Clerk/ Performs clerical duties of a general nature such as

Personnel Clerk/ copying, compiling, filing and recording information.
Training Clerk/
Sales Clerk/Control Clerk

304 Reservations Agent Controls booking situation for all flights; works with
ticketing officers; sells seats and services to
passengers;  provides information to  other
departments.

305 Sales Representative/ Meets sales targets; selling air travel services;

Marketing Executive produces regular reports on business transactions;
attends daily briefing and follows up with leads
supplied by supervisor.

315 Travel Agency Clerk/ Prepares itineraries, makes travel and hotel reservation

Reservation and/or
Ticketing Clerk

according to customers’ requirement; examines
schedules of air, sea or land transport and hotel
facilities; completes and issues tickets, vouchers and
other documents; makes special arrangements for
package tours; may obtain passports, visas and foreign
currencies; may prepare accounts and receive
payments. Advises on air fares and routes; makes
bookings for customers and channels their special
requests to reservations department; collects money in
the right currency and issues tickets to passengers;
checks flight movements.
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Code

Job Title

Job Description

CLERICAL / OPERATIVE LEVE

L (Continued)

316

Visa Clerk

Performs general duties and assists clients in arranging
the required visas and travel documents for tour
groups.

317

Sightseeing Guide/
Tourist Guide (Inbound)

Accompanies groups of tourists and others on
sightseeing tours within a city, or to places of general
interest; assists in interpreting and purchasing.

318

Systems Support Operator/
EDP Operator/
Computer Operator

Operates and controls data processing equipment;
enters prepared source data into data entry machine;
records data on card, magnetic tape and disk,
despatches computer print-outs to users; set-up,
renews and updates the travel agent’s home page;
monitors and provides data on the website traffic for
management’s analysis.

319

Tour Escort/
Escort Guide (Outbound)

Meets the tour groups at the airport and take care of
the members and various coordinations. Accompanies
groups of tourists travelling by air, sea or other means
of transportation over preplanned route; assists
tourists with travel arrangements such as visas,
passports and health certificate; makes arrangements
for meals and accommodations enroute; points out
places of interest and gives brief commentaries; assists
tourists to plan individual sightseeing trips enroute;
acts as interpreter and advises on custom duties and
other regulations; may collect fees or tickets.

320

Travel Consultant

Provides information on tours available, details of the
destination, budget, travel documents required and
provide information and make recommendation on
travel arrangement etc so that customers can make
their best choice.

321

Cruise Consultant

Provides information on cruise packages available,
details of the destination, budget, travel documents
required etc so that customers can make their best
choice.

322

Meeting, Incentives,
Conventions and
Exhibitions Coordinator

Acts as a facilitator to coordinate all Meeting,
Incentives, Conventions and Exhibitions
arrangements.

323

Coach Driver

To drive a coach in delivering the tourists to the scenic
spots according to the planned itineraries; to ensure
the safety of the tourist and their luggages.
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Code Job Title Job Description

CLERICAL / OPERATIVE LEVEL (Continued)

325 Others
(Clerical / Operative)

SECRETARIAL / OTHERS LEVEL

401 Executive Secretary/ Takes dictation and transcribes letters, reports and
Secretary/Typist memos; answers telephone, screen calls and takes
messages; prepares replies to routine enquiries;
maintains daily calendar and appointment schedules;
receives personal callers and performs related
secretarial duties.

402 Office Assistant/ Handles odd jobs and despatches errands for the
Messenger general office.
403 Others

(Secretarial / Others Level)
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Job Code
101
102
103

104

105

106
107

108

109

110

111

112

113

114

2014 Manpower Survey on the Tourism Industry

Job Code List for Travel Agent Jobs
in the Tourism Industry

Managerial / Professional Level

Administration Manager/Office Manager
Director of Personnel and Training/Director of Human Resources
Director of Public Relations/Public Relations Manager

EDP Manager/Computer Systems Manager/
Information Systems Service Manager

Executive Director/General Manager/Proprietor/Partner/
Managing Director

Financial Controller/Accountant
Manager/Operations Manager/Area Manager

Marketing Manager/Director of Sales/Convention Manager/
Event Manager

Personnel Manager/Personnel and Training Manager/
Human Resources Manager/Training Manager

Reservations Manager

Sales Manager/Business Manager/Tour Manager/
Customer Services Manager/Business Development Manager

Ticketing Manager

Meetings, Incentives, Conventions and Exhibitions related
Director/Manager

Others (Managerial / Professional Level)
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Job Code

201

202

204
205
206
207
208
209
210
211
212

213

Job Code
301
302

303

304
305
315
316
317

318

Supervisory / Technical Level

Account Executive/Sales Executive/Marketing Officer/
Group Sales Co-ordinator/Assistant Sales Manager/
Assistant Sales Supervisor

Accounting Supervisor/Officer (e.g. accounts payable/receivable/inventory/
audit/credit/accounting/paymaster/cashier/general cashier)

EDP Supervisor/Officer/System Analyst

Operation Supervisor/Officer/Tour Supervisor/Officer
Personnel/Training Officer

Planning Supervisor/Officer

Reservations Supervisor/Officer

Sales Supervisor/Officer

Ticketing Supervisor/Officer

Analyst

Meetings, Incentives, Conventions and Exhibitions Supervisor/Officer

Others (Supervisory / Technical Level)

Clerical / Operative Level

Accounting Clerk/General Cashier
Bookkeeper

General Office Clerk/Personnel Clerk/Training Clerk/Sales Clerk/
Control Clerk

Reservations Agent

Sales Representative/Marketing Executive

Travel Agency Clerk/Reservation and/or Ticketing Clerk
Visa Clerk

Sightseeing Guide /Tourist Guide (Inbound)

Systems Support Operator/EDP Operator/Computer Operator
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Job Code
319
320
321
322
323

325

Job Code
401
402

403

Clerical / Operative Level (continued)

Tour Escort / Escort Guide (Outbound)

Travel Consultant

Cruise Consultant

Meetings, Incentives, Conventions and Exhibitions Coordinator
Coach Driver

Others (Clerical / Operative Level)

Secretarial / Others Level

Executive Secretary/Secretary/Typist
Office Assistant/Messenger

Others (Secretarial / Others Level)
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