ANNUAL REPORT 1998-99 F#k

A BB R HUMAN RESOURCES

%A 7 ORGANIZATION

BE-hWANE=ZA=+—HLt  KREEXENE=1T—%E& As at 31 March 1999, the Registry had a total of 431 staff, of
T HAE=FA+HEEZE2HBAKE  HB=1tEBEGE whom 395 were full time civil servants and 36 were temporary

\X RENET - BRESRBNIEE  AENETHHBEEEF and contract staff. In response to workload fluctuations there
=D o , was a continual net decrease in the total number of staff as
I against that of the previous year.
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RENERABEBNT — The Registry's basic organization is as follows —

* Standing Committee on Company Law Reform
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Staff development — training is important
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TRAINING & DEVELOPMENT

In 1998-99, the Registry continued to provide training for staff

of all grades to meet the department's operational requirements

and promote staff development. Both local and overseas

training were organized. As in the previous year, training

covering various management aspects was accorded with high

priority. Apart from this, emphasis was also placed on
computer and language training such as Putonghua and
Chinese writing skills. Following the provision of in-house
courses in the previous year, another in-house course was
organized in 1998-99 on Elementary Putonghua. The total
number of training days undertaken by staff locally was higher
in 1998-99, reaching 799 days. A solicitor was nominated to
attend the short course on Chinese Law conducted by the
Fudan University in Shanghai.

A large number of internal operational guidelines have been

reviewed and revised, and some new ones introduced, during

1998-99 to provide clear guidance to staff. Where appropriate,

"Frequently-asked Questions" are developed and provided for
staff (e.g. counter staff) to deal with enquiries efficiently and on
a consistent basis.

In parallel with the Strategic Change Plan, the Registry also
initiated a human resources management study during
1998-99. The objective is to examine the existing and future
human resources issues of the department with a view to
drawing up a human resources management plan which will
enable the department to recruit, train and develop staff to
meet present and future challenges. The study has been
completed. Work will continue in 1999-2000 to formulate a
series of management programmes covering aspects such as
recruitment, performance management, training and

development, staff relations and communications.
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STAFF MOTIVATION & RECOGNITION

In 1998-99, the Registry continued to organize the Staff
Motivation Scheme for the purpose of promoting staff awareness
of and commitment to the department's performance pledges
and motivating staff towards continuous improvement of service.
The scheme consists of five activities, namely the Registry
Performance Award, the Best Work Improvement Award, the
Good People Good Deeds Award, the Best Service Award and
the Best Counter Staff Award. These activities were targetted at

five different levels as follows —

e to acknowledge overall performance in the organization
by awarding every member of staff;

e to acknowledge improvements in work efficiency and
productivity by awarding specific sections/work-related teams;

° to acknowledge exemplary conduct and superlative efforts
of individual staff;

* to acknowledge specific service performance by awarding
specific divisions/sections; and

e to acknowledge the provision of quality customer services

by awarding individual staff.

The Registry Performance Award was given out as all the
targets of the Registry's performance pledges were met during
1998-99. As regards the Best Work Improvement Award and
the Good People Good Deeds Award, there were no
nominations received for the year. In respect of the former,
it should be stressed that, although no nominations

were received, many sections

reviewed and streamlined their
operating procedures in the
course of the year.

The Best Service Award and the
Best Counter Staff Award were
won by the service section and
the counter staff respectively that
obtained the highest votes given
by the Registry's customers. For

o EEMAEN AR EMREEAES [ RERKE]
The company incorporation service of New Companies Section won the
Best Service Award again

the second year, incorporation of
local companies was chosen by
the Registry's major customers as
the deserving winner of the Best
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The Winners

Public Search &
Enquiries Counter

Champion
1st runner-up  Mr Li Wan-cheung

2nd runner-up Ms Lo Chung-kuen
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Best Counter Staff Election

HEitms OB ERIENE - fIMRBRE D EhRITREE
FRRUERRBRAE  HEARRBEIRTIRRRAE
RNET - £F  —F-RQAEMEIIEBREBBLE
HRATHR WO +—REBRRE T =+ FRULTERE
MABEBERBERBRBER o

8 TR

Fh o FEERSEEHERELED  BRGESTHE
NHETHREEES BELEDERERARAFTHE 8
BEE - 2HHE ABURALKRES  HEZETH
o BEEERMNESRES -

Documents
Receiving &
Enquiries Counter

Miss Yu Lai-ching  Mr Au Wing-kwong

Mr Chan Yue-kwan

Ms Mak Woon-lin

Service Award for 1998-99. As the pledge for processing
company incorporation cases within six working days had
been raised in 1998-99 to 95% of cases and the New
Companies Section was able to exceed this target, the award
was well justified for the staff concerned.

The fact that the winners selected for the 1998-99 Best
Counter Staff Award by the Registry's counter customers
included a combination of new and old winners showed
that more staff were conscious of the need to provide a
courteous and efficient service and succeeded in getting
customers' recognition.

Other civil service-wide staff recognition schemes, such
as the Long Service Travel Award and Long and
Meritorious Certificates Schemes, recognize loyal and
meritorious service. In the past year, one Companies
Registration Officer | received the travel award and
eleven officers in various ranks who had served 20 years
or more in the Government were given the certificates.

STAFF RELATIONS

During the year, the Registry organized various kinds of social
and recreational activities in order to enhance staff relations
and physical well-being. The activities included the Christmas
and annual dinner, sports activities, visits, interest classes, and
a trip to the Mainland. All these activities were well supported
by staff and helped to build up a good esprit de corps in the
department.
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A trip to Guangzhou
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A tour of the Hong Kong University of Science
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Blood donation day
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SOCIAL RESPONSIBILITY

On the environmental protection side, the Registry is
committed to improving office environment performance.
Green housekeeping measures have been introduced to staff
since 1997 for implementation as far as practicable. Many
typical waste minimization measures, such as using the blank
side of used paper for drafting, photocopying, filing and flimsy
circulation have been widely adopted. As a small department
not undertaking activities which have a major environmental
impact, every member of staff can contribute to protecting
our environment by conserving energy and paper, and

adopting other green measures applicable to offices in general.

A blood donation day was arranged in June 1998 and 12% of
the Registry's staff participated in the event.
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