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2020 (UNWTO - 2020 FFE ez KA )d 2/ (k) » 2020 Z£5 H 7 H »

30. ZAEIRGEFFHEE - BRI AT -

3. BfFéaTiE - ZBN LT~ FIRGA 2 - 2 006 « FE)A 128 ~ LFERFE
FAENWEH -

32. TR HHE - SN RALG TG W a8 » 2020 4F 1 /15 H -

33. LA E CB(4)320/19-2-(04) 55 X 1 © 1A B8 B 5 25 15 B2 & B Il 8 e
Jig 2020-21 FF/FLFFTE 2020 42 f -

34. 1,4 CB(4)390/19-20(04) FEX [T+ 1L A E AR FEE % Z 5 5 & Bl #
By 2020-21 F/ETIEFZIFE R ER - HIIRIEFHZER B IR TZE e
#2020 f£3 H -

35. BB FF BTG R FIE e - IR ZE N T IE G2

36. B EFFEENT - BT TICEE B at a8 — 8 XA FHYIRTTICEE 3 H
2020 f£1 H 13 H -
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37. BB IE R e - BBEEHREE 2019 71 £ 12 HBRIKEAX (ZE
HEIRTEET) 2020 1 f -

38.2020 £ 21 1B /ZEEFT I THE FK E G ( Ehe PRI E R ) ©

39. BB FFIB BT IR EFTHE - TSR A e e 1 ik L IR N2 18 i » 2019
F10 H 23 H -

40. BB R RE feg 2019 TFEAA B RAF AT HTEDN B - 2020 4 /7 -

A1, ZBIFIEET - FrEThG — 5 R ACEF 58 2 feg ey /< B S (AR B N 25 0 2020 4
3 H28 H -

42. B FF IR ECHT - HrIEThG — 2515 R &8 E 55 P e fry /< B P IR 157 fe Jog 1= 64 65 4
R E 0 2019 £ 12 H 23 H -

43. BRI © kR TE A & » 2020 £ 1 /14 H -

A4, BOF#TATE “2020 4F 2 7 4 H KRR EL 7= EFFTEF 2020 75 H 19 H -

A5. BUHTHTIETH - ST BAEF  CFEFT E 4.2% » 2020 44 /720 H -

46. it & B 1 SR IR B4 @ UNWTO] - IR Ik T2 » 2019 49 HH 9 H -

47. (ZEEEH ) F UNWTO A LG e & A2/ - 2020 5 H 8 H -

48. BB IR T e e < 2019 £F 12 H ~ 2020 4F 1 £ 3 HEBIRE #1205 » 2020
Fl1E4H -

49. EFE B I 2 AR - HIRACIEE I —2020 iF 4 f (HIREFRERE) - A
£f#H 0 2020 £ 4 A -

50. SR ik B F 7 2 - World travel may shrink 25% on coronavirus in 2020, shed
50 million jobs ( ZHF i Z 225 2020 £ EEJRIFRLE 25% 4 5 000 B )
2020 £ 3 H 13 H -

S1. (BABHEH IR ) - KEFT I 3% R B ENZSE » FIRIRIRFG T 2019 4F 11
H 18 H -

52. (B BB HER) - A 100% "I L5 B TR R LR R 0 2020 4F
3 H16 H -

53. HKO1 * BT 96 [EEIREFESFR  HATNC T EETER 8 H » 2020 4F 2
H 20 H -

54. Litenews.hk - H U LE0f i BT 5L 2 i 23 M1 T IRAFFERE 7 2 2019 £ 8
9H -

55. 54 - EIEAT & © R g LAERI R = H R 2020 2 [ 4 H -

56. (B BAEHE) - REEEZ B e 1700 HX A - 2020 3 13 H -

57. (Bj#K ) FEANcEHEF  BREIEEEHIIL FRE9 HEE 3 EEHY 2019
HF 12 H28 H -
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5% 1

Bl MR RREXINKEZETZRBE 2019-2021

ERE -
TR CR I PSR 15 SR E e 44 )
BIER
IR (FAMEREEBEREY)
SBS, BBS, JP, KSJ
%8:
PRARHT 221 (FHcEE s RERE )
FREIA CREIEE A B E SRR E i)

(2019 £ 10 /2 HiF)

LIS, Sivas

(H72020 Z£4 H 1 HE)

sprEE At (FEEHIgEs)
RS AE (EEFEBEiES)

PRI S AE (B E e giet)
(st (Al S S SR 244 )

(2019 £ 12 /12 Hif)

FEEmEE Lt
(472020 74 A1 HE)

FE A (EENEERZRES)
(172020 Z£4 /51 HE)
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REE L

ki RS, MH
(2020 4£3 H 31 Hif)
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BRI SE
(2019 £ 12 A 11 HF)

RSN SEA
(H72020 ££4 /1 HE)
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(hEES g

Rt

P A

Mr PELLIZZER Marco
(2019 4£12 /31 Hif)

(ZEih)

PRsE ek 2Lt

(Re B eI
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(A EE Ik )

(FRREEER G e D)

(HAGPTEHEGERY)
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5% 2

BIE - BB R ARER T K Z B & B E

HEE SR A DT K - B ~ TR AT A B JGGTEY > Dk
BER LS EOR ~ B AT TGS A&k -

s R BTFE AR AR A Pt

R SR N ICE B 808 RIS E T A7 K mSEsIekfm (s /7 )
feftE i -

AR SR IRE SR I SRl R B 2 IR (AR TR ek

s A L ISR TIFEuE - SUE TR AVRRE KA > Sakall o5 % - BfGE]
TE EFTESHE AT AR AR -
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B -

UASE FEA TR B AR L BRI LR R DU BCE A HE IR B 2 B
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Bl E ~ B EBiS - L& ~ BHREE - 3G E0a e - BURFETF 5S> Hpg A
ERCEHEA B E S REEER -

R ARSI A RIS BEIE g RIgE -

phillSRZ B g TERMHBBCEE S BEREZEEEE - mEREER -
BERETTEINGRE B G LIRS - DUAHBER SRR S R RIS K -
fRE (HSEISRBRIRGT) 57 % > |RFRITAMZIRAVEM TIE -
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ffgk 3

RERANTITHELE/NEZ R RE 2019-2021

dEAN:

2R AE

(2019 12 /11 Hif)

R

(H72019 412 H17 H —
2020 4£4 19 HiF)

(72020 4£4 /20 D)

B :
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(H#72020 #£4 H 21 HE)
Wt

WHIERA

R S

(172019 £ 12 /718 HiE)
MRS

WE
6 H 3+

(FizE =& RE )

(BAREGHENT)

(FARREEHT )

(frzE A ERERE)
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(RIEFHE )
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(BEHEHZFEL BESHRE)
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FIET TSR AT K AR AT A B A T8 T 805 LA AL G 408 - SEFN15S
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fFk 5

20194 R IEENTTRE
2R AR B AR AR R
HhEEEE
PP BEAE e B E il FHAE AR B

1 MZEAH 1-9 1 45 1 45
(HSIC: 510100, 510900, 10-49 2 45 1 45
510201, 510202) 50-99 3 12 1 12

100-199 4 9 1 9

200-499 5 1 1 1

500-999 6 0 1 0

1000 B2 L) F 7 4 1 4
JNEF 116 116
2 R R ERR A 1-9 1 2274 0.072 164
(HSIC: 791000, 799000) 10-49 2 282 0.35 99
50-99 3 24 1 24

100-199 4 13 1 13

200-499 5 8 1 8

500-999 6 4 1 4

1000 2D F 7 0 1 0
JNEF 2 605 312

3  ERREE RAREE 20-49 1 A FiEA 1

(HSIC 823000, 681200) 50-99 2 ENT N 1

100-199 3 EN N 3

200-299 4 ENT N 2

900-999 5 EN N 1

8
T 2721 436

it ° 1 HSIC: BT
2 JrAEHEITLULN AR FIE
3 TEAEHE] » SRBTFIFR ITIRT TH R AZE FZ 5 (CEEAT I %1%  LRUE -
7 ZEASB R
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Vocational Training Council 1 % 3l 5k /5

Headquarters (Industry Partnership) @ SR (1TE£ S 1)
30F, Billion Plaza Il, 10 Cheung Yue Street, Cheung Sha Wan, Kowloon, Hong Kong

ERNERDPERMEI0MERFE 230
www.vtc.edu.hk Bﬁ@i 7(a)

VTC

ECES I SO i

JicaEsE 2019 AJJEHE

BEEFSm(VTC)E NS ~ ENR RRIEXRESiE B g Gl Z A &) HE#E
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12 H=Z 10 A 12 HIEETHE - BERNADERNVES &R > W AR ATTH
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LA NS - B BRI S R RIER
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Serial No.

CONFIDENTIAL WA W & 0K 5% 7(b)

WHEN ENTERED WITH DATA *% % j {q:
VOCATIONAL TRAINING COUNCIL

‘/TC R

THE 2019 MANPOWER SURVEY OF THE TOURISM INDUSTRY
REEE 2019 A WA E

The 2019 Manpower Survey of the Tourism Industry 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 1°* August 2019 by answering the questionnaire. Thank you.

e HEE 2019 A T3 E 5 A RESEN A TIIE IS &k} - WAL BoAR AR A TTAIGRHIET & - 2855 5
FEfRIE20104E8 H 1H WY AT IE LA ST IE G - & 1F -

(For official use)
Establishment Information Industry Code

PR

NATURE OF BUSINESS:
EHUEHE

L Airline Companies Clravel Agents DTicketing Agents
firize/nE] JiIEEER SR ARE
Clrour Operators |:|Others, please specify
AT B 4HE P HAth > FHEEH

TOTAL NO. OF PERSONS ENGAGED:
B B & N &

Details of Contact Person*

BreEAERE

NAME OF PERSON TO CONTACT: POSITION:
4 A HE W iz
TEL. NO.: - FAX NO. :
Wik S 4
E-MAIL

%

* The information provided will be used for the purpose of this and subsequent manpower surveys.

IrFEHEE TR R HBA T EZ Y -
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Survey Reference Date : 1st August 2019

s HEE ;- 2019485 1H

Part I — Manpower Information

S8 — ARk

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

description of individual job.

SR YR Ay L2 - W2 sB AR S MBS LIERI AR RAL B £ G M-

Principal Jobs (Full-time employees) %% (£BES)

Please refer to Appendix A for column explanations.

FHSHHERAR SRR -

(A)
Principal Job
TR

(See Appendix B)
(M B)

(B)

No. of
Employees
as at Survey

Reference Date
(Excl. trainees/
apprentices”)

FE&ET H 4

e B A%

(FEES
EBE

G4

©)
No. of
Trainees/
Apprentices”
as at Survey
Reference Date

FE&ET H 4

HEELE
TN

(D)

No. of
Vacancies
as at Survey
Reference
Date

TE4EET H Y
ZE R

B
Forecast
Number of
Employees as
at August 2020
(Excl. trainees/
apprentices”)

THRT£20204¢
8HHY
& B A%
@ Ve
& BRAM)

(F)
Average Monthly
Remuneration Package of
Employees
(Employee’s basic salary
+ average monthly
supplementary benefits)

& B 25 H FHa#
(E#r + g H A
RREWAD

1  $10,000 or below
WU
$10,001 - $15,000

©)
Preferred Education of
Employees

fEEEADN
BERE

Code
SR

Education Level

EeSEEd

1 Postgraduate Degree
AR

2 First Degree
2B

3 Sub-degree
(e.g.Higher Diploma)
BIEAL (PInESsCE)

2
3 $15,001 - $20,000 |4 Diploma/Certificate
4 $20,001-%$30,000 | CUREEE
Job Please enter a zero ‘0’ in the box if no employee 5 $30,001-$40,000 |5 Secondary 4to7
Code trainees/apprentices/vacancy. 6 $40,001 or above PrHEDE
il s AIRE BEE B R FHENRR B0 - AL 6 Secondary 3 or below
Bk ] FEMT
Job Title A (3 employees,
e.g:] 1 Apprentice and 2 vacancies) 8 2 5 10 6 2
BT [BALF (F(EE, 1585 B 2fE Z258)

101

102

103

104

Managerial/ Professional Level &8 /B3 A\ B4k

Administration Manager ; Office
Manager

TTEEEHE | S iR

Director of Personnel and Training ;
Director of Human Resources

NEE Rl SRR SR N\ TR R

Director of Public Relations ; Public
Relations Manager

INFHEBAGETAREL | AN IR RET A

Information Systems Manager ;
Information Systems Service Manager ;
IT Manager ; IT Project Manager ;
Information Security Specialist

H A, R AR IR AC
BB A, BRI H 4CEE,
Helpr e

105

Executive Director ; General Manager ;
Proprietor ; Partner ; Managing
Director

PUTHES (A ], a8,
WISEE

106

Financial Controller ; Accountant
W 4R  EEtEm

107

Manager ; Operations Manager ; Area
Manager
SEH ) SEBACEL ;) s H

108

Marketing Manager ; Director of Sales
; Convention Manager ; Event
Manager ; Digital Marketing Manager
TR AR | B AR | ik
H  TH HACEE B E S A

109

Personnel Manager ; Personnel and
Training Manager ; Human Resources
Manager ; Training Manager

PN 2o C s IPNE 9 &[0 SEIS S N
NEFEREEHE 5 FllSREn R

Reservations Manager

110

EIRAE IR SEH

#

PEEL )/ TERE ) SHEEREZIIGNER - REFREARZSEYANIRNEELE  TRIREES L2 IBETE -
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“Trainees/ Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.




111

112

115

116

201

202

203

204

206

207

208

209

210

211

Please refer to Appendix A for column explanations.

HASEMERARN AR -

A)
Principal Job
T SR

(See Appendix B)
(ZE% B)

(B)
No. of
Employees
as at Survey
Reference Date
(Excl. trainees/
apprentices”)

fELtEt H

fo{E B A8

(\EELE
EBE

Fro1 D

©)

No. of
Trainees/
Apprentices”
as at Survey
Reference Date

HIEE L
EE A

(D)

No. of
Vacancies
as at Survey
Reference Date

TESEET H Y

B
Forecast Numbe
of Employees a{

at August 2020
(Excl. trainees/
apprentices”)

THET{£20204:
8HHY
[HPN
(BEE B
PRI

(F)

Average Monthly
Remuneration Package of
Employees
(Employee’s basic salary +
average monthly
supplementary benefits)

{8 B 2 5 3 P
R + SH9E A HAF:
LN

Code
4R

1 $10,000 or below
ENS
$10,001 - $15,000
$15,001 - $20,000

Please enter a zero ‘0’ in the box if no employee
/trainees/apprentices/vacancy.
UG HE R, HEEBRE S AR A0

$20,001 - $30,000
$30,001 - $40,000
$40,001 or above
EAYN

[o2 62 F VI )

Code
ST

1

2

(2]

©G)
Preferred Education of
Employees
REEAN
BETEE
Education Level

EeSEEd

Postgraduate Degree
b FEA 2L

First Degree
BB

Sub-degree
(e.g.Higher Diploma)
EIEMr (PIAnEascs)
Diploma/Certificate
X S
Secondary 4 to 7
FrEd
Secondary 3 or below

= sl T

Managerial/ Professional Level (continued) &8 /B A B4k (&)

Sales Manager ; Business Manager ;
Tour Manager ; Customer Services

Manager/Business Development Manager

B ; ST

K H R |

AR AEET | SR A R AT
Ticketing Manager
SErEhe

Airport Manager ; Traffic Manager ;
Crew Control Manager /Crew Operations
Manager ; In-flight Services Manager ;
Customer Relations Manager

RS SORERH A RE

TEEEHT 3 % 5 B (K

Flight Dispatch Manager
ML REK

Supervisory/ Technical Level B2 /F51iif B4k

Marketing Officer ; Marketing Executive
Public Relations Officer ; Digital
Marketing Officer

MRS EE ) AHEBIARLEE
S EHEE

Accounting Supervisor ; Accounting
Officer

ST EE G5t L

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

a0 = FERTIR,TEWOIR 5 S
i ErEt )

Airport Supervisor ; Traffic Supervisor ;

Crew Control Supervisor / Crew Operations

Supervisor ; Senior Purser ; Purser ;

Customer Relations Supervisor

WSEE  CEBEBLE  BAEANRE
EEE SRR ER R BREGE
F BERGEE

Systems Analyst ; Analyst Programmer ;
Programmer ; Information Security
Officer

Z&oma BN A  ERERA

HERZEE

Personnel Officer ; Training Officer ;
Human Resources Officer

ANEH T JISRETAE  ASTERE
EE

Planning Supervisor
R EE

Reservations Supervisor ; Reservations
Officer
SILELEE  STALEEAE

Account Executive ; Sales Executive ;
Sales Supervisor ; Sales Officer ; Group
Sales Co-ordinator ; Assistant Sales
Manager ; Assistant Sales Supervisor
FHEEE, BRI, SR EE
RS SRS AT BhBRESEARH |
BN T

Ticketing Supervisor ; Ticketing Officer
EHHEE BB EE

Business Analyst ; Data Analyst

P A L BRI A

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

TEEAE, TESE ) IBIEERZIISIES - REEEEE S AGISNEEE - MIIRERES LRSI EHE -
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301

303

304

305

306

307

308

309

310

311

313

314

318

324

32

(=2}

401

402

Please refer to Appendix A for column explanations.

HASEMERARN AR -

A)
Principal Job
T SR

(See Appendix B)
(ZE% B)

(B)
No. of
Employees
as at Survey
Reference Date
(Excl. trainees/
apprentices”)

fELtEt H
fo{E B A8
(\EELE
EBE

Fro1 D

©)

No. of
Trainees/
Apprentices”
as at Survey
Reference Date

1E4Et H
HIEE L
EE A

(D)

No. of
Vacancies
as at Survey
Reference Date

TESEET H Y

B
Forecast Numbe
of Employees a{

at August 2020
(Excl. trainees/
apprentices”)

THET{£20204:
8HHY
& B A%
(BEE B
PRI

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

(F)

Average Monthly
Remuneration Package of
Employees
(Employee’s basic salary +
average monthly
supplementary benefits)

& B 25 H FHa#
CE# + S H HAlF
BTN

Code
4w

1 $10,000 or below
E9VAN
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $30,000
$30,001 - $40,000
$40,001 or above
Ed

o g~ WwN

Code
ST

©G)
Preferred Education of
Employees

BB EAH
EeSEEd

Education Level

EeSEE

Postgraduate Degree
5% AR 22

First Degree
B8
Sub-degree
(e.g.Higher Diploma)
BB (PIANEERCTE)
Diploma/Certificate
B EE
Secondary 4 to 7
ruEd T
Secondary 3 or below

SECIey

Clerical/ Operative Level 32 & #{E T &k

Accounting Clerk ; General Cashier
it & | HE

General Office Clerk ; Personnel Clerk ;
Training Clerk ; Sales Clerk ;

Control Clerk ; Human Resources Clerk
B A NS IS R
BRI E  BEXE  ATERISC

=

A=

Reservations Agent

EIEAR%E

Sales Representative
EHHEAE

Statistical Clerk ; Operation Clerk ;
Planning Officer
SEHESC A BB A RE LT

Cabin Attendant ; Crew
HABIRTE 2

Cargo Officer (Passenger Service)
BEYEEEE ORERE)

Ground Hostess ; Ground Crew ; Ground
Services Staff
WERBE  (TEBEFRAR

Information Counter Officer ; Customer
Services Officer
SR A BB EE

Flight Dispatch Officer
MEEIR A

Airport Officer ; Crew Control Officer /
Crew Operations Officer
WS AT BN RUEME A

Traffic Officer
IREB AL

Systems Support Operator ; Computer
Operator ; User Support Officer
FEIRERE & BISRIEE;
APE%EE

Airline Reservation and ; or Ticketing
Clerk
MiZEATEIRTL R ; EBE A

Marketing/Public Relations Assistant ;
Digital Marketing Assistant

M5l [ ARG
Bhs B By

Secretarial/ Others Level ft& ~ HAtHRER

Executive Secretary ; Secretary ; Typist
TR WE S TFE

Office Assistant ; Messenger
WAEMEE 572

Other Related Tourism Industry Staff EAAHRIIREZRIE T

For Official Use

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

TEEAE, O TESE ) IBIEERZIISIES - REEEEREZ SRS EEE - MIIREERES LRSI EHE -
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Part 11
SE

Internal Promotion

WERE

1.

