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SECTION |

SURVEY BACKGROUND, METHODOLOGY AND COVERAGE

The Training Board

1.1 The Beauty Care and Hairdressing Training Board (the Training Board), formerly
named as the Beauty Care Training Board, was set up in 2001 to be responsible for, among
other duties, determining the manpower situation and training needs of the beauty care and
hairdressing industry and recommending to the VVocational Training Council measures to meet
the industry’ s demand for trained personnel. Its membership and terms of reference are given
in Appendices 1 and 2.

Purpose of the Survey

1.2 The Training Board, with the assistance of the Census and Statistics Department
(C & SD), conducted the 1% manpower survey of the beauty care, hairdressing and cosmetics
industry from 2™ October 2003 to 20" November 2003. The survey was conducted with the
following objectives:

(@ toidentify the manpower and training needsin principal jobs
of the beauty care, hairdressing and cosmetics industry;

(b) to forecast the likely growth of the industry in terms of
manpower and training requirements between 2003 and
2004;

(c) to obtain views on the preferred and actua levels of
education of employees; and

(d) to coallect information on the recruitment and qualifications
of technical employees.

1.3 After processing the data by the C & SD, full sets of tabulations were available in
March 2004. It is envisaged that the information collected will enable the Beauty Care and
Hairdressing Training Board and other course providers to formulate training activities to
enhance the professionalism of the practitioners.
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Scope of the Survey

14 The survey covered 7 160 companies (including their branches) registered with
the C & SD and their full-time employees. Over 90% of these companies engaged less than 10
full-time employees. They were classified into the following 7 branches (number of
companies in brackets) of the beauty care, hairdressing and cosmetics industry:

() beauty & hairdressing schools (50);

(i)  make-up, nail etc. schools (2);

(iii)  beauty centres (2 538);

(iv)  hairdressing salons (2 689);

(v)  cosmetics product wholesale, import & export companies (1 056);
(vi)  cosmetics product retail companies (783); and

(vii)  health centres and spa centres (42).

15 Out of these 7 160 companies, 826 sampled companies (including 480 beauty
schools/centres and hairdressing salons and 346 cosmetics product companies) were selected
using the stratified random sampling method. Asinformation on the companies engaged in the
sauna, massage, foot reflexology business and nail centres was not available, these companies
together with the fitness centres and health food companies were excluded in the 2003 survey.
The Training Board estimated that most cosmetics product companies were covered in this
survey. However, only about 10% of the make-up, nail etc. schools, 70% of the beauty centres
and 60% of the hairdressing salons had been covered. In addition, those companies which did
not register as businesses related to beauty care, hairdressing and cosmetics were excluded in
this survey.

Survey Document

1.6 A set of survey documents, including the questionnaire (Appendix 3),
explanatory notes (Appendix 4) and job descriptions (Appendix 5), was sent to each sampled
company for completion 2 weeks before the fieldwork. Additional questions were
incorporated in the questionnaire to collect information on the recruitment and professional
qualifications of the technical staff.

1.7 Employers were requested to provide data on the principal jobsin the beauty care,
hairdressing and cosmetics product industry. These principal jobswere classified according to
their branches of business for easy job matching. Staff employed by the companies handling
accountancy, information technology etc. were excluded in this survey. Employers were
assured that the data collected would be handled in strict confidence and published only in the
form of statistical summaries without reference to individual establishments.

1.8 During the fieldwork, interviewing officers of the C & SD visited these
companies to collect the completed questionnaires and, where necessary, to assist in providing
thedata. All completed questionnaireswere checked, coded and, if necessary, verified with the
respondents before data processing and tabul ation.
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Responses

19 From the 826 sampled companies, 606 responded and completed the
guestionnaire. 207 companies were either found closed / moved/ temporarily ceased operation
during the time of the survey. There was atotal of 13 refusals for this survey. The effective
response rate was 98.4%.

