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Organisation

As at 31 March 2004, the Registry had a total of 396 staff, of
whom 319 were civil servants and 77 were contract staff, as
compared with the 428 staff (335 civil servants, 93 contract staff)
employed on 31 March 2003. The decrease in the number of
staff during 2003-04 was attributable to the department’s
manpower plan of phased deletion of posts which became surplus
to requirement as a result of the implementation of the Strategic

Change Plan.

The Registry’s organisation on 31 March 2004 was as

follows: —
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HHHEEAE
Managers of the Headquarters Team
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REEMIBHNEEAE
Managers of the Public Search Division
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REXHEMEBHEEAS
Managers of the Registration Division
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REJEY RGBT EEA S
Managers of the Company Formation and Enforcement Division
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Staff Management & Training

In 2003-04, the Registry continued its strategic and proactive
approach in staff training and management matters by preparing
a Departmental Training and Development (T&D) Plan. A strategic
training programme for staff of all grades has been drawn up to
provide specific training to staff to enhance their skills and
knowledge in meeting the operational needs of the department,
as well as meeting their development needs.

Computer training has continued to be accorded high priority in
order to enhance the awareness of information technology among
staff and equip them with the necessary skills to cope with the
E-Government initiatives. Staff have been encouraged to make
use of CD ROMs containing training materials on software

applications to strengthen their computer knowledge.

During the year, a total of 538.5 training days were undertaken
by staff locally.

In addition to class-room training, in-house briefings and
experience sharing sessions were also conducted. They covered
various topics such as stress management, performance
management, filing practices and customer services skills. Video
shows on topics of interest, such as occupational safety and health,

were also arranged.
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In 2003-04, a senior member of the Registry attended the
Leadership Enhancement & Development Programme conducted
by the John F Kennedy School of Government, Harvard University.
The programme has been commissioned to enhance the leadership
and strategic management capacities of the top echelons of the
civil service.

In support of the three-year training and development scheme
launched by the Civil Service Bureau in 2001-02, the Registry
continued the implementation of a departmental training incentive
scheme to promote a continuous learning and life-long self-
development. The Scheme provides financial incentives to staff
to embark on self-initiated external study programmes or short
courses that are employment-related to suit their personal
development needs, interests, time and learning mode.

REAEMEREE [BEEFRE ] BREHEFRE
The Registry Manager giving a briefing on Customer Service Excellence

COMPANIES REGISTRY



38

HUMAN RESOURCES

RAXBETEFRRER FECEFEE
Bit [E7RERAPFRS]  BHBER
B ENTREHAENEFEL £
EmEENEENER - ARETHEMAD
BEREE ZAAKE-_ZTNETLFE
AT BASREEERI  MREIHE
EEES e

AE-BT2ERABERIREBEE - &
“EZ-EEINFE RTYEHETHEMN
Bxgoh - MPIERY [HFIRREE -
MERERELAEASTIERRHERES -2
BERGHEEDIERE  MEBEIER
NETRBFEBFTREFERZE  HERE
RREBBAREBERER -

REERETHREER  UNBAEE -
TRABTHTERBENE TENWHER -
AREE_ZTNETHFEETESRA
B {MAMETHIPEFNER - 1
BEENRERENLRS - #AENS—BH
REREEMEBENXL  SBEI 2NN
o W B AR T S o

In support of the E-Government initiatives, the Registry started
planning the implementation of an Electronic Leave Application
and Processing System (ELAPS) with a view to automating the
leave application, calculation and recording processes thereby
saving time and resources for other human resources activities.
ELAPS will be implemented in 2004-05 and appropriate training
will be provided to enhance staff's knowledge on the applications
of the new system.

The Registry has always placed strong emphasis on maintaining
communications between the management and the staff. In
2003-04, in addition to the regular consultative and liaison
meetings, the department set up a Departmental Commendation
Letter Scheme to examine nominations for the award of
commendation letters to deserving staff, including both civil
servants and contract staff, who have either provided consistently
outstanding or exemplary service or performed an exceptionally
meritorious act warranting special recognition.

In order to identify and introduce improvement measures for better
internal communications, work performance and job satisfaction,
the Registry plans to conduct an opinion survey in 2004-05 to
gauge staff's opinion on the department’s operation, their overall
satisfaction, morale, etc. The survey also aims at establishing a
caring culture so that staff will be motivated to give their best to
support the Registry’s mission.
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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
the continuous improvement of the services it provides. The
scheme consists of five activities targeted at five different levels
as follows: —

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

e The Best Suggestion Award — to acknowledge staff effort
in making efficiency and improvement suggestions on the
Companies Registry;

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

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

e The Best Counter Staff Award — to acknowledge the
provision of quality customer services by awarding individual
staff.

R VR

Best Counter Staff Election

EFREEY [HEEREE
Customer casting his vote for the best counter staff
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Submission of documents —— non-peak hours, a service provided
by the Administration Section, was chosen by the Registry’s major
customers as the winner of the Best Service Award. The
achievement target for providing this service was within ten
minutes in 98% of total cases. As the Administration Section has
been able to exceed the target by providing the service within ten
minutes in 100% of the cases, the award to the staff concerned
was well justified. Twelve winners of the Best Counter Staff Award
were selected by the Registry’s walk-in customers who submitted
1,978 voting tickets. This award has helped to instill in our staff

a commitment to providing a courteous and efficient service.

w

i e

‘Submission of documents — non-peak hours’ service of the Administration Section winning the Best Service Award
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Other civil service-wide staff recognition schemes, such as the
Long and Meritorious Service Travel Award and the Long and
Meritorious Service Award Schemes, recognise loyal and
meritorious service. In 2003-04, three officers received the Long
and Meritorious Service Travel Award. Five and 16 officers were
awarded the 30 years’ and 20 years’ Long and Meritorious Service

Certificates respectively.

[CR]
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Officers receiving the Long and Meritorious Service Certificates
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Staff Relations

During the year, the Registry organised various kinds of social
and recreational activities to enhance staff relations and physical
well-being. These activities were well received by staff and their
family members. Activities held in 2003-04 featured video shows
on health topics, handicraft classes, outings to various interesting
places, such as the Hoi Ha Wan Marine Park, a barbecue and golf
playing fun day in Tuen Mun and the Joint 10th Anniversary and

Christmas party and dinner.

RAAMEERTEXARER LERFTERY +AF
The Registrar of Companies celebrating the Registry’s
tenth year anniversary at the Christmas dinner

NAAMENERNESNEXBERE
Ex-colleagues of the Registry joining the Christmas reunion dinner
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BEETERE
Outing to Hoi Ha Wan Marine Park

BEAREEREEA
Barbecue and golf playing fun day
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FEE-ZZT=FNAETHEMLA > BE 1% A blood donation day was arranged in August 2003. Around
METITXEERRN  ZIFEBEFTH - 11% of the Registry’s staff supported the function and gave blood

on the occasion.

[GEZeE=Aig=E Al
Staff giving blood on the Blood Donation Day
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