Number of full-time employees with internal promotion in the past 12 months:

BETZEARN > WEETYERE SR

(@)  From Supervisory/Technical to Managerial/Professional

HEE Rl BT REHE HEAR

(b)  From Clerical/Operative to Supervisory/Technical

HX A LTSI REE FiltE

New Recruitment

HisER

2.

Number of new recruits of your establishment in the_past 12 months:

BETT(AHN - BEETEBEBEI A -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Technical Operative Others
K HEAR | BE KA XE/BEL | WEHMAT
(@) Total
HANE
(b) Number of new recruits without tourism

industry experience and / or no tourism
training

HT A RS o Rt 207 S 4K B e B
ZhREEEIN 2R E B AR -

©

Number of new recruits who are fresh
graduates of tourism programmes
HTTHRS Y E JE i S R R AL B 2
ESUN 4

Employees Leaving the Establishment

B SR

3.

Expected number of full-time employees who will be retiring in coming 12 months:

Number of full-time employees left in the past 12 months:

i SN N A =UN

(&) Managerial/Professional Level

ez INSEIe
(c) Clerical/Operative Level

&/ BRETER

THETERAR A8 H PR REY ke 8L

(a) Managerial/Professional Level
st IN =t
(c) Clerical/Operative Level

XA/ RETH

71

(b) Supervisory/Technical Level
= E Vs =K

(d) Secretarial/Others Level
MiE EAHRRAR

(b) Supervisory/Technical Level
BE a8k

(d) Secretarial/Others Level
M EAE AR




Major Difficulties Encountered in Recruitment

TR

5.

Reasons

JFA

(@ No recruitment was taken place

SRl

(b) Recruitment was taken place and the difficulties

encountered were:
(You may tick “v”” one or more options.)

HIEHE > FrBZIRINEE © (A EBSR—H - )

(i) Lack of candidates with relevant experience
it = ELAH A S BRI &

(ii)  Unsatisfactory terms of employment
5 P (R EE AR

(iif) Unsatisfactory working environment
TARERE A AR

(iv) Limited career prospects

BEIMEE AR

(v) Insufficient trained/qualified manpower in the related

disciplines

ik = EAHRANSE, & REHY N T TE R
(vi) Competition for manpower from the

Mainland/Macao/other cities

IREINHL P B 2 A\ T

(vii) Alternative offers in the market
i b HAth 54

(viii) Others (please specify)
HAth, (FHaREA)

(ix) Did not encounter difficulties

E B IR

Managerial/

Professional

ae
BHEAR

[

O oo o o oogod

Preferred Working Experience in Tourism Industry of Employees

1B R ERRINEE TIREER

6.

Supervisory/
Technical
BE i a

[

O oo o o oogod

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

=t =y 4 [ 26 i R (DS Bt o i I S e e Iy Kl ER]ESE A

Clerical/

Operative
NEHEEL

O

O oo o o oogooao

Please indicate the preferred years of experience in Tourism Industry before occupying the post (Please tick "v™).
At e BB BT B A B IRIEEN TEFEE (B E) -

Managerial/
Professional
&K HEANE

a) No experience
(@ p D

VR id 2
LK B

(b) Less than 1 year

LHLUF

(c) 1year - less than 3 years
18EZE 3FT

(d) 3 years - less than 6 years
BEFE6HFELLT

(e) 6 years - less than 10 years
6 £ % 10ELLT

(f) 10 years or above

10 8Bl B

O OO0 o0 g

Supervisory/
Technical
BaE A

O

O 0O 0O 0O O

Clerical/
Operative

qll

XE /8

_l.

OO0 00 d

fEL

Secretarial/
Others
g A& T

[

O OO0 o g

For Official Use
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Training of Employees

& B HTE4R

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

sAfEtAE T EAN - St nTHeRiE BRI H# (G EE) -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Technical Operative Others
K HEANE B A &/ EREL W HArET
Nil
® O O O O
(b) Lessthan 5 days
5 I O O O O
(c) 5days - less than 10 days
5HZE 10 HLLF [ [ 0 [
(d) 10 days - less than 15 days
10 H% 15 LT O O O O
(e) 15 days - less than 20 days
15 HE 20 HEAF [ [ O [
(f) 20 days - less than 1 month
20 %= ALIT O N O u
(g) 1 month or above ] ] H ]

—fE A =Ll L

For Official Use

8. Please indicate the most suitable time of training for full-time employees (Please tick "v™).
smiE R a R (E BAVEI SR (28 -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Technical Operative Others
K HEANE B4 KiTE XE/BEL WEHAtrE T

a) Day Time

et O O O O

(b) Evening

o = = H =
c) Flexible (e.g. web-based
(© (e.9 ) ] ] | ]

SRR (BI40: $g_EE2E)

For Official Use
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Please indicate the type of training provided to the full-time employees in the past 12 months (by type of course) (You may wish to tick

“Y” more than 1 course for each job level).
AR

Bt e SRS E T T E AN B2 U RIEME (ESEEEE ) (BT vV ESEZRE) -

Training Managerial/ Supervisory/ Clerical/ Secretarial/
23| Professional Technical Operative Others
K HEANE BE KiiE XEEREL W HAET

A. Managerial Skills EH#I5
(i) Business and Financial Strategic Planning,

Implementation and Evaluation I:] I:l I:l I:l

RS B RIS AR B ~ T s
(i)  Human Resources Management

ANN&EFEH u u u u
(iii) Sales and Marketing Strategic Planning,

Implementation and Evaluation D D D D

PHE RS RES AR ~ HET RARET
(iv) Supervisory Techniques, Leadership Skills

BAEET - HERTT [ O O O
(v) Risk Management

Iy = H H H
(vi) Others (please specify)

Hi GHRE) [ O ] O
B. Professional Skills EEZK7EE
(i) Airline and Airport Operations

22 25 5 B B = H H H
(if)  Airline Catering

B [ l ] O
(iii) Ticketing and Reservation System

LR Y SEHENN u u u u
(iv) Travel Insurance

JiiE Orbg [ n n u
(v) Information Technology

HafRH [ u N U
(vi) Others (please specify)

St () [ [ ] O
C. Generic Skills #EH¥TS
(i) Service Attitude/Customer Service

MR SRR R AR L] u u u
(i) Communication

i [ H H O
(iif) Problem Solving

fE e [ n n O
(iv) Others (please specify)

Ht (FERREH) u u u u
D. Language &=
(i) Putonghua
) e O O O O
) gingggllsh ] ] ] L]
(iii) Others (please specify) D D D D

ot BRI

For Official Use
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10. Please accord priority in respect of different skills of training for full-time employees to engage in the coming 12 months, from 1 to 4 with
1 being the first priority.
i ERE R e B AR H B2 B SRR MBS e - B RFHL1ES - LRy EEE -

Managerial/ Clerical/ Secretarial/
Professional TRV FE ey Operative Others
e N ahidaiie B WET | WE/ EtAaT

Skill Sets
Feredn

(i)  Managerial Skills
BT

(ii) Professional Skills
HERRE

(iii) Generic Skills
AR

(iv) Language

Supervisory/ Technical

ul

5=

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

a5 - SBEE -
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firk 7(c)

(TO — A)

The 2019 Manpower Survey of the Tourism Industry
i AN KNI RN

Explanatory Notes

bt

Part |
B8y

1. Principal Jobs — Column ‘A’
TS ‘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.
HEE A o BHCGEA  EURRENY R o ARSEAIRY LIEREA - 2R 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.

SHERNE R TR A R BT E - FRIBEENEERE M - 5 TRHEEEA
BBV AT - AIRIEEERS - SRR AR -

(©) 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 EHEE ST ERS AT - 5588 fept SO H £ IR AV -

(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 EERESS A IR EER B REN TIER (M B) » SF—HHEA A N - IREHEATE
RS 1 B S 40 -

2. Number of Full Time Employees as at Survey Reference Date (Excl. Trainees/Apprentices) — Column ‘B’

FESET IRy =ik ie R N8 (&4 eI ‘B il

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  BEERETAET H B A8 T SRR Y 2 e 2488 (EE AL BAERSN) -

"eWER ) BT HEENSEITE (EH&RVUE - SEA DR+ UNE) 2t A8 > Kb aiE
TEMERN B TR EREBA - HERAFMMEN "G, 5 EFRINE -

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

ST ARy =4 24 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.

A ST IEAE IR 23ISRy £ TRk (E B4R E > B E AR S EP ARV EEL - DRIRBEESLZH
HYERGE
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Number of Full Time Vacancies as at Survey Reference Date — Column ‘D’

FESTET H Y 2 2= B ‘D’

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.

AE FESRET HIG— B A 2Bz thal (EE 4 BIERIN) - TBUAZERER ) TR HIHARA
BRI ZE - FRIL LA R IE AR AR A RS A\ B IEH A -

Forecast Number of Full Time Employees as at August 2020 (Excl. trainees/Apprentices) — Column ‘E’

FERHE 2020 4F 8 FHIEMLIRE A S (BEL/ BERSN) O

The forecast of number employed means the number of full time employees you will be employing as at August
2020. The number given could be more / less than that in column ‘B’ if an expansion / a contraction is expected.
HEHEE ANEYE ST 2020 4 8 HyeR(e 8 AR - A0fhET5RH5 s n] gEfinR Uk - R pTE Ry #
FIEZ /DY ‘B i -

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

=Rk E R 2B H Vi (BE8EB2ERIN) 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.

SIE F WEASE EEREY R iE SRR 12 (635 F9Ha Rt o SakERE - alky TIEE
b~ ATEAL ~ RERORERG ~ BREIRM  FRTTEMS - e RAEAL - 1 BAEA SN —HEEEER
s - AIEEECPEA -

Preferred Education of Full Time Employees — Column ‘G’

=RE B HANEERE ‘G

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

B G OMHEA  HiEEEEE EERE B 2R R EANEEREY -

Definition of Preferred Level of Education:
HERSEENES

@ “Postgraduate Degree” refers to higher degrees (e.g. master degrees) offered by local or non-local education
institutions, or equivalent.

TR, BFE A B E AR B R Y S R (R L) - SEEREEE -
€ “First Degree” refers to first degrees offered by local or non-local education institutions, or equivalent.
TR RAE A EGEAM B AR ALY LB - SUEFEREEE -
€  “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.
TR, BAEAHEEIEAM B SRR EVEI S L - SPCCR - HEESCR - S E - S
& Be R R AR
€ “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.
"SUR S EE ) BRI EBCERERE L SUR FE - ARERMESCR - BEESUR R TR AR
B REFEHERE -
€ “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.
ThuEGt ) B UES T (BEEERTEEE - FEPECEER - BESCREHERINE
Bt SEFAEEE -
€ “Secondary 3 or below” refers to Secondary 3 or below, or equivalent.

TR =T ) BRSO  SEEAEEE
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Part 11

— &Rt

10.

11.

12.

Question 1 — Internal Promotion
i 1 BEiS=was

An internal promotion is the promotion of a full-time 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.

SAIEHE BRI ETEE 2R BN TIERE RiF s B R A s ERT T 2L - SFR AT A
HEBEEAETZMEA SHREBATHEEEREAZEHE HEAER  DURHAKT M ETHREAZEE
SEEIPN '

Question 2 — New Recruitment

il 2 WS e |

€)] Please fill in the number of new recruits in the past 12 months.

AEAEBEETEA SRETEER R S AR -

(b)  Please fill in the number of new recruits without tourism industry experience and / or no tourism training.
“New recruits without tourism industry experience” refer to new full-time employees joining your
establishment without previous tourism industry experience (Excl. fresh graduates of Tourism Programmes).
SHHELA SRR HES f i E SE AS B R B R B R SE RS R BB o BT iE RS R S
LEpmy e 8 ) f5EMA  ERERNT IR LSRN 2BE S (JEE R ERIERE 2 E AR
Gh) e

(c) Please fill in the number of new recruits who are fresh graduates of tourism programmes (except
Managerial/Professional Level). “New recruits who are fresh graduates of tourism programmes” refer to the
full-time employees joining your establishment who are fresh graduates of tourism programmes.
HEAEBE TR EEREEIS A B E e 5 SRR SR AR A 2 e B A B (4S8 HE A
BERIN) o FrERSIE R E R ERME R ) RO ER e R R R SRR R A -

Question 3, 4 — Employees Leaving the Establishment

e 3, 4 1 B

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

i 3 A EEEFTEANE BTSRRI S S R B A -

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

i 4 s ETHEEARAR T E AN SHERIRE S 2R E & A -

Question 5 — Major Difficulties Encountered in Recruitment

fiiE 5 T AN R &

Please put a tick in the appropriate box for the difficulties encountered in recruitment of full-time employees of your
establishment in the past 12 months.

sAfed  ERMEERE T EA RS e SRR RN EE - WA E =R

Question 6 —Preferred Working Experience in Tourism Industry of Employees
fiil/H 6 & B ANk TR SR

Please put a tick in the appropriate box for the preferred years of experience in tourism industry before occupying the
post.
A e e SR LR BAT E A TE B RE RN TR E - AR E 2275k -
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13. Question 7-10 — Training of Employees

MRE 7- 10
Question 7

fefRE 7

Question 8

fifiE 8

Question 9

il 9

Question 10

il 10

1 & /IR

Please put a tick in the appropriate box for the average number of man-day of training per
full-time employee which your organisation had offered in the past 12 months.

sAfE BB E T E A NEEL 2 RE SRR B8 AEEE 2R
Wi ek

Total No. of Man-Days Spent

Average number w46 1 8
P HE Total number of the full-time employees concerned in that category

HRAGHHI =T B A

Please put a tick in the appropriate box for the modes of training most suitable to your full-time
employees by order of priority.
i ERER RES2RE BRI 0 WA E RIS 5E -

Please put a tick in the appropriate box for the type of training provided to full-time employees in
the past 12 months.

steft B gERE B ABIA LT T EH YR R IEE - AR EE AR L
“\/” %}}EL °

Please accord priority in respect of different skills of training for full-time employees to engage in
the coming 12 months, from 1 to 4 with 1 being the first priority.

i B R B AR E A 2RI R < sERR MBS R - B kP 1
41 HEE-
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fiFk 7(d)

(TO-A)

2019 Manpower Survey of the Tourism Industry

fic#ESE 201945 A TR &

Job Descriptions for Principal Jobs
in the Tourism Industry — Airline

it

22 551 - B AR

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.

HR oy A n] sEEL B AR FTER B A R - (B3 TAEMEAHAT -

A GLER—Hs - AT ERAREATRER -

Code Job Title Job Description
LA TBirE TAERE
Managerial and professional level X REIEZ A B4k
101 | Administration Manager ; ®  Ensures smooth and efficient running of the internal systems and
Office Manager procedures;
RS R B ek ®  Provides prompt and efficient centralised office and supporting services for
all personnel.
®  HECRAEN AL AR IER AR |
® R EIFTHR BLAVEAIA RERAY B R R A S B R -
102 | Director of Personnel and ®  Establishes general personnel policies and adheres to labour laws; oversees
Training; Director of staff recruitment, selection and replacement;
Human Resources ®  Assists department heads in scheduling staff vacation;
PNEYSEIES Sisa ®  Strengthens employee relations with special incentive and activity
NIIE B programmes;
®  Handles staff grievances;
®  Prepares staff magazine;
®  \Works with operation analyst in staff control.
® CTE—MABBRIESTS AR - SRS - B 8 T RIHA 26
BH
o P IEERIEETLEN
® HETREIEE SO EENETEILUINGR R 2R A,
® R E THET
& HEETHY:
& HETLEMITHBZERITEESE -
103 | Director of Public Relations ; | ®  Plans and directs publicity campaigns and promotion activities at strategic
Public Relations levels;
Manager ®  Liaises with the press and entertainment media;
INFERE AT QA ®  \Writes and edits all materials for in-house promotions;
NI ®  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 provides feedback;
® Monitors and advises on the update of the travel agent’s home webpage.
® UEHIFIRIS ST E A E E S |
®  HLEy SR IRSE RS
® IR RARERA\FINEHYEEER] 5
® ERHINEIRYE F AR - BT - FESEEE o DUE TR AE R B
HE ~ FEEELE
& EXEHFMNELETHE
® EHIBIEE & £ I A EAH B AEE - B B SR
® HR{TH H SAUEAY E T B L F B R AT -
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Code

&5t

Job Title
Tkt

Job Description
TPEREH

Managerial and professional level (Continued)

&H R HEEARHER)

104 | Information Systems ® Designs IT applications and systems, and/or customises package solutions to
Manager ; Information meet business objectives;
Systems Service Manager ; ®  Manages all phases of the development life cycle including feasibility study,
IT Manager ; IT Project development, implementation and support;
Manager ; Information ®  Manages specific IT development or services projects based on the
Security Specialist user’s/customer’s requirements;
Bl e ek 8, Bl A%k ®  Undertakes design, technical support and review on 1T/network security,
W«&g —/‘z*ﬂﬂgzz«qg &3 firewalls and intrusion detection;
Pl 7 [ 4 %*ﬂﬁﬁg ®  Drafts the information security standards, policies and procedures.
AR ® T ERMSIE R R A E B TR  EBCEREA
® EHILYBHR R IEEAY TIE - EREET RTINS ~ BEEE - HETT RO
25
o R E LK BT A B S E0H B IR
®  EEEGHT - RS Rt &R A IR ~ B Kl R R A MH
® BEE ARIRZATEEE - BURKAEF? -
105 | Executive Director ; ®  Assumes the total responsibility of managing the establishment, usually
General Manager : with other managers/executives as direct subordinates;
Proprietor : Partner ; ® Implements the establishment’s policies with a view to achieving their
Managing Director objectives.
HTEE ; GRKH o fEATEH [N > WY HEE TR HAGHE ATEAS
A ®  fTHERSHIER » DUESIEEIRE -
HBHESE
106 | Financial Controller ; ®  Oversees accounting matters;
Accountant ®  Advises top management on financing of capital expenditure monitors
FAFSEEES © EatEm ®  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.
o ETEH
o |nEERHtARIEN SRR,
o (URREEE Mt gt KB E IE%IJJ#
® FERESTHENHEEREXRSE
® HEIHEE Rt EeA TAE
o EHERZHFEEH R EAYLME
107 | Manager ; ®  Takes charge of the overall operation;
Operations Manager ; ®  Maintains close liaison with personnel in the local travel market and
Area Manager participates in international travel trade conventions/conferences.
dsiE STt ° EEEMTAF:
o HUAENRIE TIE AN BIRFF RTINS - W2 BRI E &

i A
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Code

&5t

Job Title
Tkt

Job Description
TPEREH

Managerial and professional level (Continued)

&H R HEEARHER)

108 | Marketing Manager ; ®  Plans, organises, directs and controls the company’s marketing functions;
Director of Sales ; ®  Reviews market and sales analysis to determine local and overseas market
Convention Manager ; Event requirements;

Manager ; Digital Marketing L] Co-(_)rdinates .publi_c rfalations activities relating to sales promotion;
Manager L] Cha|r§ the daily briefing of sales de_pgrtment, controls the Karc_jex Sys_tem.
P H T S A B ®  Submits a monthly salgs report, solicits for group and convention busmess;
AT - I S - B ®  Conducts sales campaign and contacts all visiting travel trade and business
ST A personnel; N _ .
N ®  Develops digital marketing strategies on the data collected from customers
and various sources;
®  Develops and implements company’s digital marketing and online-media
strategies and campaigns;
®  Oversees, co-ordinates and plans the digital media creation and
multi-channel publication of the requested content;
®  Undertakes marketing activities and advertising promotional plans,
manages events and data analyses.
® RE| - S - FEENEHA TN TSI EEE)
®  iREITIG RN DUREE A BRSNS RE K
® REBUEBHERA RN AR AISE)
& ERFERMEFHMNMH G  EHEE B 2490
o EFHEENE o FHUIERS R SR
® ErrESEat B R RRE S R S AR
® WA A AR TE AT 6 FH P Wi K ) i R B SR
® IR JE A F WU **fﬁ&iﬂiﬁﬁﬁi% AU IPET R
® B - iENCREIBEENEANE - BB R AET
& aFmiER RS MR EEE TR -