Presentation of Findings

1.10 This 2003 Manpower Survey Report of the Beauty Care, Hairdressing and
Cosmetics Industry presents the background, methodology and coverage of the survey in
Section | and summary of survey findings in Section Il. The Beauty Care and Hairdressing
Training Board's conclusions and recommendations are set out in Section Il and 1V
respectively. An Executive Summary on the major findings is also published. Detailed
statistics tabulated for the industry and each of the 7 branches are compiled in a separate
manual. Slight discrepanciesin the total figures might occur due to the blowing-up of datato
yield an overall picture of the industry. All information can be downloaded from
http://www.vtc.edu.hk.

Classification of Principal Jobs

111 Based on the typical organization structure of beauty care schools/centres,
hairdressing salons, and cosmetics product wholesale/import/export/retail companies,
employees were further classified into 8 job levels and 39 principal jobs as follows:

Job L evel Principal Job
Management 1. Director / Principal/ General Manager/Manager

2. Sdes/Marketing Director/ Manager
3.  Chief Shop Manager / Operation Manager

Technologist 1. Senior Tutor / Senior Instructor - Beauty Care and
Hairdressing
2. Senior Tutor / Senior Instructor - Make-up and Nail
Art Director

w

Officer Marketing Director

Product/Technical Manager
SalessMarketing Officer
Trainer

Buying Officer

Shop Manager / Supervisor

ou ks wbdpE
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Job Level

Technician

Tradesman

Semi-Skilled Tradesman

Supporting Staff

©COoNOrO®DNE

ol
= o

12.

=
w

Nogobkr~owbdr

N e

ApwbdhPE

Principal Job

Tutor / Instructor - Beauty Care

Tutor / Instructor — Hairdressing
Assistant Tutor / Instructor - Beauty Care
Assistant Tutor / Instructor — Hairdressing
Tutor / Instructor — Make-up

Tutor / Instructor — Nail

Assistant Tutor / Instructor - Make-up
Assistant Tutor / Instructor — Nail

Beauty Consultant

Senior Beautician

Senior Make-up Artist

Senior Hair Stylist

Technical Adviser

Sales Representative

Beautician

Make-up Artist

Masseur
Manicurist/Pedicurist

Nail Artist/Foot Reflexologist
Hair Stylist

Beauty Adviser (Counter)

Beauty Assistant
Junior Hairdresser

Marketing Staff
Promoter
Administration Staff
Receptionist
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SECTION II
SUMMARY OF SURVEY FINDINGS

Presentation

21 The 2003 manpower survey was mainly concerned with the manpower and
training of employees in the 7 160 companies of the beauty care, hairdressing and cosmetics
industry. Respondent companies had to provide the relevant information about their technical
and supporting employees (including marketing/promotion/administration staff and
receptionists) according to their major activities. In this section, the main survey findings are
presented by the appropriate job level of management, technologist, officer, technician, sales,
tradesman, semi-skilled tradesman and supporting staff.

2.2 As some establishments in the beauty care, hairdressing and cosmetics industry
had operations or planned to start their operation in the Mainland, the Beauty Care and
Hairdressing Training Board also collected information on the places of recruitment for the
technical staff working in the Mainland branches.

Total Manpower

2.3 The survey revealed that during the survey period, there were 32 937 employees.
The breakdown per job level is shown in Diagram 1.

Diagram 1: Distribution of Employees by Job L evel

Total: 32 937

Semi-skilled
Tradesman
5990 (18.2%)

Supporting
3434 (10.4%)

Management
1069 (3.2%)

//////////////// s

Officer

1459 (4.4%)

Technician
1014 (3.1%)

Sales
1742 (5.3%)

Tradesman
18 170 (55.2%)
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24 Asthis survey did not cover al the make-up, nail etc. schools, beauty centres and
hairdressing salons, the Training Board estimated that about 10% of the employees in
make-up, nail etc. schools and less than 50% of the employees in beauty centres and
hairdressing salons were covered. This under-estimation of manpower was probably due to
the exclusion of the following practitioners in these business sectors:

(i) freelancers or part-time practitioners providing services on appointment basis;

(i) beauticians affiliated with beauty centres or hairdressing salons without business
registration;

(iii) beauticians or hairdressers operating in domestic residences; and

(iv) employees working in companies not registered as business related to beauty
care, hairdressing and cosmetics products.

