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Organisation

As at 31 March 2007, the Registry had a total of 333 staff, of
whom 283 were civil servants and 50 were contract staff, as
compared with the 319 staff employed on 31 March 2006. The
increase included additional staff employed for carrying out the
Companies Ordinance Rewrite Exercise.

The Registry’s organisation on 31 March 2007 was as follows: —
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Staff Training and Management

The Registry is committed to supporting all staff by equipping
them with the necessary skills and knowledge to discharge their
duties efficiently and effectively, and to provide a quality service
to our customers.

The Registry adopts a strategic and proactive approach in staff
training and development matters. After analysing the division
heads’ views regarding staff training and development needs,
the department has formulated the 2006-07 Departmental
Training and Development Plan, a strategic plan to meet the
operational needs of the Registry and the development needs of
staff and to achieve a cost-effective use of training resources.

Computer training has continued to be accorded high priority in
order to equip staff with the necessary skills to cope with the
department’s transformation into an electronic operation under
ICRIS and to support the Administration’s e-government initiatives.
Staff of the Registry have also attended various training courses
to enhance their skills, including Putonghua, so that they can
provide better services to customers.

Apart from traditional classroom training, staff are encouraged to
make use of the training materials provided by the Civil Service
Training and Development Institute at the Cyber Learning Centre
over the internet. Besides, the Registry has also organised in-
house seminars and video shows on different topics of interest
such as stress management, physical health and food safety.

As a result of the support and encouragement from the
management, a total of 584 training days were undertaken by
staff locally in 2006-07, which exceeded that of the last fiscal
year by 11%.

To promote a culture of continuous learning and self-development
in the civil service, the Registry has continued to run the External
Training Sponsorship Scheme for Front-line Staff and External
Management Training Sponsorship Scheme by providing financial
support for staff to pursue work-related training or management
Courses.
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The performance of the staff in the Registry is monitored and
assessed through a performance management system. Apart
from day-to-day supervision and guidance, supervisors are
required to complete a performance appraisal for their
subordinates annually to evaluate their performance and to identify
their training and development needs. The appraisal report also
serves to assist the management in consideration of career
posting, promotion as well as taking disciplinary actions against
substandard performers.
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Communication and Staff Relations

The Registry values communication with staff. A Departmental
Consultative Committee, which comprises representatives from
both the management and staff sides, will convene periodic
meetings to discuss issues which will affect the well-being of the
staff of the department. This will achieve better understanding
and cooperation between the management and the staff.

In addition, to further enhance staff relations and communications,
all staff are invited to attend the Staff Liaison Meeting chaired by
the Registry Manager. During the Meeting, the Registry Manager
will brief and discuss with participants the latest and upcoming
matters in the Registry. Staff members are welcome to express
their views on all issues of concerns to them.

During the year, the Registry continued to organise various kinds
of social and recreational activities to enhance staff relations and
physical well-being. Staff and their family members actively
participated in these activities. Activities held in 2006-07 included
video shows on health topics, Tarot classes, and the Christmas
party and dinner.
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Occupational Safety and Health

The Registry is very concerned about the occupational safety and
health (OSH) of its staff. The Companies Registry Safety Committee
was set up in 2000 to discuss issues in relation to safety and health
risks at workplaces and to recommend and monitor measures for
improving the safety and health of staff in the department. Staff
are encouraged to attend training courses on OSH issues such as
first aid courses, talks on prevention of musculoskeletal disorder
and stress management.

The Registry issues and circulates timely guidelines and internal
circulars in respect of communicable diseases and emergent
situations. An updated circular on the Contingency Plan of
Influenza Pandemic was circulated in 2006.

In addition, the Registry conducts occupational safety inspections
regularly to monitor the safety and health conditions and identify
potential hazards in the workplace. In mid-2006, the department
commissioned an occupational safety and health consultant to
conduct a risk assessment for the shroff counters of the Public
Search Section and the workstations in the general office. Both
long and short term improvement measures recommended by
the consultant have been implemented to improve the working
environment as well as to minimise the potential occupational
health and safety risk in the office.
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Staff Motivation and Recognition

The Registry has implemented 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 Best Service Award — to acknowledge specific service
performance by awarding specific divisions/sections;

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

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

In 20086, ‘Onsite Search” — Supply of Certificates at the Public
Search Centre, a service provided by the Public Search Unit, was
voted by the Registry’s major customers as the winner of the Best
Service Award. The achievement target for this service was to
complete 95% of total cases within one working day. As the Public
Search Unit exceeded the target by completing 100% of the cases
within one working day, the award to the staff concerned was well

ERPAZREEEHEERE )
A customer casting his vote in the best counter staff
election
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justified. Twelve winners of the Best Counter Staff Award were
selected by the department’s walk-in customers who submitted
1,126 voting tickets. This award has helped to instill in our staff a
commitment to providing courteous and efficient service.

Other civil service-wide staff recognition schemes, such as the
Long and Meritorious Service Travel Award and the Long and
Meritorious Service Award Schemes, are also in place to recognise
loyal and meritorious service. In 2006-07, three officers received
the Long and Meritorious Service Travel Award. Besides, a total
of eight officers were awarded the Long and Meritorious Service
Certificates.

Social Responsibility

In support of the Civil Service Volunteer Programme, the Registry’s
volunteer team was established in 2002 to help the
underprivileged and to serve the community for meaningful
causes. Throughout these years, the department’s volunteer team
had participated in various volunteer activities organised by the
government or other organisations. Besides, staff continued
demonstrating their community-spirit by actively participating in
various donation programmes, such as the Green Day, Dress
Special Day, Skip Lunch Day and Community Assistance Raised
by Employees Scheme organised by the Community Chest.
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