109 | Personnel Manager ; ® Plans and implements effective personnel management and training
Personnel and Training procedures for all levels of staff;

Manager ; Human Resources | ®  Co-ordinates and controls internal and external training;
Manager ; ®  Advises management on personnel/training and management development
Training Manager trends; _ L
JEre R ®  Acts as course leader in specific training programmes;
T 2 G AR ° Provide_s counselling for employees; N o
R ®  Determines the effectiveness of personnel and tralnlrlg activities.
SlE et ° Fo S BRER N B SR E ST AR AN SR
o & EHLEERIEEASNIIGR

® AT AR E T RS E T R AR R

® [ERHIFISkETEIRVFRIEET A S

o NIk EfEAtEIE

® TPEAFEHANSEENHIRE -

110 | Reservations Manager ®  Formulates and supervises the reservation system;

ST ERaK () Clarifies booking situation with management of travel/tourism related
organisations and commercial accounts;
®  Promotes good relations with the public.
® HIE METEETALHI
® [HfRTEEEIEETE A B R P AESETALEN |
® (BB RAYRH -
111 | Sales Manager ; Business ®  Re-structures marketing and sales strategies;
Manager ; Tour Manager ; ®  Observes competitors and new market trends;
Customer Services Manager ; | ®  Plans sales calls and provides leads;
Business Development ®  Conducts sales performance appraisals of subordinates;
Manager ®  Reviews sales targets regularly.
BT | o ETHIIGE B
% PR | ®  HFEINBIRE R TGS,
e A ®  EGPEENFUEANE KR EE S
ST AR ® AN FHUHENRI ;
o EHltEETEREE -
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Code Job Title Job Description
i iR TAEERHA
Managerial and professional level (Continued) X3 R EIEZ A\ B4k (&)
112 | Ticketing Manager ®  Controls, formulates and supervises the ticketing system of the agency
oy iacs | according to international and local regulations;
®  Clarifies booking situation with management of travel/tourism related
organisations and commercial accounts.
® IERE RAMFRGIET - HIE KEEIRITHAVES LIFEF
& [RIEMIMEE AR RFFERETEEN -
115 | Airport Manager ; Traffic ®  Oversees all traffic activities at the airport and key areas in the station;
Manager ; Crew Control ®  Supervises flight movements and passenger/cargo loads;
Manager /Crew Operations ®  Oversees and ensures crew’s operational requirements are met legally and
Manager ; In-flight Services cost effectively;
Manager ; Customer Relations | ®  Handles in-flight emergency procedures;
Manager ®  Handles passengers’ complaints;
ML AR T ; XS FS4KHE 1% | @ Liaises with reservations and sales departments.
MHNEIEIELEE KRG | @  BaES ML EEMIEFTA SIS
g ® Ekﬂﬁnfﬁnﬁ%b TRAUED - REEH K EYEHESE
®  EREZiRAH A\ BUE(F SHENEN - MEREIERT VAR IR R ARG
® RIIEFERTIEN
® RIIEEILIT
®  HBETrHi S e
116 | Flight Dispatch Manager ®  Ensures the correctness of flight plans which contain route details, fuel
DTS R e B consumption, flight time, altitudes, weather information and navigation
information and relevant documents prepared by the Flight Dispatch
Officer;
®  Supervises pre-flight briefings to pilots conducted by the Flight Dispatch
Officer.
® HESIHIILEIR ERIERRITEEINVERENE - B5E | SRS ER -
/Hﬂ/ﬁﬁi TRATHFRE ~ TRATEE ~ KRR ’“H %ﬂn%ﬂ)ﬁ’z?fﬂ%ﬁﬂ#
& EENIILEIR B BURIT B AETTHINIHDRI TR H -
Supervisory / Technical level BE FitE4%k
201 | Marketing Officer ; Marketing | ®  Develops new accounts and additional business by regularly contacting
Executive ; Public Relations clients and calling on potential clients, obtains marketing information and
Officer ; Digital Marketing follows referrals from clients and competitors;
Officer ®  Completes weekly call reports;
TS IREE FAE NI & [ ) Coordinates and plans the digital media creation and multi-channel
FAT BRSPS T publication of the requested content.
®  FSEHEARIAL - IFHGE P R ERINER - NI E AR
[F]5E & P 4RI
& EEEAENES RS
® GENCREIBEENEANE - BRI R AT -
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Code Job Title Job Description

i iR TAEERHA

Supervisory / Technical level (Continued) &  HifELRk (&)

202 | Accounting Supervisor ; ®  Accounting duties which include the following: audits and processes the

Accounting Officer payments of all of the company’s disbursements;
HEFE @R E T ®  Prepares expense analysis and other reports on suppliers’ invoices and
monthly statements;
(e.g. accounts payable/ ®  Keeps proper record of all amounts due to the company on a timely basis;
receivable/ inventory/ audit/ ®  Computes all travel agents’ commissions payable;
credit/ accounting/paymaster/ | ®  Controls and balances all advance deposits;
cashier/ general cashier) ®  Responses to account disputes and queries;
(4N - FEAIHE TEURHE /7% | ®  Prepares the monthly accounts receivable report;
S ¥E (EEE ety | ®  Keepsall records relating to payroll;
s ®  Prepares and remits payroll reports;
®  Compiles all tax returns.
® M R A VIS
®  URELCHI T B M A B TE R S R S H &S E AT
®  [(RIFMEUIRATEE 5
o IR VIENTIRITIHAIHESE
®  EHNGPERTATAMNES |
® gLt EAYREGER
® RElTH BRI EHRE
®  [R{FFTA SR ARARIACE: |
® RELHEATHBNER S
® REIFTAENIE -

203 | Airport Supervisor ; Traffic ®  Supervises and co-ordinates all traffic activities at the airport and key areas

Supervisor ; Crew Control in the station;
Supervisor / Crew Operations | ®  Monitors and ensures that crew’s operational requirements are met legally
Supervisor; Senior Purser ; and cost effectively;
Purser ; Customer Relations ® Deputises for customer service manager in his absence and informs him
Supervisor when emergency procedure is required,;
MR T imER T #%| ®  Handles passengers complaints;
AN EEIE TS, B4tksass | @  Keeps destination ports informed of flight movements and passenger/cargo
WE  BEEHE  ZEMG loads; .
Ee =y ®  Liaises with reservations and sales departmgelr{ts.\
®  EE RIS Sk s Y — D) SO E R
o  ETENRMH A BIE(ERFEEEN - MEREERF A AREDR ARG
& EHIF B ACHERRL o WAE O H PR T E i k1R S HE
® RIFFEEILT
o HIRHAVHIERGE - SHPTERRITEN OREEH EYEEEE
®  HIETrHf RS TE A -

204 | Systems Analyst ; Analyst ®  Designs and develops computer programmes to meet business needs
Programmer ; Programmer ; according to the requirements laid down by the functional and technical
Information Security Officer specifications;

LS E RS TE ; | @ Applies appropriate system and programming tools, and hardware to deliver
RREEE TR FF cost efficient business solutions;
®  Specialises in the system support and maintenance, which enables the use of
system software for improving the system performance and quality of
service;
®  Undertakes design, technical support and review on IT/network security,
firewalls and intrusion detection;
®  Drafts the information security standards, policy and procedures.
®  RIBINRE M BilaRifg - St MBS EIE R - MEF SRR
® EFIEEMN A AR TR REM - SR A B ARG R T 5
® HEZNSIENAEE > LMERRES AT MRFER
® AT Rl SR R mE &R QA R ~ 5 KON S A= AH 2R3t 5
®  BUE AR - BURKIEF -
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Code Job Title Job Description

i iR TAEERHA

Supervisory / Technical level (Continued) &  HifELKk (&)
206 | Personnel Officer ; ®  Recruits, interviews and hires employees;
Training Officer ; ®  Counsels, transfers and dismisses employees based on appraisal of
Human Resources Officer supervisors.
AEHFE ®  Counsels and advises department heads regarding personnel problems;
|| A ® ﬁssists infifmpl.ementing t;aining policies and functions;
2 3 ] ® eeps staff training records;
ATRRAEE ° Arra&ges for traini%g schedules and liaises with outside training/education
institutions.
& HE - NEKEBTRES
o MURHEHEEE  FIRSERESR
® HAEMERMHIrIEEREER
® B TSR RAES)
o {(rRFE 74k
& B ERE - MBI HE T -
207 | Planning Supervisor ®  Supervises statistics clerks;
REITE ®  Produces regular statistical reports;
®  Monitors monthly commitments against budget.
® EIEgGETEE
® EHIREGETERE
® HUEHEER S ARSI -

208 | Reservations Supervisor ;| ®  Provides supervisory coverage in reservation during each shift;
Reservations Officer ®  Clarifies booking situation and feeds back vital information to departments
SILEREE ; FTALE £ concerned;

®  Promotes good relations with the public.

& EIEEEETAEBERLE

®  EHETAEN - WK E A REEARIET
® (RMEELNRAYRA A -

209 | Account Executive ; Sales | ®  Assiststhe manager to co-ordinate tour operation for groups and individuals;
Executive ; Sales Supervisor ; | ®  Liaises with airlines, other travel agencies and hotels;
Sales Officer ; Group Sales | ®  Promotes sales to commercial accounts;

Co-ordinator ; Assistant Sales | ®  Follows up on future booking and attends to complaints.
Manager ; Assistant Sales | ®  {77Bh&CH pR 2 EIHE K IRIFEE

Supervisor ®  HAfiZE/NE] ~ HAMRI T SOG4

BRI, BRI T E | 0 [apgisre s

FEHEE  HREENY | o IR ER -

FF BIEESRAE B

HSENEE

210 | Ticketing Supervisor ; ®  Provides supervisory coverage in ticket office;

Ticketing Officer ®  Compiles daily, weekly and monthly statistical reports on tickets issued;
BRI A BRI ®  Updates information of flight movements, exchange rates and air tariffs;
®  Assists subordinates in handling complicated matters.
& EEEEBEIYILE
® FiiFH - BB NG AT AR ERRGE RS
o RULERANUIRITIE - PER MR SR &R} 5
®  {iiihE TR E R -

211 | Business Analyst ; Data ®  Controls passenger bookings and monitors reservations (technical)
Analyst standards on the route(s) assigned; reviews flight booking profiles, short
REESITE BRI E term capacity planning and performs allocation/re-allocation of seats.

®  PEGIfREETAL - BePESTOLELE - deadfinzZs T - il EatE
A 4maE -
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Code Job Title Job Description
i iR TAEERHA
Clerical/Operative level 328 #{ET 4
301 | Accounting Clerk/ ®  Performs a variety of routine calculating, posting, recording, filing and
General Cashier typing duties in accounts department, maintains complete records of cash
e B B E and financial transactions, verifies accuracy of documents and makes
necessary calculation.
& AFEHEHETENHEHE BIR - 8k REEESTFELE -
303 | General Office Clerk ; ®  Performs clerical duties of a general nature such as copying, compiling,
Personnel Clerk ; filing and recording information.
Training Clerk ; & SE ORI BENE - R SEEERAOHERE -
Sales Clerk ; Control Clerk ;
Human Resources Clerk
BB E  NBHE
FSRER L& 5 EFEELE S
BHEE  AWEFESCA
304 | Reservations Agent ®  Controls booking situation for all flights;
ST ®  Works with ticketing officers;
®  Sells seats and services to passengers;
®  Provides information to other departments.
® RHIFREMNTIIAVETALARTS
® HETHEIE(EETE
® [ B B R R A R
®  [m AR IR LA
305 | Sales Representative ®  Meets sales targets;
Y ®  Sells air travel services;
®  Produces regular reports on business transactions;
®  Attends daily briefing and follows up the instructions from supervisor.
o EHBEEHE
® HERNFTZEIRYS
® TEHIMRBLERHEE
o HEGHMMMEER  WiZREENIEREERAETIF -
306 | Statistical Clerk ; Operation ®  Produces timetables and schedules publications;
Clerk ; Planning Officer ®  Updates statistics;
SETEI B EBXE ®  Prepares flight coupons, data and monthly cargo and passenger revenue by
FEIF(T port for analysis;
®  Advises local publication on daily flight movements;
®  Assists in preparation of budgets;
® Schedules co-ordination and clearance of slots in all ports;
® Liaises with engineering, operations and sales.
® RBIGHEER LIS ER
o RULEAETER
® CREFIRIEES: - BRI A SR EY R E BT » Bt
s
® [T H TR DE IR
® [iBh4REITHE S
®  UmPEAIE LRI ] R (S MRS TT
® HBITREES - M EL RS SR B -
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Code

Job Title
Tkt

Job Description
TPEREH

Clerical/Operative level (Continued)

XE/BETE (8

307

Cabin Attendant/Crew
HeRaR% B

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 equipment;

Distributes immigration and landing forms;

May collect money for beverages and duty free items;

Makes announcements;

Ensures passengers’ in-flight safety and comfort.

FARE B | FEBR A UL

TR el [ S A 1)

TEFRENT » MERIRE O Ry oy T AR | 5
IRERESCEEY) - BB R

HEORIE CERIT B R B - TRIEERS |

PRIFIAE BB R (B R TRV 2 &

AT B B RORG LAF

F RN {50 P 22 4

IREE NI B RERRA

BZH [0 S WL ER i B E A L an e Y
[FISRE B M

MECRIRE NI 2 204 R ET i -

308

Cargo Officer
(Passenger Service)
EYEEEI

(e iR )

Deals with matters connected with airfreight, such as airway bills or
consignment notes, loading, unloading and distribution of load on the plane.
FRIHEZEARANEE - PSR e A B R - KE - #E
itk BV SV B -

309

Ground Hostess ;

Ground Crew ;

Ground Services Staff
MRS B 5 TR A
=

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.

T R iR B RS A B R S MR A AR S E0R

LR B I AT A b e R

RE RIS B T FEEE

HEIRITHE

EMSIEHE  EAEEE  (FRE SORRIE I F B -

(] SR B B S A AR 738 1 S

SRR TEEH

R F B R ST RIBEE R

WSCH B 3 LH PR AT 520

SHHEHES S UG -

310

Information Counter Officer ;
Customer Services Officer

s B AL F PR E
(ER

Provides information on air fares, flight arrivals and departures;
Helps passengers make advance bookings;

Channels customers’ queries or complaints to the right departments.
TR A BTSRRI &R

T BIHR A THE THEEE

e Y 3 ] S A i A R O

87




Code Job Title
i 57

Job Description
TPEREH

Clerical/Operative level (Continued)

XE/BETE (8

311 Flight Dispatch Officer
it sk B

Makes out flight plans;

Briefs aircraft captains on their journey;

Deals with fuel requirement, take-off and landing weight restrictions;
Works with air traffic control personnel.

HEE AT S

[ R AT T

FRFRA BRPAHRIE DL R T Y B B IR S EE

Bz SR A B S

313 Airport Officer ; Crew Control
Officer / Crew Operations
Officer

ST RN BEEE
(55

Ensures that the crews’ operational requirements are met legally and cost
effectively;

Handles manpower reassignment in crew operations and cockpit crew
training.

WEORIAH N\ BB IR R G AR EOR S ARG

BRERAH N B A T30 SOt T A B 5 -

314 Traffic Officer
LIBEH T

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.

BBV R - B ROREHE - FREEALIE - DU RS
BT - FHEGTE R YRR P s iy Hofth SO

B E B AN B & 1E

318 Systems Support Operator ;
Computer Operator ; User
Support Officer
FHSHEARE & BRI
B HF3dEE

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;

Sets up, renews and updates the travel agent’s home page;

Monitors and provides data on the website traffic for management’s
analysis;

Provides technical support services to internal users or external clients,
including desktop hardware, system and application software installation;
upgrading.

HRE R AERTE R R B R

T A\ B

BB ERAEIS R~ BT BCRERR | 5

ARFER R EN L B S 25 T A RAERRT

SAL ~ BT RABABIRA T B 4t

B KRt R e E B R o A

RIS ED ] P B NE & PR BRI SR RS - EIHE © e i
ZHERRA . 28T -
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Code Job Title Job Description

i iR TAEERHA

Clerical/Operative level (Continued) 28 /#{/ET 4k (&)

324 Airline Reservation and/or ®  Makes travel and hotel reservation according to customers’ requirement;
Ticketing Clerk ®  Examines schedules of air, sea or land transport and hotel facilities;
iz NEETU K » 5 ®  Completes and issues tickets, vouchers and other documents;
E=pevivg=1 ®  Makes special arrangements for package tours;

® May need to assist passengers to 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.

o REBEIEEORTHETE LIRS

®  EIAREG - FE - 2R E N OIS R

® IHERELR - B R HA S

®  LR{TEIELR Lk

® SRR N - ASEES R HHRINES |

® SWHGmHETIRE REATWIE

® FURMEREERMIGHELER

® HEHETHRTIEEAL

& MIEREIELUBEEN LMRESE - W

&  EENIMIIREHEARITIEEN -

326 Marketing / Public Relations | ®  Assists the digital marketing team to manage relevant social media;
Assistant ; Digital Marketing | ®  Updates and interacts with public on digital platform.

Assistant ® [ENEEEE S E e AR A RS
M R A SRR R B, o WM NMAEBUS T & LEAREE) -
s =85 BN

Secretarial/Others level §iidE / EALERAR

401 Executive Secretary ; ®  Takes dictation and transcribes letters, reports and memos;
Secretary ; Typist ®  Answers telephone, screen calls and takes messages;

FEGLE s ®  Prepares replies to routine enquiries;
=5 ® Maintains daily calendar and appointment schedules;
®  Receives personal callers and performs related secretarial duties.
® SR NEEREMN - mEREE
® PEPEERGE - HUAIAREE REC TGN
& EE N
® mEHTHEBRAEER
®  BERFIIE N AT ARMATILER -

402 Office Assistant ; ® Handles odd jobs and despatches errands for the general office.
Messenger ® UM R PR RS KA o
mAEEE S EE
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Serial No.

CONFIDENTIAL

WHEN ENTERED WITH DATA

A B 1 R Rk

wE

Vrc

VOCATIONAL TRAINING COUNCIL

B &EE

THE 2019 MANPOWER SURVEY OF THE TOURISM INDUSTRY

TREEE 2019 AR E

fs8k 7(e)

The 2019 Manpower Survey of the Tourism Industry 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 1st August 2019 by answering the questionnaire. Thank you.

HRHEHE20194E AT 5 1E S AT AT 2R - S BRI ATV G T A e - 0
HERRIE20104E 8 H 1 FL WY A\ JYH LRI ILRTS « Sl o

Establishment Information

PR

NATURE OF BUSINESS:
EHUEHE

L Airline Companies

fi2e 7

U rour Operators
1T E4H [ P

TOTAL NO. OF PERSONS ENGAGED:

B & ¥ A&

Details of Contact Person*

LN

NAME OF PERSON TO CONTACT:

Clrravel Agents
JtTH

] Others, please specify

HAl - FFEEWH

(For official use)
Industry Code

] Ticketing Agents
SR ARE

Tt &% N4 &

TEL. NO. :

o
B A

E-MAIL :

E

POSITION:

J iz

FAX NO. :

[EgE et

* The information provided will be used for the purpose of this and subsequent manpower surveys.

ITFEHEEIHNT R HBA T EZ Y -
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Survey Reference Date : 1st August 2019

s HEE ;- 2019485 1H

Part I — Manpower Information

S8 — ARk

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

description of individual job.

SR YR Ay L2 - W2 sB AR S MBS LIERI AR RAL B £ G M-

Principal Jobs (Full-time employees) %% (£BES)

Please refer to Appendix A for column explanations.