25 The Training Board noted that in the survey the number of employees in the
beauty & hairdressing schools was under-estimated probably because some senior tutors at
technologist level and tutors at technician level undertook duties other than tutoring during the
date of survey and therefore were not reported by the employers. Moreover, some employers
had downsized their companies and laid off their employees at low business period due to the
adverse impact of SARS. The Training Board felt that the number of employees reported by
the cosmetics product companies, health centres and spa centreswerereliable. The breakdown
of these 32 937 employees by the 7 business sectors classified in this manpower survey is
shown in Diagram 2:
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Diagram 2: Distribution of Employees by Business Sectors

Total : 32937

Beauty Centres

8 682 (26.4%) Make-up, Nail etc.

Schools
19 (0.1%)
Beauty & Hairdressing
Schools
177 (0.5%)

Health Centres &
Spa Centres
335 (1.0%)

Cometics Product
Retail Companies
5572 (16.9%)

Hairdressing Salons
13932 (42.3%)

Cometics Product
Wholesales, Import &
Export Companies

4 220 (12.8%)

2.6 The number of employees by business sector by job level is summarised as
follows:
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TE

Number of Employees by Sector by Job Level in the Beauty Care, Hairdressing and Cosmetics Industry

Job Level (%)*

Semi-skilled
Business Sector Management Technologist Officer Technician Sales Tradesman Tradesman  Supporting Tota
School-Beauty & 23 22 0 94 0 0 0 38 177
Hairdressing (13.0) (12.5) (53.0) (21.5) (100.0)
School-Make-up, 1 7 0 10 0 0 0 1 19
Nail etc. (5.3 (36.8) (52.6) (5.3 (100.0)
Beauty Centre 106 0 0 565 0 6796 645 570 8682
(1.2 (6.5 (78.3) (7.4 (6.6) (100.0)
Hairdressing Salon 37 30 0 257 0 7876 5345 387 13932
(0.3) (0.2) (1.8) (56.5) (38.49) (2.8) (100.0)
Product Company- 691 0 608 15 1742 0 0 1164 4220
Wholesale & |IE (16.4) (14.9) (0.3 (41.3) (27.6) (100.0)
Product Company- 206 0 851 9 0 3249 0 1257 5572
Retail (3.7) (15.3) (0.1 (58.3) (22.6) (100.0)
Health Centre & 5 0 0 64 0 249 0 17 335
Spa Centres (1.5 (19.1) (74.3) (5.1 (100.0)
Centres
Total 1069 59 1459 1014 1742 18170 5990 3434 32937
(3.2)** (0.2)** (4.4)x~ (3.1)*= (5.3) ** (55.2) x* (18.2) ** (10.4)** (100.0)

(%)* As percentage of the total number of employeesin the sector.
(%)** As percentage of the total number of employeesin the industry.



2.7 Asrevealed in the survey, the distribution of principal jobs with most employeesis
summarized as follows:

Percentage of
Job Title Number of Employees Total Employees
Hair Stylist 7706 234
Beautician 6 261 19.0
Junior Hairdresser 5345 16.2
Beauty Adviser 3210 9.7
(Counter)
Sales Representative 1742 5.3
24 264 73.6
Vacancies
2.8 Employers reported a total of 955 vacancies at the date of survey, including 934

beauty care, hairdressing and cosmetics technical employees (2.9% of total 32 937 employees)
and 21 supporting staff (0.06% of total 32 937 employees). Among them, 923 vacancies were
mainly reported in beauty centres (492 or 51.5% of total 955 vacancies), hairdressing salons (316
or 33.1% of total 955 vacancies) and cosmetics product retail companies (115 or 12.0% of total
955 vacancies).

29 The distribution of principal jobs with most vacancies is summarized as follows:

Percentage of Total Employees at

Job Title Number of Vacancies Same Level
Beautician 349 5.6
Junior Hairdresser 238 4.5
Beauty Assistant 120 18.6
Beauty Adviser (Counter) 79 2.5
Hair Stylist 68 0.9

854 *

(%)* As percentage of the total number of employeesin the industry.

