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HUMAN RESOURCES

Organization

As at 31 March 2000, the Registry had a total of 408 staff, of
whom 391 were civil servants and 17 were contract staff, as
compared with the 431 staff employed on 31 March 1999.
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The directorate and senior management of the Companies Registry
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The Registry’s organization on 31 March 2000 was as follows: ——

* Standing Committee on Company Law Reform
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ANNUAL REPORT

Training & Development

The Registry provides training for staff of all grades to meet the
department’s operational requirements and promote staff
development. In-house video shows on specific topics such as
occupational safety and customer service are organized from time
to time to help build up and reinforce a working culture based
on a safe working environment and a customer-oriented service.
Computer training is accorded high priority in order to promote
IT awareness among staff and equip them with the necessary
skills to cope with the increased use of computerization in office
administration. Emphasis is also given to management and
language proficiency training. In order to make better use of
existing training resources, off-site learning is encouraged and a
number of officers in the Registry have been registered as users
of the Cyber Learning Centre organized by the Civil Service
Training & Development Institute. Overall, 753 training days
were undertaken by staff locally during the year including an in-
house Putonghua course organized specifically for front line staff

and officers responsible for customer service.

In 1999-2000, a Chief Companies Registration Officer was
awarded with an Advanced Certificate on Human Resource
Managemént in the Public Sector. The certificate was issued jointly
by the Civil Service Training & Development Institute and Hong
Kong Institute of Human Resource Management in recognition
of the training the officer received in this field. In respect of
oversea training, a Senior Companies Registration Officer attended

a familiarisation visit to Wuhan and Yichang.

Human Resource
Management Plan

The Registry formulated a Human Resource Management (HRM)
Plan in 1999-2000 following the completion of a human resource
management study which was conducted with the view of
identifying on-going and strategic human resources issues. The

HRM Plan attempts to address these issues and comprises a series
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of management programmes covering aspects such as
performance management, staff relations and communication,
training and development, and recruitment and promotion. Some
of these management programmes have been accorded a higher

priority and implementation of these is in progress.

During 1999-2000, a Departmental Consultative Committee was
set up to serve as a formal communication channel for the
exchange of views between management and staff. In addition,
staff liaison sessions are held on a regular basis whereby every
staff member in the Registry has an opportunity to attend an
informal briefing and experience-sharing session with the senior
management at least once a year. Notes of these liaison meetings
are circulated in the form of a flyer to serve as a regular update
or news brief of what is happening in the Registry and in the
service. Furthermore, divisional quizzes are organized from time
to time to strengthen staff's overall understanding of the activities

and objectives of individual divisions.

So far, the initiatives implemented have been well received by
staff. They are a step towards improving service efficiency and
reinforcing a performance oriented culture which is built, inter
alia, on a number of factors including understanding between
management and staff. With this in mind, a guide on performance
management is being prepared as one of the Registry’s HRM
initiatives to enhance supervisors’ knowledge of and skills in the
subject.

Staff Motivation & Recognition

The Registry has a 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 targeted at five different levels as follows: —

* The Registry Performance Award — to acknowledge overall
performance in the organization by awarding every member
of staff;

* The Best Work Improvement Award — to acknowledge
improvements in work efficiency and productivity by awarding

specific sections/work-related teams;
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‘Submission of Documents — Non-peak Hours' service of the |
Administration Section won the Best Service Award e

ANNUAL REPORT

* The Good People and Good Deeds Award — to acknowledge
exemplary conduct and superlative efforts of individual staff;

* The Best Service Award — to acknowledge specific service
performance by awarding specific divisions/sections; and

°* The Best Counter Staff Award — 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 1999-
2000. As regards the Best Work Improvement Award and the
Good People and 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 had further
reviewed and streamlined their
operating procedures in the course

of the year.

“Submission of documents during
non-peak hours”, a service provided
by the Administration Section, was
chosen by the Registry’s major customers as the deserving winner
of the Best Service Award for 1999-2000. As the achievement
target for providing this service within 10 minutes had been raised
in 1999-2000 to 98% of total cases and the Administration Section
was able to exceed the target, the award to the staff concerned

was well justified.

Eleven winners of the Best Counter Staff Award were selected by
the Registry’s walk-in customers who submitted over 2,000 voting
tickets. This award has helped to instil a commitment in our staff

to provide a courteous and efficient service.

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. During the
past year, one general grades officer received the travel award
and 12 officers in various ranks who had served 20 years or more

in the Government were given the certificates.
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Staff Relations
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Christmas Party

We regularly organize social and recreational activities to enhance
staff relations and well-being. These activities are well received
by staff and their family members. Activities held in 1999-2000
included outings to various interesting places, a launch picnic,
and the Christmas dinner and party.
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. 30