FHSHHERAR SRR -

(A)
Principal Job
TR

(See Appendix B)
(M B)

(B)

No. of
Employees
as at Survey

Reference Date
(Excl. trainees/
apprentices”)

FE&ET H 4

e B A%

(FEES
EBE

G4

©)
No. of
Trainees/
Apprentices”
as at Survey
Reference Date

FE&ET H 4

HEELE
TN

(D)

No. of
Vacancies
as at Survey
Reference
Date

TE4EET H Y
ZE R

B
Forecast
Number of
Employees as
at August 2020
(Excl. trainees/
apprentices”)

THRT£20204¢
8HHY
& B A%
@ Ve
& BRAM)

(F)
Average Monthly
Remuneration Package of
Employees
(Employee’s basic salary
+ average monthly
supplementary benefits)

& B 25 H FHa#
(E#r + g H A
RREWAD

1  $10,000 or below
WU
$10,001 - $15,000

©)
Preferred Education of
Employees

fEEEADN
BERE

Code
SR

Education Level
BETEE

1 Postgraduate Degree
AR

2 First Degree
2B

3 Sub-degree
(e.g.Higher Diploma)
BIEAL (PInESsCE)

2
3 $15,001 - $20,000 |4 Diploma/Certificate
4 $20,001-%$30,000 | CUREEE
Job Please enter a zero ‘0’ in the box if no employee 5 $30,001-$40,000 |5 Secondary 4to7
Code trainees/apprentices/vacancy. 6 $40,001 or above PrHEDE
il s AIRE BOEE B R FHENR B0 - AL 6 Secondary 3 or below
Bk ] FEMT
Job Title A (3 employees,
e.g:] 1 Apprentice and 2 vacancies) 8 2 5 10 6 2
BT [BALF (F(EE, 1585 B 2fE Z258)

101

102

103

104

Managerial/ Professional Level &8 /B3 A\ B4k

Administration Manager ; Office
Manager

TTEEEHE | S iR

Director of Personnel and Training ;
Director of Human Resources

NIE Rl R AR A\ TR B

Director of Public Relations ; Public
Relations Manager

INFHEBAGETAREL | AN IR RET A

Information Systems Manager ;
Information Systems Service Manager ;
IT Manager ; IT Project Manager ;
Information Security Specialist

H A, R AR IR AC
BB A, BRI H 4CEE,
Helpr e

105

Executive Director ; General Manager ;
Proprietor ; Partner ; Managing
Director

PUTHES (A ], a8,
WISEE

106

Financial Controller ; Accountant
W 4R  EEtEm

107

Manager ; Operations Manager ; Area
Manager
SEH ) SEBACEL ;) s H

108

Marketing Manager ; Director of Sales
; Convention Manager ; Event
Manager ; Digital Marketing Manager
TR AR | B AR | ik
H  TH HACEE B E S A

109

Personnel Manager ; Personnel and
Training Manager ; Human Resources
Manager ; Training Manager

PN 2o C s IPNE 9 &[0 SEIS S N
NEFEREEHE 5 FllSREn R

Reservations Manager

110

EIRAE IR SEH

#

PEEL )/ TEE ) SREEREZIGNER - REFREARZSEPANRNEELE  TRREESLZIBETE -
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“Trainees/ Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.




111

112

113

201

202

204

205

206

207

208

209

210

211

212

Please refer to Appendix A for column explanations.

HASEMERARN AR -

A)
Principal Job
T SR

(See Appendix B)
(ZE% B)

(B)
No. of
Employees
as at Survey
Reference Date
(Excl. trainees/
apprentices”)

fELtEt H
fo{E B A8
(\EELE
EBE

Fro1 D

©)

No. of
Trainees/
Apprentices”
as at Survey
Reference Date

HIEE L
EE A

(D)

No. of
Vacancies
as at Survey
Reference Date

TESEET H Y

B
Forecast Numbe
of Employees a{

at August 2020
(Excl. trainees/
apprentices”)

THET{£20204:
8HHY
& B A%
(BEE B
PRI

Please enter a zero ‘0’ in the box if no employee
/trainees/apprentices/vacancy.
WREREEEEBEZER o SEEITREN A0 -

(F)

Average Monthly
Remuneration Package of
Employees
(Employee’s basic salary +
average monthly
supplementary benefits)

{8 B 2 5 3 P
R + & A HAMF:
A

Code
4R

1 $10,000 or below
E9VAN
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $30,000
$30,001 - $40,000
$40,001 or above
£

[o2 62 F VI )

Code
S

[y

©G)
Preferred Education of
Employees

REHAD
BEEE
Education Level

AR
Postgraduate Degree
et
First Degree
R i
Sub-degree
(e.g.Higher Diploma)
EIEr (PN ascs)
Diploma/Certificate
B HEE
Secondary 4 to 7
prEd T
Secondary 3 or below

HECey

Managerial/ Professional Level (continued) &K /B3 A\ B4k (&)

Sales Manager ; Business Manager ;
Tour Manager ; Customer Services

Manager/Business Development Manager

B L B P R act
R EACH | SRR A

Ticketing Manager
R ERALH

Meetings, Incentives, Conventions and
Exhibitions related Director ;
Meetings, Incentives, Conventions and
Exhibitions related Manager

ik - R R AAEN R AR

ok - B AR SR

Supervisory/ Technical Level B2 /F51iif S 4%

Marketing Officer ; Marketing Executive
Public Relations Officer ; Digital
Marketing Officer

MRS EE ) AHEBIARLIE
S EHEE

Accounting Supervisor ; Accounting
Officer

EEEEE  gEHE AT

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

(40 = JERTIR FEOR R B S
B EaE A )

Systems Analyst ; Analyst Programmer ;
Programmer ; Information Security
Officer

Z&om e BN A  ERERA

HallfrZ £AE

Operation Supervisor ; Operation Officer
Tour Supervisor ; Tour Officer

SEHEE, BB EM RIEMEE
IR EAE

Personnel Officer ; Training Officer ;
Human Resources Officer

ANFEE T JIGRETAE  ATTERE
THE

Planning Supervisor
HEEE

Reservations Supervisor ; Reservations
Officer
SILELEE  STALEEAE

Account Executive ; Sales Executive ;
Sales Supervisor ; Sales Officer ; Group
Sales Co-ordinator ; Assistant Sales
Manager ; Assistant Sales Supervisor
BT, BT, S TE
ISR SRS AT BhB R SRR | 2
B TE

Ticketing Supervisor ; Ticketing Officer
HHHEE %

 EBEEAE

Business Analyst ; Data Analyst
PO S BRI ITE

Meetings, Incentives, Conventions and
Exhibitions Supervisor ;

Meetings, Incentives, Conventions and
Exhibitions Officer

Bk R RAEEN R

i B RASERE AT

PEEL ) /TR SREEREZIMNESR - REFREARZSEYANIRNEEL - TRREEALZIBIEGRE -
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301

303

304

305

315

316

317

318

319

320

321

322

323

32

(=2}

401

402

Please refer to Appendix A for column explanations.

B EISFAN SR -

(™)
Principal Job
TR

(See Appendix B)
(2Rl B)

(B8)

No. of
Employees
as at Survey

Reference Date
(Excl. trainees/
apprentices”)

e I

Aol BB

(BrasE/
it

Frsh )

©
No. of
Trainees/
Apprentices”
as at Survey
Reference Date

FESRET HH

HERE
EET A

(D)

No. of
Vacancies
as at Survey
Reference Date

TESEET H Y
ZEGRER

(E)
Forecast Number
of Employees ag

at August 2020
(Excl. trainees/
apprentices”)

THT£20204¢
8HY
B B A
(HELE B
FERA

(0]

Average Monthly
Remuneration Package of
Employees
(Employee’s basic salary
average monthly
supplementary benefits)

{8 B 2 5 3 P
R + SPH9E A HAF:
A

Code
4wt

1  $10,000 or below
EdVNN
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $30,000

Please enter a zero ‘0’ in the box if no employee
/trainees/apprentices/vacancy.
WG HER,EEL e ER

SHAEJTREIN S S0

$30,001 - $40,000
$40,001 or above
Ed

o bhwWN

Code
4ok

1

2

©)
Preferred Education of
Employees

fEEEADN
BERE

Education Level

BERE

Postgraduate Degree
b FEA 2L

First Degree
2y
Sub-degree
(e.g.Higher Diploma)
EIEMr (PIAnEascs)
Diploma/Certificate
S
Secondary 4 to 7
FrEd
Secondary 3 or below

ECey

Clerical/ Operative Level 3X B /#&/E T4k

Accounting Clerk ; General Cashier
it & | HE

General Office Clerk ; Personnel Clerk ;
Training Clerk ; Sales Clerk ;

Control Clerk ; Human Resources Clerk
B A NEEH A JlsE s A
BHEXE  BEHE  AERES
1=

Reservations Agent

ETfi R

Sales Representative
EHHEAE

Ticketing Clerk
JRITHSCA; 5T R SR E LA

Travel Agency Clerk ; Reservation and/or

Visa Clerk
Fha

Sightseeing Guide ; Tourist Guide
(Inbound)
O, B (ISR )

Systems Support Operator ; Computer
Operator ; User Support Officer

B IRIRE B, EISRIE S
HPEXRE

Tour Escort ; Escort Guide (Outbound)
Fx ; ERR R (HEERE)

Travel Consultant
ik

Cruise Consultant

B m

Meetings, Incentives, Conventions and
Exhibitions Coordinator
ik BRI EE

Coach Driver

Jie B E

Marketing/Public Relations Assistant ;
Digital Marketing Assistant

sl [ ARG
Bhs B By

Secretarial/ Others Level #43& ~ EAtHk&k

Executive Secretary ; Secretary ; Typist
TEILE  WE  ITFA

Office Assistant ; Messenger
WAEMEE , 572

Other Related Tourism Industry Staff EAAHRIREZRIE T

For Official Use

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

TEEAE, S TEME ) IRIEERZIIIES - RSB ST AGISREE AL - MIIRBEE SRS EHE -
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Part 11
SE

Internal Promotion

WERE

1.

Number of full-time employees with internal promotion in the past 12 months:

BETZEARN > WEETYERE SR

(@)  From Supervisory/Technical to Managerial/Professional

HEE it 8 ST AEE HEAR

(b)  From Clerical/Operative to Supervisory/Technical

HX A LTSI REE FiltE

New Recruitment

HisER

2.

Number of new recruits of your establishment in the_past 12 months.

BETT(AHN - BEETEBEBEI A -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Technical Operative Others
K HEAR | BE KA XE/BEL | WEHMAT
(@) Total
HANE
(b) Number of new recruits without tourism

industry experience and / or no tourism
training

HTHE IS o SR At A SR A B K B

SR EEES Y e AR -

©

Number of new recruits who are fresh
graduates of tourism programmes
HTTHRS Y E JE i S R R AL B 2
ESUN 4

Employees Leaving the Establishment

B SR

3.

Expected number of full-time employees who will be retiring in coming 12 months:

Number of full-time employees left in the past 12 months:

i SN N A =UN

(&) Managerial/Professional Level

ez INSEIe
(c) Clerical/Operative Level

&/ BRETER

THETERAR A8 H PR REY ke 8L

(a) Managerial/Professional Level
st IN =t
(c) Clerical/Operative Level

XA/ RETH

94

(b) Supervisory/Technical Level
= E Vs =K

(d) Secretarial/Others Level
MiE EAHRRAR

(b) Supervisory/Technical Level
BE a8k

(d) Secretarial/Others Level
M EAE AR




Major Difficulties Encountered in Recruitment

TR

Reasons
IR

(@ No recruitment was taken place

AT

(b) Recruitment was taken place and the difficulties

encountered were:
(You may tick “v"” one or more options.)

AN > FrBFIRINEE © (W5 ESR—H - )

(i) Lack of candidates with relevant experience
it = BAHRA A B oR

(if)  Unsatisfactory terms of employment
B P R AR

(iif) Unsatisfactory working environment
TR AT

(iv) Limited career prospects

B AR

(v) Insufficient trained/qualified manpower in the related

disciplines

itk = EAHRRGNSR, & RE A TTE IR
(vi) Competition for manpower from the

Mainland/Macao/other cities

JRE Pt TR HA 2 T

(vii) Alternative offers in the market
i b A H At 5 4

(viii) Others (please specify)
H (55ER99)

(ix) Did not encounter difficulties

A IR

Managerial/

Professional

sy
HEAR

[

O oo o o oogood

Preferred Working Experience in Tourism Industry of Employees

& B EARINRIESE TIREE

6.

Supervisory/
Technical

BEBR

[

O oo o o oogood

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

spfat B AT (E H AN e RR TR R R £ -

Clerical/

Operative
NEHEL

O

O oo o o oogogaod

Please indicate the preferred years of experience in Tourism Industry before occupying the post (Please tick *v™).

sata e ikiE RIEEERATE A EREEN TEEE (58 -

Managerial/
Professional

MH HEAR

(a) No experience H
fmak b

(b) Less than 1 year

TEELLN

(c) 1year - less than 3 years
1HEZE IFEUTF

(d) 3 years - less than 6 years
SEEGHEMUT

(e) 6 years - less than 10 years
6 % 10FLIT

() 10 years or above

10 FE =Ll |

N Iy By

Supervisory/
Technical
B KiTE

[

OO0 0O O

Clerical/
Operative

XH/

Ao

O 0Oo0o0odgd

5
H

Secretarial/
Others
findE EAh & T

[l

Ny By

For Official Use
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Training of Employees

& BHIFIER

7. Please indicate the average man-day of training per full-time employee which your establishment had offered in the past 12 months
(Please tick "v'™).
pfEEAET—EAN - SR EHERE SRR TEEHE (Y E) -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Technical Operative Others
K HEAE BA K& XE/HREL W HAtt BT
Nil
© O O O O
(b) Lessthan 5 days
v O O O O
(c) 5 days - less than 10 days
5HZE 10 HLAT [ [ O [
(d) 10 days - less than 15 days
10 H% 15 B R O O O O
(e) 15 days - less than 20 days
15 HZE 20 HLLF [ [ [ [
(f) 20 days - less than 1 month
20 HE—EALT [ [ [ [
1 month or above
© Y O O O O

—EAZLLE

For Official Use

8. Please indicate the most suitable time of training for full-time employees (Please tick "v™).
s tE i G e I e B RYEI SRR (BB EE) -

Managerial/ Supervisory/ Clerical/ Secretarial/
Professional Technical Operative Others
K HEANE BE RihE XEREL g HAME T
(a) Day Time
FR L L U L
(b) Evening
R L - a .
(c) Flexible (e.g. web-based) ] N n ]

SE PRI (BIan: 48 EE2E)

For Official Use
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Please indicate the type of training provided to the full-time employees in the past 12 months (by type of course) (You may wish to tick

“Y” more than 1 course for each job level).
AR

Bt e SR E T T E AN 2 DU RIEME CESEEEE ) (FBETS vV ESEZRE) -

(vii) Cruise Consultancy

B ]

(viii) Information Technology

- Gillnesd

(ix)

Others (please specify)
Ht (FEEREH)

Training Managerial/ Supervisory/ Clerical/ Secretarial/
23| Professional Technical Operative Others
K HEANE B KiiE B/ EREL WE HMmET
A. Managerial Skills EHEHTS
i) Business and Financial Strategic Planning,
0 Implementation and Evaluati(?n ’ D D D D
S RS I RIS AR ~ (T RmE
(i)  Human Resources Management D
ANNEFEH
(iii) Sales and Marketing Strategic Planning, D
Implementation and Evaluation
P E R TSRESARE] ~ HET RARET
(iv) Supervisory Techniques, Leadership Skills D
BAEET - HERTS
(v) Risk Management D
ERER
(vi) Others (please specify) D
Hth (FERREH)
B. Professional Skills K75k
(i) Inbound Tour-guiding D
NI L
(if) Outbound Tour-escorting D
R
(iif) Convention and Exhibition Management D
o R
(iv) Travel Consultancy D
SRR
(v) Ticketing and Reservation System D
ESC S SEEESSH
(vi) Travel Insurance D
FRE R
[]
[]
[]

C. Generic Skills 3B H#T5
(i)  Service Attitude/Customer Service D
IR RERE R IR T
(i)  Communication
A [
(iii) Problem Solving
fife R e u
(iv) Others (please specify) D
Hofth, (FsiiEH)
D. Language &=
(i) Putonghua
i L]
ii) English
(i) ggnggg is D
(i) Others (please specify) D

HAtr (GFERH)

OO0 (good |[gooaoogoooog ooog g

OO0 (good |[gooaoogoooog ooog g

OO0 (OQood |[gogooogoooog ooog oof

For Official Use
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10. Please accord priority in respect of different skills of training for full-time employees to engage in the coming 12 months, from 1 to 4 with
1 being the first priority.

i EE R e B AR (T R SRR BB K - BRIP4 R EEE -

Managerial/ Clerical/ Secretarial/
Professional e prey Operative Others
eI s SERET | WS HAT

Skill Sets
FREsE

(i)  Managerial Skills
jeeiitsa]

(ii) Professional Skills
FERRE

(iii) Generic Skills
RIS

(iv) Language

R ==

[F{mp=i

Supervisory/ Technical

11.  Please indicate the months of high season for inbound and outbound in your establishment in the past 12 months (Please tick "v™).
spfa i E B L AN AR R HSREEZEN Ay (520" " E) -

No such
Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul service
8 H 94 | 108 | 114 | 12H | 1H 2H 3H 45 5H 6 H 7TH A ER
I
Inbound
NIFiRk i
Outbound
LSRR IE

12.  Please fill in the number of inbound and outbound freelance/part-time tourist guides/tour escorts in the months of high season in the past 12
months.

HHEES BUMIAE IR A+ E AN > &I A (ot ABE R S R4 SR i SRR A A B -

Inbound (freelance/part-time tourist guides) Outbound (freelance/part-time tour escorts)
NI (R4 FRRB ) HSRR A (R4, IR REX)

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

&5 > ZHEE -
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(TO - T)

The 2019 Manpower Survey of the Tourism Industry
i AN KNI RN

Explanatory Notes

bt

Part |
B8y

1. Principal Jobs — Column ‘A’
TS ‘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.
HEE A o BHCGEA  EURRENY R o ARSEAIRY LIEREA - 2R 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.

SHERNE R TR A R BT E - FRIBEENEERE M - 5 TRHEEEA
BBV AT - AIRIEEERS - SRR AR -

(©) 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 EHEE ST ERS AT - 5588 fept SO H £ IR AV -

(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 EERESS A IR EER B REN TIER (M B) » SF—HHEA A N - IREHEATE
RS 1 B S 40 -

2. Number of Full Time Employees as at Survey Reference Date (Excl. Trainees/Apprentices) — Column ‘B’

FESRET HIR =k 0e R N8 (&4 BERRIN) ‘B il

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  BEERETAET H B A8 T SRR Y 2 e 2488 (EE AL BAERSN) -

"eWER ) BT HEENSEITE (EH&RVUE - SEA DR+ UNE) 2t A8 > Kb aiE
TEMERN B TR EREBA - HERAFMMEN "EE , F5H o EFRINE -

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

ST ARy =4 24 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.

A ST IEAE IR 23ISRy £ TRk (E B4R E > B E AR S EP ARV EEL - DRIRBEESLZH
HYERGE
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Number of Full Time Vacancies as at Survey Reference Date — Column ‘D’

FESTET H Y 2 2= B ‘D’

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.

AE FESRET HIG— B A 2Bz thal (EE 4 BIERIN) - TBUAZERER ) TR HIHARA
BRI ZE - FRIL LA R IE AR AR A RS A\ B IEH A -

Forecast Number of Full Time Employees as at August 2020 (Excl. trainees/Apprentices) — Column ‘E’

FERHE 2020 4F 8 FHIEMLIRE A S (BEL/ BERSN) O

The forecast of number employed means the number of full time employees you will be employing as at August
2020. The number given could be more / less than that in column ‘B’ if an expansion / a contraction is expected.
HEHEE ANEYE ST 2020 4 8 HyeR(e 8 AR - A0fhET5RH5 s n] gEfinR Uk - R pTE Ry #
FIEZ /DY ‘B i -

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

=Rk E R 2B H Vi (BE8EB2ERIN) 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.