Employers Forecast Number of Employees By October 2004

2.10 Employers forecast that in the next 12 months after the survey, the beauty care,
hairdressing and cosmetics sector would require an increase of 1 087 beauty care, hairdressing and
cosmetics employees (3.3% of total 32 937 employees). However, employers forecast that there
would be no increase in the number of technologist in the next 12 months. Its distribution by job
level is summarized in Diagram 3:
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Diagram 3: Employers Forecast I ncrease of
Employees by Job L evel 2003/2004

Number of

Employees
34 024

(+3.3%)
35000- 32937

<

30000+

25000+

18 780

20000- 18170 (13.4%)

150001

10000+ 6348

5990 (+6.0%)
3456

1496 1757 3434
5000- 1051 (+0.6%)
+2.5% (+0.9%)
1069 1077 1459 (+2.5%) 1014 (+3.6%) 1742

(+0.7%)

Job Level

Management ~ Officer  Technician  Sdes  Tradesman  Semi-skilled  Supporting  Total
Tradesman Employees

002003 02004

Note: Employers forecast that there would be no increase in the number of technologists (59
persons) during 2003 and 2004. Thislevel isnot shown in Diagram 3.

211 The following principal jobs in beauty centres, hairdressing salons and cosmetics
product retail companies would have higher growth in 2004:

Percentage of
Job Title Increase in Employees Total Employeesin the
Sector
Beautician 473 7.6
Junior Hairdresser 238 4.5
Beauty Assistant 120 18.6
Beauty Adviser (Counter) 71 2.2
Hair Stylist 43 0.6
945 29*

(%)* As percentage of the total number of employees in the industry.
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Preferred and Actual Education of Employees

212 Employers were asked to indicate the levels of education preferred for their beauty
care, hairdressing and cosmetics employees and the actual education level possessed by them.
The preferred and actual educations of beauty care, hairdressing and cosmetics employees at each
job level were asfollows:

No. of % of Total at the

Job Level Preferred Education Employees Same Job Employees | evel

M anagement University degree 824 77.1
Advanced level/diploma/ 184 17.2
certificate
Secondary 4 — Secondary 7 35 3.2

Technologist Secondary 4 — Secondary 7 40 67.8
University degree 8 13.6
Advanced level/diploma/ 8 13.6
certificate

Officer University degree 613 42.0
Secondary 4 — Secondary 7 567 38.9
Advanced level/diploma/ 129 8.8
certificate

Technician Secondary 4 — Secondary 7 772 76.1
Advanced level/diploma/ 126 124
certificate
Secondary 3 or below 47 4.6

Sales Secondary 4 — Secondary 7 1475 84.7
University degree 166 9.5
Secondary 3 or below 74 4.2

Tradesman Secondary 4 — Secondary 7 11698 64.4
Secondary 3 or below 5234 28.8
Advanced level/diploma/ 1182 6.5
certificate

Semi-skilled Tradesman Secondary 3 or below 3558 59.4
Secondary 4 — Secondary 7 2391 39.9
Advanced level/diploma/ 41 0.7
certificate

Supporting Secondary 4 — Secondary 7 3011 87.7
University degree 141 4.1
Secondary 3 or below 130 3.8



No. of % of Total at the

Job Level Actual Education Employees Same Job Employees L evel

M anagement University degree 644 60.2
Secondary 4 — Secondary 7 272 25.4
Advanced level/diploma/ 105 9.8
certificate

Technologist Secondary 4 — Secondary 7 37 62.7
Advanced level/diploma/ 9 15.3
certificate
University degree 6 10.2

Officer Secondary 4 — Secondary 7 806 55.2
University degree 369 25.3
Advanced level/diploma/ 116 8.0
certificate

Technician Secondary 4 — Secondary 7 728 71.8
Secondary 3 or below 117 115
Advanced level/diploma/ 84 8.3
certificate

Sales Secondary 4 — Secondary 7 1554 89.2
University degree 81 4.6
Secondary 3 or below 79 4.5

Tradesman Secondary 4 — Secondary 7 10923 60.1
Secondary 3 or below 6968 38.4
Advanced level/diploma/ 217 1.2
certificate

Semi-skilled Tradesman Secondary 3 or below 3795 63.4
Secondary 4 — Secondary 7 2174 36.3
Advanced level/diploma/ 21 04
certificate

Supporting Secondary 4 — Secondary 7 2735 79.6
Secondary 3 or below 431 12.6
University degree 135 39
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Skill Level of Employees with respect to Their Current Job Requirements

2.13 Employers were asked to indicate whether the job skills of their employees could
meet the standards required for their job duties. The survey revealed that 30 648 or 93.0% of the
total 32 937 employees could meet the requirements with respect to their current jobs. Only 174
employees (0.5% of total employees) were found below standard and should be provided with
training.