SIE F WEASE EEREY R iE SRR 12 (635 F9Ha Rt o SakERE - alky TIEE
b~ ATEAL ~ RERORERG ~ BREIRM  FRTTEMS - e RAEAL - 1 BAEA SN —HEEEER
s - AIEEECPEA -

Preferred Education of Full Time Employees — Column ‘G’

=RE B HANEERE ‘G

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

B G OMHEA  HiEEEHEE T ERE B e RE R EANEEREY -

Definition of Preferred Level of Education:
HERSEENES

@ “Postgraduate Degree” refers to higher degrees (e.g. master degrees) offered by local or non-local education
institutions, or equivalent.

TR, BFE A B E AR B R Y S R (R L) - SEEREEE -
€ “First Degree” refers to first degrees offered by local or non-local education institutions, or equivalent.
TR RAE A EGEAM B AR ALY LB - SUEFEREEE -
€  “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.
TR, BAEAHEEIEAM B SRR EVEI S L - SPCCR - HEESCR - S E - S
& Be R R AR
€ “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.
"SUR S EE ) BRI EBCERERE L SUR FE - ARERMESCR - BEESUR R TR AR
B REFEHERE -
€ “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.
ThuEGt ) B UES T (BEEERTEEE - FEPECEER - BESCREHERINE
Bt SEFAEEE -
€ “Secondary 3 or below” refers to Secondary 3 or below, or equivalent.

TR =T ) BRSO  SEEAEEE
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Part 11

— &Rt

10.

11.

12.

Question 1 — Internal Promotion
i 1 BEiS=was

An internal promotion is the promotion of a full-time 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.

SAIEHE BRI ETEE 2R BN TIERE RiF s B R A s ERT T 2L - SFR AT A
HEBEEAETZMEA SHREBATHEEEREAZEHE HEAER  DURHAKT M ETHREAZEE
SEEIPN '

Question 2 — New Recruitment

il 2 WS e |

€)] Please fill in the number of new recruits in the past 12 months.

AEAEBEETEA SRETEER R S AR -

(b)  Please fill in the number of new recruits without tourism industry experience and / or no tourism training.
“New recruits without tourism industry experience” refer to new full-time employees joining your
establishment without previous tourism industry experience (Excl. fresh graduates of Tourism Programmes).
SEHELA SRR TGS i 0 SR A B R B R R SE RS R BB o BT iE RS MR
LEpmy2liE 2 ) 5EMA  EREANT IR LSRN 2 BE S (JEE R EREIERE B2 AR
Gh) e

(c) Please fill in the number of new recruits who are fresh graduates of tourism programmes (except
Managerial/Professional Level). “New recruits who are fresh graduates of tourism programmes” refer to the
full-time employees joining your establishment who are fresh graduates of tourism programmes.
HEAEBE TR EEEEISH EE i E 5 SRR R R A 2 e B A B (4S8 HE A
BERIN) o FrERSIEE R E R ERME R EA ) RO ER 2 e R R R R R A -

Question 3, 4 — Employees Leaving the Establishment

e 3, 4 1 B

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

i 3 A EEEFTEANE BTSRRI S S R B A -

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

i 4 s ETHEEARAR T E AN SHERIRE S 2R E & A -

Question 5 — Major Difficulties Encountered in Recruitment

fiiE 5 T AN R &

Please put a tick in the appropriate box for the difficulties encountered in recruitment of full-time employees of your
establishment in the past 12 months.

sAfed  ERMEERE T EA RS e SRR RN EE - WA E =R

Question 6 —Preferred Working Experience in Tourism Industry of Employees
fiil/H 6 & B B ANk TSR

Please put a tick in the appropriate box for the preferred years of experience in tourism industry before occupying the
post.
A e e SR LR BAT E A TE B RE RN TR E - AR E 2275k -
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13. Question 7-10 — Training of Employees

MRE 7- 10
Question 7

fefRE 7

Question 8

fifiE 8

Question 9

il 9

Question 10

il 10

Question 11
11
Question 12

i 12

1 & /IR

Please put a tick in the appropriate box for the average number of man-day of training per
full-time employee which your organisation had offered in the past 12 months.

sAfE BB E T E A NEEL 2 RE SRR B8 AEEE 2R
Wi ek

Total No. of Man-Days Spent

Average number w46 1 8
P HE Total number of the full-time employees concerned in that category

HRAGHHI =T B A

Please put a tick in the appropriate box for the modes of training most suitable to your full-time
employees by order of priority.
i ERER RES2RE BRI 0 WA E RIS 5E -

Please put a tick in the appropriate box for the type of training provided to full-time employees in
the past 12 months.

steft B gERE B ABIA LT T EH YR R IEE - AR EE AR L
“\/” %}}EL °

Please accord priority in respect of different skills of training for full-time employees to engage in
the coming 12 months, from 1 to 4 with 1 being the first priority.

i B R B AR E A 2RI R < sERR MBS R - B kP 1
41 HEE-

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
safEH BEREE LT T A N ASE S BRI SR H 47 - WA S RS vk

Please fill in the number of inbound and outbound freelance/part-time tourist guides/tour escorts
in the months of high season in the past 12 months

FHEHE EWEEEE T TEHN o A AR R IRERLY S HIRE
N -
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2019 Manpower Survey of the Tourism Industry

fic#ESE 201945 A TR &

Job Descriptions for Principal Jobs
in the Tourism Industry — Travel Agent

Bt T+ 551 B ES TR

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.

HR oy A ] SEEL S AR PTER B AR - (B TAEMEAAT - SH00EE— TS - WAESR AR AR AR &R -

Code
i

Job Title
7

Job Description
T{EsREA

Managerial and professional level

KHREEARL

101

Administration Manager ;
Office Manager
iz cusiipRa g sl

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

Provides prompt and efficient centralised office and supporting services for
all personnel.

DR A B0 2 48 AR R IEA A RO S

Fy B PR B R A R TR B R A S R B RS -

102

Director of Personnel and
Training; Director of
Human Resources

NEE ISR R4S
NITEIRE &8

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.

ST E— M NBBUR ST 55 1A » BeEiRa A ~ B 8 T RO M2 6
BH

AP EE wmPE R LA

HETT R S8l SO BT EI LUIN5R e B RR A,

BRI B TR

H#EaTHY ;

BB LEMHITHBEER T EEETE -

103

Director of Public Relations ;

Public Relations
Manager

N FLRRAERAEES |
DB HERAS R

Plans and directs publicity campaigns and promotion activities at strategic
levels;

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 provides feedback;

Monitors and advises on the update of the travel agent’s home webpage.
LRSS SRy PSSR A=A ST O

B S IR S FU4R
BHNEEATNENEEER
FREEN FHE R B - R - HEREE
RS EFNESTHR

TE B & £ A S B BRI 4EIh - 0 AEESF H [EE SR
HHRIT 1 B EAEuhy e B S R BB BRI -

RE > DU TR A8 R R
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Code

&5t

Job Title
Tkt

Job Description
TPEREH

Managerial and professional level (Continued)

&H R HEEARHER)

104 | Information Systems ® Designs IT applications and systems, and/or customises package solutions to
Manager ; Information meet business objectives;
Systems Service Manager ; ®  Manages all phases of the development life cycle including feasibility study,
IT Manager ; IT Project development, implementation and support;
Manager ; Information ®  Manages specific IT development or services projects based on the
Security Specialist user’s/customer’s requirements;
Bl e ek 8, Bl A%k ®  Undertakes design, technical support and review on 1T/network security,
W«&g —/‘z*ﬂﬂgzz«qg &3 firewalls and intrusion detection;
Pl 7 [ 4 %*ﬂﬁﬁg ®  Drafts the information security standards, policies and procedures.
s ® T ERMSIE R R A E B TR  EBCEREA
® EHILYBHR R IEEAY TIE - EREET RTINS ~ BEEE - HETT RO
25
o R E LK BT A B S E0H B IR
®  EEEGHT - RS Rt &R A IR ~ B Kl R R A MH
® B ENIRZAEAEE - BURKAEF °
105 | Executive Director ; ®  Assumes the total responsibility of managing the establishment, usually
General Manager : with other managers/executives as direct subordinates;
Proprietor ; Partner : ®  Implements the establishment’s policies with a view to achieving their
Managing Director objectives.
HTEE ; GRKH o EATEM MM A HEE N HMSHE ATRAR
HY A o  ME{THERERVECSK > DUER|HHE -
HBHESE
106 | Financial Controller ; ®  Oversees accounting matters;
Accountant ®  Advises top management on financing of capital expenditure monitors
FAFSEEES © EatEm ®  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.
°  EEGHEY;
o |nEERHtARIEN SRR,
o (URREEE Mt gt KB E EE%IJJ#
® FERESTHENHEEREXRSE
® IHEMIEE R TR LIF
o EHERZHFEEH R EAYLME
107 | Manager ; ®  Takes charge of the overall operation;
Operations Manager ; ®  Maintains close liaison with personnel in the local travel market and
Area Manager participates in international travel trade conventions/conferences.
dsiE STt ° EEEMTAF:
i 4K o HUAENRIE TIE AN BIRFF RTINS - W2 BRI E &
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Code

&5t

Job Title
Tkt

Job Description
TPEREH

Managerial and professional level (Continued)

EHREFEARS (8)

108 | Marketing Manager ; ®  Plans, organises, directs and controls the company’s marketing functions;
Director of Sales ; ®  Reviews market and sales analysis to determine local and overseas market
Convention Manager ; Event requirements;

Manager ; Digital Marketing L] Co-(_)rdinates .publi_c r.elations activities relating to sales promotion;
Manager L] Cha|r§ the daily briefing of sales de_pgrtment, controls the Kar(_Jex Sys_tem.
P H T S A B ®  Submits a monthly salgs report, solicits for group and convention busmess;
AT - I S - B ®  Conducts sales campaign and contacts all visiting travel trade and business
ST A personnel; N _ .
N ®  Develops digital marketing strategies on the data collected from customers
and various sources;
®  Develops and implements company’s digital marketing and online-media
strategies and campaigns;
®  Oversees, co-ordinates and plans the digital media creation and
multi-channel publication of the requested content;
®  Undertakes marketing activities and advertising promotional plans,
manages events and data analyses.
® RE| - S - FEENEHA TN TSI EEE)
®  iREITIG RN DUREE A BRSNS RE K
® REBUEBHERA RN AR AISE)
& ERFERMEFHMNMH G  EHEE B 2490
o EFHEENE o FHUIERS R SR
® ErrESEat B R RRE S R S AR
® WA A AR TE AT 6 1 P Wi S ) v R B SR
® IR JE A F WU **fﬁ&iﬂiﬁﬁﬁi% B R Bl 5
® B - iENCREIBEENEANE - BB R AET
o aE i EEEE S EEE  EEHE OB -

109 | Personnel Manager ; ® Plans and implements effective personnel management and training
Personnel and Training procedures for all levels of staff;

Manager ; Human Resources | ®  Co-ordinates and controls internal and external training;
Manager ; ®  Advises management on personnel/training and management development
Training Manager trends; _ L
JEre R ®  Acts as course leader in specific training programmes;
T 2 G AR ° Provide_s counselling for employees; N o
R ®  Determines the effectiveness of personnel and tralnlrlg activities.
SlE et ° Fo S BRER N B SR E ST AR AN SR
o & EHLEERIEEASNIIGR

® AT AR E T RS E T R AR R

® [ERHIFISkETEIRVFRIEET A S

o NIk EfEAtEIE

® TPEAFEHANSEENHIRE -

110 | Reservations Manager ®  Formulates and supervises the reservation system;

ST ERaK () Clarifies booking situation with management of travel/tourism related
organisations and commercial accounts;
®  Promotes good relations with the public.
® HIE METEETALHI
® [HfRTEEEIEETE A B R P AESETALEN |
® (BB RAYRH -
111 | Sales Manager ; Business ®  Re-structures marketing and sales strategies;
Manager ; Tour Manager ; ®  Observes competitors and new market trends;
Customer Services Manager ; | ®  Plans sales calls and provides leads;
Business Development ®  Conducts sales performance appraisals of subordinates;
Manager ®  Reviews sales targets regularly.
B | ST o ETHIGE B
% PR | ®  HFEINBIRE R TGS,
e A ®  EGPEENFUEANE KR EE S
ST AR ® AN FHUHENRI ;
o EHltEETEREE -
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Code Job Title Job Description
i iR TAEERHA
Managerial and professional level (Continued) KB REZZ A B4 (&)
112 | Ticketing Manager ®  Controls, formulates and supervises the ticketing system of the agency
oy iacs | according to international and local regulations;
®  Clarifies booking situation with management of travel/tourism related
organisations and commercial accounts.
® IERE RAMFRGIET - HIE KEEIRITHAVES LIFEF
& [RIEMIMEE AR RFFERETEEN -
113 Meetings, Incentives, ®  Formulates, directs, controls strategies and policies on Meeting, Incentives,
Conventions and Exhibitions Conventions and Exhibitions related business.
related Director ; & {ilE - BEE NEHER - BE ARG RIS RBER -
Meetings, Incentives,
Conventions and Exhibitions
related Manager
Gk - R N IAER AR
ik - R R R o
Supervisory / Technical level BE #iif 24k
201 | Marketing Officer ; Marketing | ®  Develops new accounts and additional business by regularly contacting
Executive ; Public Relations clients and calling on potential clients, obtains marketing information and
Officer ; Digital Marketing follows referrals from clients and competitors;
Officer ®  Completes weekly call reports;
TSR T R & ® Coordinates and plans the digital media creation and multi-channel
FAT ; EREESS AT publication of the requested content.
® IHIFHISEARIA L - IFAGE I SRS ER - AT BRI
[E]3E s & P A 48BN
o HIEFHEMNESHRE
® B SREIBEENSANE - BERERAE R YHER -
202 | Accounting Supervisor/ ®  Accounting duties which include the following: audits and processes the
Accounting Officer payments of all of the company’s disbursements;
EEFEE S FE ®  Prepares expense analysis and other reports on suppliers’ invoices and
monthly statements;
®  Keeps proper record of all amounts due to the company on a timely basis;
(e.g. accounts payable/ (] Computes all travel agents” commissions payable;
receivable/ inventory/ audit/ ®  Controls and balances all advance deposits;
credit/ accounting/paymaster/ | ®  Responses to account disputes and queries;
cashier/ general cashier) ®  Prepares the monthly accounts receivable report;
(4N - FERIIE TEdRE /77 | ®  Keeps all records relating to payroll;
5 ¥ (=R, astyy | ®  Prepares and remits payroll reports;
o ®  Compiles all tax returns.
) o I RIERAE IR
® URBISHI T R A A R e R 5 5 S H AS B
®  [RIFMEUIRACEE 5
& CIEVIEMNTIRITHAVHE
® HINCPEFTA TN E S
o RMIEE: LAVFEEER
® REYHEWIREERS
® [R{FFTHBELHINA RAMVACE: |
® RELIHEATHINER S
® RETAWMINE -
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Code Job Title Job Description

i iR TAEERHA

Supervisory / Technical level (Continued) &  HifELRk (&)

204 | Systems Analyst ; Analyst ®  Designs and develops computer programmes to meet business needs
Programmer ; Programmer ; according to the requirements laid down by the functional and technical
Information Security Officer specifications;

LHSITE RS TE; | @  Applies appropriate system and programming tools, and hardware to deliver
BRAGEE S TR+ cost efficient business solutions;
®  Specialises in the system support and maintenance, which enables the use of
system software for improving the system performance and quality of
service;
®  Undertakes design, technical support and review on IT/network security,
firewalls and intrusion detection;
®  Drafts the information security standards, policy and procedures.
®  RIBINRE KRR - St KB BT - PSR R
& EFEEMNERM EARE TR KA 52t Bl BEs R T2
®  HEZNIIR AL - DUERRE R IR I E R
®  EFEGT Blo SR FAmar & E N s R ~ KOS e f= AMH SR 5
® BEEEIRIAREAE - BURKAEF -
205 Operation Supervisor ; ®  Co-ordinates and supervises the activities of staff engaged in ticketing tour
Operation Officer ; operation and clerical;
Tour Supervisor ; Tour Officer | ®  Liaises with hotels, restaurants, shops and places of tourists’ interest.
EBTE, EB T, ®  ETE R IAEREEASED ~ FREEEL RO AN B AE
FREEE FE ;RIS £ ® HBUNE - BEE - pEE A E -
206 | Personnel Officer ; ®  Recruits, interviews and hires employees;
Training Officer ; ®  Counsels, transfers and dismisses employees based on appraisal of
Human Resources Officer supervisors.
NEEFAE ®  Counsels and advises department heads regarding personnel problems;
Sl AT ; ) ﬁssists infifmpl_ementing t:jaining policies and functions;
s E o eeps staff training records;
ATTERAEE ) Arraages for traini?wg schedules and liaises with outside training/education
institutions.
& xR KMEEREE
o RIEFGEEE  HIRECERES
o HAFEHERMIIEERIEER
® (N HEITHII SRECRAEE)
o (REFEETZIICEH
o RIS HRE  ESNTISE, S EEE -
207 | Planning Supervisor ®  Supervises statistics clerks;
FEEITE [ ) Produces regular statistical reports;
®  Monitors monthly commitments against budget.
& ErEMETEIE
® EHREgETERE
® MEFHEIERSH RN S -

208 | Reservations Supervisor ; | ®  Provides supervisory coverage in reservation during each shift;
Reservations Officer ®  Clarifies booking situation and feeds back vital information to departments
L EREE ; FTALE £ AE concerned;

®  Promotes good relations with the public.

o EIEFHETAEBERLE

®  EETAEN - W EEE AR
®  (EiEBLNRAYRH A

209 | Account Executive ; Sales | ®  Assists the manager to co-ordinate tour operation for groups and
Executive ; Sales Supervisor ; individuals;

Sales Officer ; Group Sales | ®  Liaises with airlines, other travel agencies and hotels;
Co-ordinator ; Assistant Sales | ®  Promotes sales to commercial accounts;

Manager ; Assistant Sales | ®  Follows up on future booking and attends to complaints.
Supervisor ® [ EH R G R E N R

BETAE B EE S | @ Bz - HARITH R E RS ;

EEEE  EEGEERL | 0 [pgterEEES

TAF BIEVEFECHE B | e YT REAIETEY -

HRENE
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Code Job Title Job Description
i iR TAEERHA
Supervisory / Technical level (Continued) &  HiifEHR (&)
210 | Ticketing Supervisor ; ®  Provides supervisory coverage in ticket office;
Ticketing Officer ®  Compiles daily, weekly and monthly statistical reports on tickets issued;
HEE Rl A BRI AT ® Updates information of flight movements, exchange rates and air tariffs;
o Assists subordinates in handling complicated matters.
L BRI AE 5
® Ejllt H - &8 5 H s e R Bl T s
o RULARAMUIRITIZN « VR ARG S &R} 5
® HNE [ E RN
211 | Business Analyst ; Data ®  Controls passenger bookings and monitor reservations (technical) standards
Analyst on the route(s) assigned; reviews flight booking profiles, short term capacity
BEESE BRI E planning and performs allocation/re-allocation of seats.
®  HikEETAL - BEFESTAIERAEE st fiiZEsT B ~ IR EETEI K
A 4mEE -

212 Meeting, Incentives, ®  Assists the director/manager in duties related to Meeting, Incentives,
Conventions and Exhibitions Conventions and Exhibitions business, supervisors staff in operational
Supervisor ; matters related to Meeting, Incentives, Conventions and Exhibitions
Meeting, Incentives, ° Tmﬁjj‘@ﬁ S R SRR A AR B A R R P R - R S AR S
Conventions and Exhibitions NFESEGEESFIE T -

Officer
‘%’Eﬁ JEE B R SRR
ik R AR ER I T
Clerical/Operative level & #{ET4k
301 | Accounting Clerk/ ®  Performs a variety of routine calculating, posting, recording, filing and
General Cashier typing duties in accounts department, maintains complete records of cash
@Y e HWE and financial transactions, verifies accuracy of documents and makes
necessary calculation.
& EFTHEITHNHEE IBIR - 8  FEEESITFELE -
303 | General Office Clerk ; ®  Performs clerical duties of a general nature such as copying, compiling,
Personnel Clerk ; filing and recording information.
Training Clerk ; o AFE MU BENE - HFE - SEEEROHERE
Sales Clerk ; Control Clerk ;
Human Resources Clerk
B E  NFEEE
HISRE SR 5 BRI E
B E 5 ANEFRE A
304 | Reservations Agent ®  Controls booking situation for all flights;
STAr e ®  Works with ticketing officers;
®  Sells seats and services to passengers;
®  Provides information to other departments.
° Féfiﬁﬁ%ﬁﬁﬂiﬂ’ﬁﬂﬂﬁﬁ% ;
® BIFEEE FESIE
° mEE%%Efffk L R AR
& mHAMEPIIRALER -
305 | Sales Representative ®  Meets sales targets;
= ®  Sells air travel services;
®  Produces regular reports on business transactions;
®  Attends daily briefing and follows up the instructions from supervisor.
& EHIEEHEE
® AR
® TEHMRBCERHEE
o [NEGHMMREH  WFEEENIERHERETE -
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Code

&5t

Job Title
Tkt

Job Description
TPEREH

Clerical/Operative level (Continued)

XE/BETE (8

315

Travel Agency Clerk ;
Reservation and/or Ticketing
Clerk

FRITHICE 5 5T R B3R
BHES A

Prepares itineraries, 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 need to assist passengers to 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.

SmELRBEE R - RIS R THE T B SO 5

ERZAERE - B~ 223 ORISR

PEEETE S ~ WO R A ST

R RITEIVE R ek

BRI FRREE R - ASREE AR N

SRR EETIR H R AT WHE -

LRI SR R R

AR THE TIAAL » AR HRT Bl R R T A AT

SIS DU E B SRR A WS

EENURIT K R I AR L -

316

Visa Clerk
Frna b LB

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

B S - R L R 2R T B A AR Y AR A8 R Bk

317

Sightseeing Guide ;
Tourist Guide (Inbound)
BOcEE | Hr (ASEREE )

Accompanies groups of tourists and others on sightseeing tours within a
city, or to places of general interest;

Assists in interpreting and purchasing.

s[RI 17 B fe i 5 S AR A B LB S B s &
TohBHENEE S b Bh il 2 I E )

318

Systems Support Operator ;
Computer Operator ; User
Support Officer

IS IRARE B SRR
B, P& E

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;
Sets up, renews and updates the travel agent’s home page;
Monitors and provides data on the website traffic for management’s
analysis;
Provides technical support services to internal users or external clients,
including desktop hardware, system and application software installation;
upgrading.
HRE PR B R B R 1
I A 4w Bk
R ERISCERAENS 7~ WERT RCRER |
Hﬁﬁﬂ SENH B R EA T A RIET 5
AL~ BT AR LI T 1 B s
Bz R LR iR B R (oI
RIS ED A P B NE R PR BRI SR AR S - BFE - R A e
- ZREFRT - 2800 -
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Code Job Title Job Description
i iR TAEERHA
Clerical/Operative level (Continued) X8/ #{ET4k (&)
319 Tour Escort ; ®  Meets the tour groups at the airport
Escort Guide (Outbound) ®  Take care of the members and various coordination;
SER% s SHBR IR (4 | ®  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.
® RSP T
® IRREHEZ K A R S THES
® [HEFRITESREMIA - fmfts i zcm TR - # IR Ef IR T |
® [ENEELHFAR AR &S - R ERINEHEEE
® R LIEELHFEE
®  MHHNG
® R BILHHE R B TIE
® T EIEE R R A AR B [ R AR
& SUHAHEYWHEHEES -
320 Travel Consultant ®  Provides information on tours available, details of the destination, budget,
H A RE travel documents required,;
®  Provides information and makes recommendation on travel arrangement
etc. so that customers can make their best choice.
o WEE%&EﬁEWUJAEﬁHﬁE%ﬁ TERJREER - A H A - BT
~ TS
d jﬁ%ﬁéﬁﬁ?ﬁ%ifﬁfi@% °
321 Cruise Consultant ®  Provides information on cruise packages available, details of the
i lmEE R destination, budget, travel documents required etc. so that customers can
make their best choice.
® [mEiF R YIS TRV E kIR - A HAYH - BETEE R
B -
322 | Meeting, Incentives, ®  Acts as a facilitator to coordinate all Meeting, Incentives, Conventions and
Conventions and Exhibitions Exhibitions arrangements
Coordinator & (HEAMNEEGH  EEEEKITHEE -
ik BB RS E R
323 Coach Driver ®  Drives a coach in delivering the tourists to the scenic spots according to the
it 30 B A planned itineraries;
®  Ensures the safety of the tourist and their luggage.
® AR BRI R F TR R
® (REEIEE RAFHUANE B T34 -
326 Marketing / Public Relations | ®  Assists the digital marketing team to manage relevant social media;
Assistant ; Digital Marketing | ®  Updates and interacts with public on digital platform.
Assistant ®  {ifBhEE S B A PV E EAH R 1 AT
miSh R A LR B, ® T RAFEEE PG LEAROE) -
B = B
Secretarial/Others level FAE ~ HARRK
401 Executive Secretary ; ®  Takes dictation and transcribes letters, reports and memos;
Secretary : Typist () Answers telephone, screen calls and takes messages;
FTERE ; fhE ®  Prepares replies to routine enquiries;
T8 ®  Maintains daily calendar and appointment schedules;
h ®  Receives personal callers and performs related secretarial duties.
®  EEGEREMN - WE K EE
° % SRS > BIAE Rae N IR
® = E ﬁiu/jF”ﬁ
® EEHFHEHRLGE
® IR N AT ERTS -
402 Office Assistant ; Messenger | ®  Handles odd jobs and despatches errands for the general office.
WAEREE | (5 ® AR R PR SO -
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ffif 5% 8

BREE RN
£ A i A {5
o ETHETLER > AGREREMBEREBSER - TNERNIEE R —
P SESH AR Ay B A LM% ETTIHA -

TIEA BT

o BREISEIVTCIERIIRIE S/ LIy - WEhdEE TIF NBERITERE -

*  ZHFFAZEEETENARLFEEERT G kIS MR ITEE 72
EHY ~ HENEREFRE - VICRRIE T GV ERZE > S5 -

m:t_ 75 uﬁﬁiﬂ{—f *i

c AFRHHEERINRAEER  AHSENRBAERELEE  TEhHEEED)
Bt R A R A B TAF - Sy TR > DACE S S A1 R pr B E Y R -
R EHZHEER -

PRHGHE e = 0] 78 R

c HEZHERLUIESEER > FHERISEE G REENiL o WEE TR A
SHGHE -

e B [

. i%iﬁﬁéiﬁlﬂﬁiﬁ%%ﬁ%’fﬂz‘“ Bt E BB I E Rk E > &
R [ 41 B A

c FTAEZWHEGEHEHVICAEEFRE - BA nl5eE %X - &R\ ERS R E e
PRAE - BARE T E B
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B d g \ SR ERE

s RHAYETNmA LY  FEFCERE AR - LI - FrA#m AR &R
H B E %757%%{.* FEMHIZE -

VTC T E R 1T

* ¥ E—REEEAVEER - WS BRI MR AT ERHE R bl AR -
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¥k 9

ASITB R B
BER B
L RGRASENESAE - PR R - A5 RIS B

S RNEEN TEG TR - AR BIRE MBS B gETEE > H
TECAIAT I e &R sl MR A IFRK -

2. LS AT ASE | () 2B () TR - E TR IR
% AL AP © S — ] R T B R R U AP L S 0 - BT i 2
8 ROLALRS - B - R LLAE E BTGB 5 Al
WA VEER, RN 1T R5 IR B RAARES) - DR
ISR - BT ARV S I G OB SRR » R S T G >
B R R EIR LR Sy - F T TEER ) PRER - ERS 6 IF R TL AR SR A
FER -

113



Table 1: Manpower Statistics

Rl NIGETEFE

¥k 10

Job Title
T

Number of Employees as
at Survey Reference Date
(Excl. trainees/
apprentices)
eSS H AR R B A8
(CEEE BERID)

Number of Trainees/
Apprentices as at Survey
Reference Date
TE4at H A B 4/
SHEASL

Number of Vacancies as at
Survey Reference Date
e H BARy 22 618

Forecast Number of
Employees as at
August 2020
(Excl. trainees/ apprentices)
THEH1E20204E8 HEYfE S A
B CHEL BERIN)

Managerial/Professional Level £XBH /B3 A B4k

101

Administration Manager ; Office Manager
T § sgsaga

97

97

102

Director of Personnel and Training ; Director of Human
Resources

NF el SREaas: - NI E IR

30

31

103

Director of Public Relations ; Public Relations Manager
AFERRAGERAEES © A FEBR RIS

35

36

10

5

Information Systems Manager ; Information Systems
Service Manager ; IT Manager ; IT Project Manager ;
Information Security Specialist

B ARMEH ) B ASIRBEHE | ERH
FERHOE B 5 AR s

221

222

10

(3]

Executive Director ; General Manager ; Proprietor ;
Partner ; Managing Director
PUTES  KE D RE AR BEE

511

511

10

>

Financial Controller ; Accountant
BTSN © ST

231

235

10

3

73 WG L
Manager ; Operations Manager ; Area Manager
S 5 SESACEL O ARE

622

622

108

Marketing Manager ; Director of Sales ; Convention
Manager ; Event Manager ; Digital Marketing Manager
TP A 5 A SR THE K
S P A

219

225

109

Personnel Manager ; Personnel and Training Manager ;
Human Resources Manager ; Training Manager
NEEREEH A\ SR SR e o AR B AR
BllEcdaissE]

120

122

11

o

Reservations Manager
FARA=Iss

99

99

11

[

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

ESEACHL  ERH S B P RBE ; REEEACE
SR

713

720

11

)

Ticketing Manager
SRR ERACEE

223

223

11

w

Meetings, Incentives, Conventions and Exhibitions
related Director ; Meetings, Incentives, Conventions and
Exhibitions related Manager
ik R R R R
sz

Gk R SRR

79

79

115

Airport Manager ; Traffic Manager ; Crew Control
Manager/Crew Operations Manager ; In-flight Services
Manager ; Customer Relations Manager

HEGACEE § SOBERACEL B B S &P
[afpasEd

144

145

11

o

Flight Dispatch Manager
WS REKE

14

14

199

Others (Managerial / Professional Level)
Hoit (488 HEAEHD

570

570

Sub-total
/N

3928

24

3951
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Table 1: Manpower Statistics

R NIGETEFE

Job Title
T

Number of Employees as
at Survey Reference Date
(Excl. trainees/
apprentices)
eSS H AR R B A8
(CEEE BERID)

Number of Trainees/
Apprentices as at Survey
Reference Date
TE4at H A B 4/
SHEASL

Number of Vacancies as at
Survey Reference Date
e H By 22 68

Forecast Number of
Employees as at
August 2020
(Excl. trainees/ apprentices)
THEH1E20204E8 HEYfE S A
B CHEL BRERIN)

Supervisory/Technical Level 2 /44l S 4%

201

Marketing Officer ; Marketing Executive ; Public
Relations Officer ; Digital Marketing Officer
MR A AR  BESEH A

364

373

Accounting Supervisor ; Accounting Officer

TEEE . EEEEE

(e.g. accounts payable/ receivable/ inventory/ audit/

credit/ accounting/ paymaster/ cashier/ general cashier)
(4 = FERTIR TEUR, F 5 e SR gEt

. HEE)

542

549

203

Airport Supervisor ; Traffic Supervisor ; Crew Control
Supervisor/Crew Operations Supervisor ; Senior Purser ;
Purser ; Customer Relations Supervisor

WHEE BB EE  BEAREFEEE
BIeEB R REBR  FEMGEE

[

1479

1479

Systems Analyst ; Analyst Programmer ; Programmer ;
Information Security Officer

ZEEahE B E  BAGEREA  ERe
£

337

343

205

Operation Supervisor ; Operation Officer ; Tour
Supervisor ; Tour Officer
HEBTE BB RS EE RS A

975

981

206

Personnel Officer ; Training Officer ; Human Resources
Officer
NEE LA JISKE T 5 ASERE A

321

322

20

N

Planning Supervisor
EEE

66

67

20

©

Reservations Supervisor ; Reservations Officer
SIArERERE ¢ ST A

256

259

209

Account Executive ; Sales Executive ; Sales Supervisor ;
Sales Officer ; Group Sales Co-ordinator ; Assistant Sales
Manager ; Assistant Sales Supervisor

FEEAE  EETAL BRI EE BRSNS
T BIEERH BRI

611

619

210

Ticketing Supervisor ; Ticketing Officer
EBEEE BB EE

863

863

211

Business Analyst ; Data Analyst
PISET A L BRI R

85

90

212

Meetings, Incentives, Conventions and Exhibitions
Supervisor ; Meetings, Incentives, Conventions and
Exhibitions Officer

73 - R RIS - R R
FEtE

e

162

167

299

Others (Supervisory / Technical Level)
HAtr (B B0

387

388

Sub-total
/et

6 448

52

6500
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Table 1: Manpower Statistics

R NIGETEFE

Number of Employees as Forecast Number of
at Survey Reference Date Number of Trainees/ Employees as at
(Excl. trainees/ Apprentices as at Survey August 2020
apprentices) Reference Date Number of Vacancies as at| (Excl. trainees/ apprentices)

Job Title TE4RET HEAMIE B | TE4RET HEARYEFE 4~ | Survey Reference Date | FHzT1E20204E8 HIR B A

T (CEEE BERID) SHEASL TEAfEat IRV ZERREE | 0 CBrEE JSMERRID)

Clerical/Operative Level 32 & #E T4k
301 Accounting Clerk ; General Cashier

EEHETE A 1212 1 17 1229
303 General Office Clerk ; Personnel Clerk ; Training Clerk ;

Sales Clerk ; Control Clerk ; Human Resources Clerk

B A s NEECE S ISR B 1104 2 12 1116

8 B A AIERIA
304 Reservations Agent

ST RE 552 0 3 555
305 Sales Representative

B 954 6 35 989
306 Statistical Clerk ; Operation Clerk ; Planning Officer

GEtESCE  HTECA BT 21 0 0 21
307 Cabin Attendant ; Crew

N ] 13536 3 186 13722
308 Cargo Officer (Passenger Service)

SYPEEEAE (REIRE) 149 0 1 150
309 Ground Hostess ; Ground Crew ; Ground Services Staff

HERB A AT AR 1567 0 1 1568
310 Information Counter Officer ; Customer Services Officer

SR AL B P IRESE T 90 0 2 92
311 Flight Dispatch Officer

TSRS 104 0 0 104
313 Airport Officer ; Crew Control Officer/Crew Operations

Officer 97 O 1 98

WS EAE A BE(EEAE
314 Traffic Officer

SRR EAE 28 0 0 28
315 Travel Agency Clerk ; Reservation and/or Ticketing Clerk

FRITHICR 5 STk SR & 4824 22 62 4 889
316 Visa Clerk

] 209 0 1 210
317 Sightseeing Guide ; Tourist Guide (Inbound)

B © B (AR ) 549 0 2 549
318 Systems Support Operator ; Computer Operator ; User

Support Officer 310 0 6 316

FHCHRIRF R BEIRMER  FIPSUER
319 Tour Escort ; Escort Guide (Outbound)

S EBRARE (B ) 1620 12 92 1712
320 Travel Consultant

eRER 2316 2 60 2 363
321 Cruise Consultant

i 173 0 5 178
322 Meetings, Incentives, Conventions and Exhibitions

Coordinator 601 0 14 615

ik R R AR E A
323 Coach Driver
324 Airline Reservation and ; or Ticketing Clerk

FZEATTRLR ; SR 142 0 3 145
326 Marketing/Public Relations Assistant ; Digital Marketing

Assistant 427 0 6 433

TR A SRR GBIER S B
399 Others (Clerical / Operative Level)

Hit LR/ BRFTHR) 279 0 2 281

Sub-total

JNE 30992 48 516 31496
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Table 1: Manpower Statistics

R NIGETEFE

Number of Employees as
at Survey Reference Date
(Excl. trainees/
apprentices)

Number of Trainees/
Apprentices as at Survey
Reference Date

Number of Vacancies as at

Forecast Number of
Employees as at
August 2020
(Excl. trainees/ apprentices)

Job Title TESEE HIRRE Y | TERSTHIIRIEE L~ | Survey Reference Date | Fiat{£2020fF8 HHIR A A
T (B AL ARSI EEA ESET H IRy ZEarEE | 8 (A JERERRS )
Secretarial/Others Fi& / H A & T.
401 Executive Secretary ; Secretary ; Typist
TR R TR 284 0 1 285
402 Office Assistant ; Messenger
PWAEBEE 5% 431 0 2 433
499 Others (Secretarial / Others)
oft, (ByE,/ Eeft B T) 28 0 1 29
Sub-total
IR 743 0 4 747
Total
o 42 111 49 596 42 694
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Table 2: Number of Employees at Time of Survey
R2: E&ETANESAR

Job Title
TR

Overall
st

Branch 95§

Airline Companies
iz 8]
(Branch 938 1)

Travel Agents and Airline
Ticket Agents
AT H R
ﬂﬂlﬂ?iﬁ'f—t@
(Branch ['94# 2)

Sizeable Meetings,
Incentives, Conventions
and Exhibitions
Companies

KAV E R R
L)) AN
(Branch '94# 3)

Managerial/Professional Level 488 “E32 A 54

101

Administration Manager ; Office Manager
TTBUEEEE | i

97

21

70

102

Director of Personnel and Training ; Director of Human
Resources

NE R A © AR

30

19

103

Director of Public Relations ; Public Relations Manager
AR HERAEES AR (AR

35

23

104

Information Systems Manager ; Information Systems
Service Manager ; IT Manager ; IT Project Manager ;
Information Security Specialist
HARREHE | ERARSAR
HrlRHRIE B i“ Lf:ﬂﬁlﬁiii el

s EAIRHRACHE

Ha

221

146

65

10

105

Executive Director ; General Manager ; Proprietor ;
Partner ; Managing Director
PITEDS 408 1T BB BBES

511

103

390

18

106

Financial Controller ; Accountant
M T4EES - Ealhl

231

75

132

24

107

Manager ; Operations Manager ; Area Manager

RCHT  SETSACHE S AR HE

622

75

528

19

108

Marketing Manager ; Director of Sales ; Convention
Manager ; Event Manager ; Digital Marketing Manager
TSR AR REAR S THE G
Y A

219

59

142

18

109

Personnel Manager ; Personnel and Training Manager ;
Human Resources Manager ; Training Manager
NEEAEH ; NB R/ RERAHE o A JTERERECHE |
BllEe =Sl

120

50

56

14

110

Reservations Manager
BN AT Szl

99

36

63

111

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

B ERAHEL B RSACHEE O SR ETACH
EBRRLHE

713

113

557

43

112

Ticketing Manager
SR ERA

223

217

113

Meetings, Incentives, Conventions and Exhibitions
related Director ; Meetings, Incentives, Conventions and
Exhibitions related Manager

Wk R BRI A e - R RS R
é«(}@

79

65

14

115

Airport Manager ; Traffic Manager ; Crew Control
Manager/Crew Operations Manager ; In-flight Services
Manager ; Customer Relations Manager

RS OREREHE REABEFEHE B
afpaiee

144

144

11

(2]

Flight Dispatch Manager
S TRk B

14

14

199

Others (Managerial / Professional Level)

Hoptr (£ HEANBYD

570

569

Sub-total
It

3928

1422

2328

178
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Table 2: Number of Employees at Time of Survey

2 ESETEEINERAR

Branch 95§

Travel Agents and Airline

Sizeable Meetings,
Incentives, Conventions
and Exhibitions

Ticket Agents Companies
Airline Companies AT H R RAVEHEE
Job Title Overall IRAFASS] fiizs S L)) AN
TBiE HEET (Branch P95 1) (Branch P95 2) (Branch 94§ 3)
Supervisory/Technical Level B2 /il S 4f
201 Marketing Officer ; Marketing Executive ; Public
Relations Officer ; Digital I\/!arketing Officer 5 364 92 228 44
TSR LA - AR MR AL
202 Accounting Supervisor ; Accounting Officer
it EE st EE
(e.g. accounts payable/ receivable/ inventory/ audit/
credit/ accounting/ paymaster/ cashier/ general cashier) 542 164 349 29
(40 FERTIR, TR, &8 (SR s
i HEE)
203 Airport Supervisor ; Traffic Supervisor ; Crew Control
Supervisor/Crew Operations Supervisor ; Senior Purser ;
Purser ; Customer Relations Supervisor 1479 1479 0 0
BSEE  BEFEBEE  MEANBEETEE S SR
BeEHE  RFEHER  EFRGEE
204 Systems Analyst ; Analyst Programmer ; Programmer ;
Information Security Officer
ZEoma s BAOmE  BXGEEE  ERRLE 337 168 116 53
£
205 Operation Supervisor ; Operation Officer ; Tour
Sypewisor ; Tfnur Officer N N 975 0 968 7
EBTE BB RENTE  RETEE
206 Personnel Officer ; Training Officer ; Human Resources
officer " 321 102 129 90
ANFBEEAE ;s ISR L - ANERH A
207 Planning Supervisor
G R 66 1 19 36
208 Reservations Supervisor ; Reservations Officer
ST © 3T LA 256 103 153 0
209 Account Executive ; Sales Executive ; Sales Supervisor ;
Sales Officer ; Group Sales Co-ordinator ; Assistant Sales
Manager ; Assistant Sales Supervisor 611 103 421 87
BPEEE ) BRI ERNTE - ERERERS
TAF 5 PSR ; S T
210 Ticketing Supervisor ; Ticketing Officer
WEWEE | WM 863 37 826 0
211 Business Analyst ; Data Analyst
RESEATE § BRI B 85 56 26 3
212 Meetings, Incentives, Conventions and Exhibitions
Supervisor ; Meetings, Incentives, Conventions and
Exhibitions Officer
162 0 67 95
i BERERETE g - B RAEcE
T
299 Others (Supervisory / Technical Level)
Hofth, CEFS el B ) 387 358 1 12
Sub-total
N 6 448 2673 3319 456
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Table 2: Number of Employees at Time of Survey

2 ESETEEINERAR

Branch 95§

Travel Agents and Airline

Sizeable Meetings,
Incentives, Conventions
and Exhibitions

Ticket Agents Companies
Airline Companies TRITHE R KAV E R

Job Title Overall IRAFASS] iz e AR L)) AN

TBiE HEET (Branch P95 1) (Branch P95 2) (Branch 94§ 3)

Clerical/Operative Level 37 &/ #:/F T4k
301 A ting Clerk ; G | Cashi

pidivish aaiiil 1212 200 949 63
303 General Office Clerk ; Personnel Clerk ; Training Clerk ;

Sales Clerk ; Control Clerk ; Human Resources Clerk

BECE  AFESCE ISR SE B 1104 324 555 225

B EE S AERESCE
304 R tions Agent

e 552 350 202 0
305 SalesR tati

et 954 143 778 33
306 Statistical Clerk ; Operation Clerk ; Planning Officer

GETHICR  RHCR AL 27 27 0 0
307 Cabin Attendant ; C

AR 13536 13536 0 0
308 Cargo Officer (Passenger Service)

PP ORERE) 149 149 0 0
309 Ground Hostess ; Ground Crew ; Ground Services Staff

WERTER  (TRBEBEAR 1567 1567 0 0
310 Information Counter Officer ; Customer Services Officer

MR EAE  BFIRBSE AT 90 90 0 0
311 Flight Dispatch Officer

GOETERE 104 104 0 0
313 Airport Officer ; Crew Control Officer/Crew Operations

Officer 97 97 0 0

WG © N BIEE L
314 Traffic Officer

SRR L 28 28 0 0
315 Travel Agency Clerk ; Reservation and/or Ticketing

Clerk 4824 0 4824 0

FRITH R 5 STALR, BEEB A&
316 Visa Clerk

pr—"— 209 0 191 18
317 Sightseeing Guide ; Tourist Guide (Inbound)

B © B (AR 549 0 549 0
318 Systems Support Operator ; Computer Operator ; User

Support Officer 310 59 197 54

R SIREREE  BIREE S AFXIEE
319 Tour Escort ; Escort Guide (Outbound)

SR SRR (B ) 1620 0 1620 0
320 Travel Consultant
321 Cruise C Itant

e 173 0 173 0
322 Meetings, Incentives, Conventions and Exhibitions

Coordinator 601 0 174 427

i R REESRE R
323 Coach Driver

itk i 122 0 122 0
324 Airline Reservation and ; or Ticketing Clerk

WZE AT R, I 142 142 0 0
326 Marketing/Public Relations Assistant ; Digital Marketing

Assistant 427 80 232 115

iR NIRRT SR S ENE
399 Others (Clerical / Operative Level)

Hft (TR BRIETHD 219 251 28 0

Sub-total

et 30992 17 147 12 910 935
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Table 2: Number of Employees at Time of Survey

2 ESETEEINERAR

Branch 958
Sizeable Meetings,
Incentives, Conventions
Travel Agents and Airline and Exhibitions
Ticket Agents Companies
Airline Companies TRITHE R KAV E R
Job Title Overall fiize A HE iz e AR L)) AN
TBiE HEET (Branch P95 1) (Branch P95 2) (Branch 94§ 3)
Secretarial/Others Fi2 ~ HAth & T.
401 Executive Secretary ; Secretary ; Typist
B © B © HTF R 284 130 125 29
402 Office Assistant ; Messenger
WAEBIE ; (5% 431 16 392 23
499 Others (Secretarial / Others)
ot (Rid /AR T) 28 9 13 6
Sub-total
et 743 155 530 58
Total
g 42 111 21397 19 087 1627
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Table 3: Percentage Distribution of Average Monthly Remuneration Package of Employees

®3  BRVPHAFI

Job Title
i

Total no. of
employees

EENE

Average Monthly Remuneration Package

B A P

$10,000 or
below 5¢ 2L~

$10,001

- $15,000

$15,001
- $20,000

$20,001
- $30,000

$30,001

- $40,000

$40,001 or
above =1L I

Overall
J1
ot

Managerial/Professional Level 488 223 A E4)

10

s

Administration Manager ; Office Manager
TTBUEREE 5 55Tt

97

0.0%

1.1%

14.9%

28.7%

26.6%

28.7%

100.0%

102

Director of Personnel and Training ; Director of Human
Resources
NSRBI EE © AT R

30

0.0%

0.0%

0.0%

0.0%

46.7%

53.3%

100.0%

103

Director of Public Relations ; Public Relations Manager
ARG EAEET © A FRRE (B

35

0.0%

0.0%

0.0%

0.0%

14.3%

85.7%

100.0%

104

Information Systems Manager ; Information Systems
Service Manager ; IT Manager ; IT Project Manager ;
Information Security Specialist

AR ARG | BRI - B R A
FARHH B AR A

221

0.0%

0.0%

5.9%

3.2%

4.5%

86.4%

100.0%

105

Executive Director ; General Manager ; Proprietor ;
Partner ; Managing Director
BITES G BT AR BEE

511

0.0%

0.0%

12.4%

17.1%

14.5%

56.0%

100.0%

106

Financial Controller ; Accountant

MATSHRES | ot

231

0.0%

0.0%

0.4%

7.0%

12.8%

79.7%

100.0%

10

3

Manager ; Operations Manager ; Area Manager
I SERSACHEE 5 M Em AL

622

0.0%

0.0%

12.6%

29.6%

29.7%

28.1%

100.0%

108

Marketing Manager ; Director of Sales ; Convention
Manager ; Event Manager ; Digital Marketing Manager
TGPR AR ACHE  BSRAREE S THE K
B e AL

219

0.0%

0.5%

0.0%

6.0%

32.7%

60.8%

100.0%

10

©

Personnel Manager ; Personnel and Training Manager ;
Human Resources Manager ; Training Manager
AEEAEH 0 \BE RIS 0 AR
EllEcEisEd

120

0.0%

0.0%

0.0%

4.2%

28.6%

67.2%

100.0%

11

o

Reservations Manager
ST EREKE]

99

0.0%

0.0%

13.1%

5.1%

26.3%

55.6%

100.0%

111

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

ESEAH  SEAH B IR A R AR
SE A

713

0.0%

0.0%

0.3%

28.9%

32.1%

38.7%

100.0%

11

N

Ticketing Manager
SEREpAE

223

0.0%

0.5%

18.7%

32.0%

26.5%

22.4%

100.0%

11

w

Meetings, Incentives, Conventions and Exhibitions related
Director ; Meetings, Incentives, Conventions and
Exhibitions related Manager

ik R RIS G - R R AR
szl

79

0.0%

0.0%

0.0%

20.8%

53.2%

26.0%

100.0%

115

Airport Manager ; Traffic Manager ; Crew Control
Manager/Crew Operations Manager ; In-flight Services
Manager ; Customer Relations Manager

RIS SOMSERACE | B SR B
e i

144

0.0%

0.0%

0.0%

2.8%

6.9%

90.3%

100.0%

116

Flight Dispatch Manager
AP R R AL

14

0.0%

0.0%

0.0%

0.0%

14.3%

85.7%

100.0%

199

Others (Managerial / Professional Level)
HAtr (&K HEAEHD)

570

0.0%

0.0%

0.0%

0.0%

2.1%

97.9%

100.0%

Sub-total
g

3928

0.0%

0.1%

5.8%

16.3%

21.0%

56.8%

100.0%
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Table 3: Percentage Distribution of Average Monthly Remuneration Package of Employees

®3  BRVPHAFI

Job Title
i

Total no. of
employees
EE A

Average Monthly Remuneration Package

B A P

$10,000 or
below 5¢ 2L

$10,001

- $15,000

$15,001

- $20,000

$20,001
- $30,000

$30,001

- $40,000

$40,001 or
above =1L |

Overall
J1
ot

Supervisory/Technical Level B2 1l £ 45

20

1

Marketing Officer ; Marketing Executive ; Public
Relations Officer ; Digital Marketing Officer
TISRREE AL - ARG BESEHEE

364

0.0%

0.0%

5.2%

65.4%

29.1%

0.3%

100.0%

20

2

Accounting Supervisor ; Accounting Officer

St

(e.g. accounts payable/ receivable/ inventory/ audit/

credit/ accounting/ paymaster/ cashier/ general cashier)
(40« FERTIR, TEWOR & B (SR st

# HanE)

542

0.0%

0.0%

21.3%

60.9%

15.0%

2.8%

100.0%

20

@

Airport Supervisor ; Traffic Supervisor ; Crew Control
Supervisor/Crew Operations Supervisor ; Senior Purser ;
Purser ; Customer Relations Supervisor

BETE  OREBTEE  BIHAREFETE &)
HeHH R WEEBE  BFRMGEE

1479

0.0%

0.0%

0.7%

30.7%

62.7%

5.9%

100.0%

204

Systems Analyst ; Analyst Programmer ; Programmer ;
Information Security Officer

2EoE  BAOR B E R  EtrE L
£

337

0.0%

0.3%

0.3%

26.6%

71.9%

0.9%

100.0%

20

5

Operation Supervisor ; Operation Officer ; Tour
Supervisor ; Tour Officer
EFTE  EBTM ESNTE R T

975

0.0%

0.0%

25.4%

51.5%

23.1%

0.0%

100.0%

20

6

Personnel Officer ; Training Officer ; Human Resources
Officer
AFBE I IS AL AIERE LA

321

0.0%

0.3%

5.3%

64.1%

28.1%

2.2%

100.0%

20

3

Planning Supervisor
REILE

66

0.0%

4.5%

7.6%

65.2%

22.71%

0.0%

100.0%

20

3

Reservations Supervisor ; Reservations Officer
TR R © STALE AL

256

0.0%

1.2%

32.2%

61.2%

5.4%

0.0%

100.0%

20

9

Account Executive ; Sales Executive ; Sales Supervisor ;
Sales Officer ; Group Sales Co-ordinator ; Assistant Sales
Manager ; Assistant Sales Supervisor

TP BEENTE ) EESTE
FAE - BB BRI

611

0.0%

0.5%

15.1%

65.1%

19.4%

0.0%

100.0%

21

0

Ticketing Supervisor ; Ticketing Officer
SHETE  EHESEE

863

0.0%

0.0%

22.1%

54.2%

23.7%

0.0%

100.0%

21

[

Business Analyst ; Data Analyst
FEDITE BRI A

85

0.0%

0.0%

57.6%

7.1%

35.3%

0.0%

100.0%

21

N

Meetings, Incentives, Conventions and Exhibitions
Supervisor ; Meetings, Incentives, Conventions and
Exhibitions Officer

Gk R R TE G R RIYER
FE

o)
&

h:

162

0.0%

0.0%

9.3%

16.8%

73.9%

0.0%

100.0%

29

©

Others (Supervisory / Technical Level)
Hft CBE Rt B8

387

0.0%

1.3%

86.0%

12.4%

0.0%

0.3%

100.0%

Sub-total
g

6448

0.0%

0.2%

18.2%

45.9%

33.8%

1.8%

100.0%
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Table 3: Percentage Distribution of Average Monthly Remuneration Package of Employees

®3  BRVPHAFI

Average Monthly Remuneration Package

& H P
Total no. of

Job Title employees $10,000 or $10,001 | $15,001 | $20,001 | $30,001 | $40,001 or Overall

i {EE AN | below =L | - $15,000 | - $20,000 | - $30,000 | - $40,000 | above s[4 F 4t

Clerical/Operative Level 5z &/ #:fE T4%
301 Accounting Clerk ; General Cashier

R ¢ AR 1212 0.0% |353% |48.1% | 16.1% | 05% | 0.0% | 100.0%
303 General Office Clerk ; Personnel Clerk ; Training Clerk ;

Sales Clerk ; Control Clerk ; Human Resources Clerk

BFHE 0 NHECLE  FISES A 5 E3EE 1104 1.0% 43.5% | 52.5% | 3.0% | 0.0% 0.0% 100.0%

B BESCR AERESCR
304 Reservations Agent

STy (AR 552 0.0% 249% | 68.7% | 6.4% | 0.0% 0.0% 100.0%
305 Sales Representative

Bt 954 2.6% 48.3% | 28.1% | 19.9% | 1.1% 0.0% 100.0%
306 Statistical Clerk ; Operation Clerk ; Planning Officer

G E T E R 27 0.0% | 0.0% |85.2% |14.8% | 0.0% | 0.0% | 100.0%
307 Cabin Attendant ; Crew

MBI 13536 | 0.0% | 0.6% |89.9% | 9.4% | 0.1% | 0.0% | 100.0%
308 Cargo Officer (Passenger Service)

ST (RAIRT ) 149 0.0% |15.8% | 75.3% | 6.8% | 2.1% | 0.0% | 100.0%
309 Ground Hostess ; Ground Crew ; Ground Services Staff

RS S - (TEBBE R 1567 0.0% | 5.6% |858% | 8.7% | 0.0% | 0.0% | 100.0%
310 Information Counter Officer ; Customer Services Officer

SRIPEEAE ¢ AP IRE T 90 0.0% | 5.6% |51.1% |41.1% | 2.2% | 0.0% | 100.0%
311 Flight Dispatch Officer

WHIEIEE 104 0.0% 21.2% | 35.6% | 42.3% | 0.0% 1.0% 100.0%
313 Airport Officer ; Crew Control Officer/Crew Operations

Officer . 97 0.0% 0.0% | 30.9% | 66.0% | 3.1% 0.0% 100.0%

ST 5 B REME £
314 Traffic Officer

SRR AT 28 0.0% 7.1% | 39.3% | 53.6% | 0.0% 0.0% 100.0%
315 Travel Agency Clerk ; Reservation and/or Ticketing Clerk

RERAFHESCE 3 8T R/ SRR 4824 0.9% |50.6% |40.3% | 8.1% | 0.1% | 0.0% | 100.0%
316 Visa Clerk

] 209 0.0% 68.9% | 13.4% | 17.7% | 0.0% 0.0% 100.0%
317 Sightseeing Guide ; Tourist Guide (Inbound)

D © i (A 549 0.0% | 21.6% | 70.5% | 7.8% | 0.0% | 0.0% | 100.0%
318 Systems Support Operator ; Computer Operator ; User

Support Officer ) o 310 0.0% | 19.7% | 49.3% | 30.9% | 0.0% 0.0% | 100.0%

RERSRIRE R BEHRER P URR
319 Tour Escort ; Escort Guide (Outbound)

S | SRR (B 1620 | 18.0% |21.7% |51.4% | 8.9% | 0.0% | 0.0% | 100.0%
320 Travel Consultant

SR 2316 1.7% | 28.9% | 38.2% | 31.2% | 0.0% | 0.0% | 100.0%
321 Cruise Consultant

R 173 8.7% | 44.5% | 16.2% | 30.6% | 0.0% | 0.0% | 100.0%
322 Meetings, Incentives, Conventions and Exhibitions

Coordinator " 601 0.0% | 15.3% | 13.3% | 71.4% | 0.0% | 0.0% | 100.0%

ik B RASER ISR
323 Coach Driver

W =i 122 0.0% 31.4% | 56.2% | 12.4% | 0.0% 0.0% 100.0%
324 Airline Reservation and ; or Ticketing Clerk

G ATETAR © SRR B 142 0.0% | 40.4% | 42.6% | 16.9% | 0.0% | 0.0% | 100.0%
326 Marketing/Public Relations Assistant ; Digital Marketing

Assistant ) 427 0.0% | 29.5% | 42.9% | 27.6% | 0.0% 0.0% | 100.0%

TR AN IR AENE © S R
399 Others (Clerical / Operative Level)

ot (BRI 279 59% | 15% |92.6% | 0.0% | 0.0% | 0.0% | 100.0%

Sub-total

Nt 30992 1.4% 18.9% | 66.3% | 13.2% | 0.1% 0.0% 100.0%
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Table 3: Percentage Distribution of Average Monthly Remuneration Package of Employees

®3  BRVPHAFI

Average Monthly Remuneration Package

5 A S
Total no. of

Job Title employees $10,000 or $10,001 | $15,001 | $20,001 | $30,001 | $40,001 or Overall

i {EE AN | below =L | - $15,000 | - $20,000 | - $30,000 | - $40,000 | above s[4 F 4t

Secretarial/Others fiiE /HAl 8 T
401 Executive Secretary ; Secretary ; Typist

TERLE ; BE T EE 284 15.5% 17.3% | 51.2% | 12.4% | 1.4% 2.1% 100.0%
402 Office Assistant ; Messenger

AR {52 431 33.6% | 62.9% | 35% | 0.0% | 0.0% | 0.0% | 100.0%
499 Others (Secretarial / Others)

Tt (Fudt AT 28 18.5% | 44.4% | 37.0% | 0.0% | 0.0% | 0.0% | 100.0%

Sub-total

e 743 26.1% 44.6% | 23.2% | 4.8% | 0.5% 0.8% 100.0%

Total

P 42111 | 15% | 14.8% | 52.5% | 18.4% | 7.3% | 56% | 100.0%
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Table 4: Percentage Distribution of Preferred Education Level of Employees

R4 BRERANBERER

Job Title
il

Total no. of
employees

EE A

Education level

LEEE

Postgraduate
Degree
{liiveste g0

First Degree
A

Sub-degree
RIS ir

Diploma/
Certificate
B
=y

=)

Secondary
4t07
ERIESS
f

Secondary 3
or below
=
DT

Overall
HEst

Managerial/Professional Level 483 /23 A 24k

10

iy

Administration Manager ; Office Manager

97

2.1%

76.6%

7.4%

13.8%

0.0%

0.0%

100.0%

102

Director of Personnel and Training ; Director of Human
Resources
N RGN EEs: - NI TR

30

0.0%

100.0%

0.0%

0.0%

0.0%

0.0%

100.0%

103

Director of Public Relations ; Public Relations Manager
NEERR IR 5 AR AR

35

0.0%

100.0%

0.0%

0.0%

0.0%

0.0%

100.0%

10.

=

Information Systems Manager ; Information Systems
Service Manager ; IT Manager ; IT Project Manager ;
Information Security Specialist

BN RS  HEHASHOBRE  BERRH R
EEEHUE H A EERprr g m i

221

3.5%

96.5%

0.0%

0.0%

0.0%

0.0%

100.0%

105

Executive Director ; General Manager ; Proprietor ;
Partner ; Managing Director
BTESR ) R RE S AR BHER

511

4.4%

45.0%

4.2%

40.8%

5.3%

0.2%

100.0%

106

Financial Controller ; Accountant
WPEsARE:  EEti

231

2.6%

82.5%

2.1%

12.9%

0.0%

0.0%

100.0%

10

3

Manager ; Operations Manager ; Area Manager
KRB SERRACHL S HhEACE

622

2.4%

68.2%

17.1%

11.8%

0.5%

0.0%

100.0%

108

Marketing Manager ; Director of Sales ; Convention
Manager ; Event Manager ; Digital Marketing Manager
TSR AR ACE  BSRAEEs © SRR THE K

219

1.5%

76.5%

19.9%

2.0%

0.0%

0.0%

100.0%

109

Personnel Manager ; Personnel and Training Manager ;
Human Resources Manager ; Training Manager
N - NF RS - AR
GllEc S iEee:)

120

4.4%

94.4%

1.1%

0.0%

0.0%

0.0%

100.0%

110

Reservations Manager
ST Epak

99

0.0%

90.5%

5.4%

4.1%

0.0%

0.0%

100.0%

11

[

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

RO SRR R PR A i A

713

0.2%

84.1%

8.2%

7.6%

0.0%

0.0%

100.0%

11

N

Ticketing Manager
ES aizusa

223

0.0%

49.5%

8.2%

42.3%

0.0%

0.0%

100.0%

11

w

Meetings, Incentives, Conventions and Exhibitions related
Director ; Meetings, Incentives, Conventions and
Exhibitions related Manager

Gk R RO R R ) R

79

0.0%

97.4%

2.6%

0.0%

0.0%

0.0%

100.0%

115

Airport Manager ; Traffic Manager ; Crew Control
Manager/Crew Operations Manager ; In-flight Services
Manager ; Customer Relations Manager

PG SO A RE(RKE F 5
AR

144

0.0%

100.0%

0.0%

0.0%

0.0%

0.0%

100.0%

11

(=2}

Flight Dispatch Manager
A AR A

14

0.0%

100.0%

0.0%

0.0%

0.0%

0.0%

100.0%

199

Others (Managerial / Professional Level)
Hfth (&3 HEA B

570

0.0%

100.0%

0.0%

0.0%

0.0%

0.0%

100.0%

Sub-total
At

3928

1.8%

73.2%

8.7%

15.3%

0.9%

0.0%

100.0%
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Table 4: Percentage Distribution of Preferred Education Level of Employees

R4 BRERANBERER

Job Title
il

Total no. of
employees

1EE A

Education level

LEEE

Postgraduate
Degree
{liiveste g0

First Degree
A

Sub-degree
RIS

Diploma/
Certificate
B
=y

=)

Secondary
4t07
ERIESS
f

Secondary 3
or below
=
DA

Overall
HEst

Supervisory/Technical Level 2 /it S 4%

20

1

Marketing Officer ; Marketing Executive ; Public
Relations Officer ; Digital Marketing Officer
S hREE BT ¢ ARG BESEH T

364

0.0%

48.4%

26.9%

22.9%

1.7%

0.0%

100.0%

20

2

Accounting Supervisor ; Accounting Officer

GFEEEE  gREESE

(e.g. accounts payable/ receivable/ inventory/ audit/

credit/ accounting/ paymaster/ cashier/ general cashier)
(4 + FERIR, TEWOR /&8 5 ES st

B )

542

0.0%

33.1%

23.5%

35.5%

7.9%

0.0%

100.0%

20

3

Airport Supervisor ; Traffic Supervisor ; Crew Control
Supervisor/Crew Operations Supervisor ; Senior Purser ;
Purser ; Customer Relations Supervisor

HHEE BB EE S BEABEETE B
BEEBE  REEHE S FRMGTEE

1479

0.0%

7.7%

9.9%

5.3%

77.0%

0.0%

100.0%

20

4

Systems Analyst ; Analyst Programmer ; Programmer ;
Information Security Officer

A BRAOE  BRAEREA  ElREE
£

337

0.0%

60.0%

23.8%

16.2%

0.0%

0.0%

100.0%

20

5

Operation Supervisor ; Operation Officer ; Tour
Supervisor ; Tour Officer
TR S BT R IR T

975

0.0%

20.9%

44.2%

24.9%

10.1%

0.0%

100.0%

201

6

Personnel Officer ; Training Officer ; Human Resources
Officer

NEHEE  SISEEE s ATTERE EE

321

0.0%

61.5%

23.0%

15.5%

0.0%

0.0%

100.0%

20

3

Planning Supervisor
REILE

66

0.0%

19.7%

25.8%

54.5%

0.0%

0.0%

100.0%

20,

8

Reservations Supervisor ; Reservations Officer
FILEERE © STAIELE(E

256

0.0%

16.9%

45.8%

33.8%

3.6%

0.0%

100.0%

20

9

Account Executive ; Sales Executive ; Sales Supervisor ;
Sales Officer ; Group Sales Co-ordinator ; Assistant Sales
Manager ; Assistant Sales Supervisor

EETM BRI T BRI TS BRI ERE
T PR B R

611

0.0%

35.1%

29.0%

34.9%

1.0%

0.0%

100.0%

21

0

Ticketing Supervisor ; Ticketing Officer
SEHEEE  EHEEE

863

0.0%

19.6%

26.2%

40.6%

13.6%

0.0%

100.0%

21

[N

Business Analyst ; Data Analyst
RS L BRI A

85

0.0%

61.4%

38.6%

0.0%

0.0%

0.0%

100.0%

21,

2

Meetings, Incentives, Conventions and Exhibitions
Supervisor ; Meetings, Incentives, Conventions and
Exhibitions Officer

Gk R R AEEOE Y - R R R R
FEE

162

0.0%

74.5%

24.2%

0.0%

1.2%

0.0%

100.0%

29

©

Others (Supervisory / Technical Level)
Hth CErE/RBiigEEk)

387

0.0%

3.0%

47.0%

42.4%

7.6%

0.0%

100.0%

Sub-total
At

6 448

0.0%

29.4%

29.0%

26.6%

15.0%

0.0%

100.0%
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Table 4: Percentage Distribution of Preferred Education Level of Employees

=4 REEANREERE RO
Education level
BEEE
Diploma/ | Secondary |Secondary 3
Total no. of | Postgraduate Certificate 4t07 or below

Job Title employees Degree First Degree| Sub-degree | 2%, thpuE =5 Overall

il BEAE | RS | BREMr | EIZr HE Tt DA HEst

Clerical/Operative Level XZ & /#E/ET 4%
301 Accounting Clerk ; General Cashier

Gt B ¢ R 1212 | 00% | 04% | 16.7% | 50.7% | 32.1% | 0.0% | 100.0%
303 General Office Clerk ; Personnel Clerk ; Training Clerk ;

Sales Clerk ; Control Clerk ; Human Resources Clerk

BFHOCE  NFEHAE 5 JISESCE BT 1104 0.0% 3.4% 13.2% | 49.5% | 33.7% 0.1% 100.0%

B EYE T ANEFEE
304 Reservations Agent

STRrCEE 552 0.0% 0.0% 15.2% | 48.4% | 36.4% 0.0% | 100.0%
305 Sales Representative

o, 954 00% | 2.0% | 12.6% | 29.7% | 55.6% | 0.0% | 100.0%
306 Statistical Clerk ; Operation Clerk ; Planning Officer

G E ¢ TS EEILE 27 00% | 0.0% | 29.6% | 70.4% | 0.0% | 0.0% | 100.0%
307 Cabin Attendant ; Crew

AR B 13536 | 0.0% | 0.0% | 53.0% | 15.3% | 31.7% | 0.0% | 100.0%
308 Cargo Officer (Passenger Service)

ORI (AR ) 149 00% | 0.0% | 19.1% | 36.8% | 44.1% | 0.0% | 100.0%
309 Ground Hostess ; Ground Crew ; Ground Services Staff

R - (TR AR 1567 0.0% 0.0% | 14% | 50.1% | 48.4% | 0.0% | 100.0%
310 Information Counter Officer ; Customer Services Officer

SRPEEAE ¢ & P IRB LT 90 0.0% 0.0% | 11.4% | 25.7% | 62.9% | 0.0% | 100.0%
311 Flight Dispatch Officer

AR 104 00% | 24% | 262% | 643% | 7.1% | 0.0% | 100.0%
313 Airport Officer ; Crew Control Officer/Crew Operations

Officer ) = 97 0.0% 0.0% 68.1% | 31.9% 0.0% 0.0% | 100.0%

BB T A BT
314 Traffic Officer

T 28 00% | 0.0% | 61.1% | 38.9% | 0.0% | 0.0% | 100.0%
315 Travel Agency Clerk ; Reservation and/or Ticketing Clerk

RERATHESZE + 5T R AR 4824 0.0% 0.0% | 68% | 40.7% | 52.5% | 0.0% | 100.0%
316 Visa Clerk

P 209 00% | 0.0% | 05% | 31.1% | 68.4% | 0.0% | 100.0%
317 Sightseeing Guide ; Tourist Guide (Inbound)

e © 2 (B ) 549 00% | 00% | 05% | 59.6% | 39.9% | 0.0% | 100.0%
318 Systems Support Operator ; Computer Operator ; User

Support Officer ) 310 0.0% 0.7% | 88% | 71.2% | 19.3% | 0.0% | 100.0%

RESREER  BIRES C P ER
319 Tour Escort ; Escort Guide (Outbound)

S R (B ) 1620 | 00% | 00% | 27% | 59.3% | 38.1% | 0.0% | 100.0%
320 Travel Consultant

SRR 2316 00% | 0.0% | 11.3% | 44.0% | 44.7% | 0.0% | 100.0%
321 Cruise Consultant

Eait | 173 0.0% 0.0% 12.7% | 11.0% | 76.3% 0.0% | 100.0%
322 Meetings, Incentives, Conventions and Exhibitions

Coordinator 601 0.0% 2.0% | 23% | 90.3% | 53% | 0.0% | 100.0%

ik R AR S
323 Coach Driver

Y 122 00% | 0.0% | 0.0% | 16.4% | 69.7% | 13.9% | 100.0%
324 Airline Reservation and ; or Ticketing Clerk

G AT R © SRR B 142 00% | 0.0% | 4.9% | 66.9% | 282% | 0.0% | 100.0%
326 Marketing/Public Relations Assistant ; Digital Marketing

Assistant 5 | 427 0.0% 1.4% 2.6% 51.4% | 44.5% 0.0% | 100.0%

TSR A SR GEIEE § S S Pl
399 Others (Clerical / Operative Level)

el (OB BIE TG 279 00% | 0.0% | 0.0% | 69.8% | 30.2% | 0.0% | 100.0%

Sub-total

INEF 30992 0.0% 0.4% 18.8% | 40.0% | 40.8% 0.1% | 100.0%
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Table 4: Percentage Distribution of Preferred Education Level of Employees

R4 BRERANBERER

Education level
BEEE
Diploma/ | Secondary |Secondary 3
Total no. of | Postgraduate Certificate 4t07 or below
Job Title employees Degree First Degree| Sub-degree | 2%, thpuE =5 Overall
il EEAE | MRSy | 22 | Bl HE Tt DA HEst
Secretarial/Others &/ HAth & T.
401 Executive Secretary ; Secretary ; Typist
TR © FE AT 284 00% | 65% | 11.9% | 28.9% | 52.7% | 0.0% | 100.0%
402 Office Assistant ; Messenger
MAEBEE ;55 431 00% | 0.0% | 14% | 6.8% | 67.6% | 24.2% | 100.0%
499 Others (Secretarial / Others)
ot (B HET) 28 0.0% 0.0% 0.0% 46.4% | 53.6% 0.0% 100.0%
Sub-total
N 743 0.0% 2.0% 4.6% 15.2% | 62.5% | 15.8% | 100.0%
Total
sz 42111 0.2% 129% | 19.1% | 34.6% | 32.8% 0.4% | 100.0%
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Table 5: Percentage Distribution and Rank of Training Provided to Employees in the Past 12 Months
R5 D BETEAREANER SEZEIIRES T RS

(a) Airline Companies fiiZz/A 5]

130

Managerial/ Supervisory/ Clerical/
o Professional Level Technical Level Operative Level Secretarial/Others
T;al—ig‘g & HEASR BE i E& XB/RETH s HET
Percentage Rank Percentage Rank Percentage Rank Percentage Rank
Bt iz Bt Peds Bath 2 "otk 2
A.  Managerial Skills E 3§15
(i)  Business and Financial Strategic Planning,
Implementation and Evaluation 0 0 0, _ 0, _
ST B AT SREE A E - AT RAgET 19.5% 4 50% 10 0.0% 0.0%
(if)  Human Resources Management
e — 11.5% 6 5.0% 10 0.0% - 0.0% -
(iii)  Sales and Marketing Strategic Planning,
Implementation and Evaluation 0 0 0, 0, _
PHE RIS RIS IS - HE(T R 28.7% ! 17.5% 3 3.9% o 0.0%
(iv)  Supervisory Techniques, Leadership Skills
AT « SERLRYTY 28.7% 1 23.8% 1 0.0% - 0.0% -
(v)  Risk Management
T 25.3% 3 17.5% 3 1.3% 11 2.6% 4
B.  Professional Skills 345 RE
(i)  Airline and Airport Operations
S22 N E] R ek 12.6% 5 23.8% 1 21.1% 4 0.0% -
(iiy  Airline Catering
e b 2.3% 13 5.0% 10 0.0% - 0.0% -
(iii)  Ticketing and Reservation System
s =T 2.4 1% .0% .0% 6%
. 1.1% 14 15.0% 6 25.0% 3 2.6% 4
(iv)  Travel Insurance
I 0.0% - 2.5% 13 3.9% 9 0.0% -
(v)  Information Technology
AT .J70 .U70 .70 .070
Do 6.9% 9 10.0% 8 9.2% 6 2.6% 4
C.  Generic Skills 3 H¥I5
(i)  Service Attitude/Customer Service
i RERE RIS 9.2% 8 16.3% 5 39.5% 1 10.5% 2
(i) Communication
i 11.5% 6 13.8% 7 36.8% 2 2.6% 4
(iii)  Problem Solving
e 5.7% 10 10.0% 8 21.1% 4 13.2% 1
D. Language FEE
(i)  Putonghua
THEEE 3.4% 12 2.5% 13 6.6% 7 0.0% -
(i) English
B 5.7% 10 2.5% 13 5.3% 8 5.3% 3
Number of companies with such level of staff
RAEMBRTHATSE O 80 6 38




Table 5: Percentage Distribution and Rank of Training Provided to Employees in the Past 12 Months
R5 D BETEAREANER SEZEIIRES T RS

(b) Travel Agents and Airline Ticket Agents {74 R iZZERAHE
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Managerial/ Supervisory/ Clerical/
o Professional Level Technical Level Operative Level Secretarial/Others
T;al—ig‘g & HEASR BE i E& XB/RETH e HirET
Percentage Rank Percentage Rank Percentage Rank Percentage Rank
Bt iz Bt Peds Bath 2 "otk 2
A.  Managerial Skills E 3§15
(i)  Business and Financial Strategic Planning,
Implementation and Evaluation
ST RIS AR ~ HE(T Rt 1.5% ! 0.9% 13 0.0% i 0.0% i
(i)  Human Resources Management
e —— 2.7% 5 2.1% 9 0.0% - 0.0% -
(iii)  Sales and Marketing Strategic Planning,
Implementation and Evaluation
S R SBRAGHS « E(7RE 0% ! 0% > 03% 12 0.0% )
(iv)  Supervisory Techniques, Leadership Skills
AT « SERLRYTY 6.6% 2 4.1% 4 0.0% - 0.0% -
(v)  Risk Management
g 4.8% 3 2.2% 8 0.1% 13 1.1% 4
B.  Professional Skills ERZE$74E
(i)  Inbound Tour-guiding
U 0.0% - 0.1% 16 1.2% 8 0.0% -
(if)  Outbound Tour-escorting
- 0.4% 13 0.3% 15 0.9% 9 0.7% 7
(iii)  Convention and Exhibition Management
R 0.2% 15 0.7% 14 0.5% 10 0.0% -
(iv)  Travel Consultancy
SR 1.2% 8 6.8% 1 11.7% 2 0.0% -
(v)  Ticketing and Reservation System
e T T 245 0.5% 12 4.0% 5 12.2% 1 0.7% 7
(vi) Travel Insurance
i 1.8% 6 1.6% 10 3.0% 6 1.1% 4
(vii) Cruise Consultancy
AR 0.3% 14 1.0% 12 0.4% 11 0.7% 7
(viii) Information Technology
LRl 0.6% 10 1.1% 11 1.5% 7 1.1% 4
C.  Generic Skills 3815
(i)  Service Attitude/Customer Service
B SRERE /R 0.7% 9 2.3% 7 6.0% 3 4.4% 2
(i) Communication
s 2.8% 4 4.6% 3 5.3% 4 1.8% 3
(iii)  Problem Solving
- 0.6% 10 47% 2 4.4% 5 5.5% 1
D. Language F&5
(i)  Putonghua
g 0.0% - 0.0% - 0.0% - 0.0% -
(i) English
B 0.0% - 0.0% - 0.1% 13 0.0% -
e s 953 1037 2187 271




Table 5: Percentage Distribution and Rank of Training Provided to Employees in the Past 12 Months
R5 D BETEAREANER SEZEIIRES T RS

(c) Sizeable Meetings, Incentives, Conventions and Exhibitions Companies A &5 fEE K S BiHcEA =

Note:

Percentages are calculated on the basis of total number of companies with such level of staff
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Managerial/ Supervisory/ Clerical/
o Professional Level Technical Level Operative Level Secretarial/Others
T;al—igg & HEASR BE i E& XB/RETH s HET
Percentage Rank Percentage Rank Percentage Rank Percentage Rank
Bt iz Bt Peds Bath 2 "otk 2
A.  Managerial Skills E 3§15
(i)  Business and Financial Strategic Planning,
Implementation and Evaluation 0 0 0, _ 0, _
SETS VTS RIS ~ HE(T R 87.5% ! 12.5% 2 0.0% 0.0%
(i)  Human Resources Management
e —— 12.5% 4 12.5% 2 0.0% - 0.0% -
(iii)  Sales and Marketing Strategic Planning,
Implementation and Evaluation 0 0 0 0 _
PHE RIS RIS IS - HE(T R 12.5% 4 12.5% 2 12.5% 5 0.0%
(iv)  Supervisory Techniques, Leadership Skills
AT « SERLRYTY 25.0% 3 37.5% 1 0.0% - 0.0% -
(v)  Risk Management
T 37.5% 1 12.5% 2 0.0% - 0.0% -
B.  Professional Skills ERZE$74E
(i)  Inbound Tour-guiding
J e 0.0% - 0.0% - 0.0% - 0.0% -
(if)  Outbound Tour-escorting
- 0.0% - 0.0% - 0.0% - 0.0% -
(iii)  Convention and Exhibition Management
R 12.5% 4 12.5% 2 25.0% 3 0.0% -
(iv)  Travel Consultancy
SR 0.0% - 0.0% - 0.0% - 0.0% -
(v)  Ticketing and Reservation System
g R T 0.0% - 0.0% - 0.0% - 0.0% -
(vi) Travel Insurance
I 0.0% - 0.0% - 0.0% - 0.0% -
(vii) Cruise Consultancy
R 0.0% - 0.0% - 0.0% - 0.0% -
(viii) Information Technology
——"— 12.5% 4 12.5% 2 12.5% 5 12.5% 4
C.  Generic Skills 3815
(i)  Service Attitude/Customer Service
e 0.0% - 0.0% - 50.0% 1 25.0% 2
(i) Communication
s 0.0% - 12.5% 2 37.5% 2 37.5% 1
(iii)  Problem Solving
- 12.5% 4 12.5% 2 12.5% 5 25.0% 2
D. Language F&5
(i)  Putonghua
W 12.5% 4 12.5% 2 12.5% 5 0.0% -
(i) English
e 12.5% 4 12.5% 2 25.0% 3 12.5% 4
Number of companies with such level of staff 8 8 8 8
BAEBSE THATHE
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