Distribution of Employees by Monthly Income Range

2.14 The term “monthly income” used in the survey included basic salary, overtime,
allowance bonus, housing allowance, cost-of-living allowance and meal allowance. It excluded
payments in kind, such as free housing. Asthiswas not a wage survey, the information obtained
was for cross-checking purpose only.
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2.15 The distribution of employees by job level and by monthly income range is shown below:

Monthly Income as at September 2003

()
$4,000 $4,001- $7,001- $10,001- $13,001- $16,001- $20,001- $30,001
Job Level orbelow  $7,000 $10,000 $13,000 $16,000 $20,000 $30,000 or above Unspecified
Management - - - 28 31 409 248 255 98
(2.6) (2.9 (38.3) (23.2) (23.9) (9.0
Technologist - - - 10 7 2 13 18 9
(16.9) (11.9) (3.3) (22.0) (30.6) (15.3)
Officer - - 64 101 719 304 163 37 71
(4.9 (6.9) (49.3) (20.8) (11.2) (2.5) (4.9
Technician - - 82 252 214 307 67 3 89
(8.1) (24.9) (21.1) (30.3) (6.6) (0.3) (8.7)
Sdles - 79 662 537 362 8 4 - 90
(4.5) (38.0) (30.8) (20.8) (0.5) (0.2 (5.2
Tradesman 6 1756 8482 5465 1380 657 25 - 399
-) (9.7) (46.7) (30.1) (7.6) (3.6) (0.2) (2.2)
Semi-skilled 712 4838 371 30 - - - - 39
Tradesman (11.9 (80.8) (6.2) (0.5) (0.6)
Supporting - 840 1426 688 151 69 11 12 237
(24.5) (41.5) (20.0) (4.9 (2.0) (0.3) (0.3) (7.0)

Note: Figuresin brackets denote the respective percentages of the total number employed at the samejob level.



Technica Staff in the Mainland Branches of the
Beauty Care, Hairdressing and Cosmetics Companies

2.16 There are a number of companies in the beauty care, hairdressing and cosmetics
industry having or planning to have branches in the Mainland. The Beauty Care and
Hairdressing Training Board wishesto collect information on the technical manpower engaged
by Hong Kong companies and worked in the Mainland with a view to assessing the
requirement of training to be provided to the local employees. Respondent companies had to
provide the relevant information on the employment situation of technical staff (including
management, technologist, officer, technician, sales and tradesman) in the Mainaand
branches.

Operation in the Mainland

217 Among the 606 respondents, 57 companies reported that their technical staff
travelled frequently to the Mainland in the past year. As the date of the survey, atotal of 39
companies said that they had established Mainland branches and 35 companieswould establish
Mainland branches within 24 months.

Recruitment Places for Technica Staff of Mainland Branches

2.18 39 employers reported on the places where their technical staff were recruited for
the Mainland branches. A summary of the places of staff recruitment for the Mainland
branches (excluding turnovers) is as follows:

Job Level Number of Employees Recruited

Total Employees

HK & Mainland Hong Kong Mainland Recruited

Management 14 12 15 41
(34.1) (29.3) (36.6) (100.0)

Technologist 2 4 3 9
(22.2) (44.5) (33.3) (100.0)

Officer 4 5 18 27
(14.8) (18.5) (66.7) (100.0)

Technician 10 2 16 28
(35.7) (7.0 (57.2) (100.0)

Sdes 7 1 24 32
(21.9) (3.2) (75.0) (100.0)

Tradesman 7 1 37 45
(15.5) (2.2) (82.3) (100.0)

All 44 25 113 182
(24.2) (13.7) (62.1) (100.0)

Note: Figuresin brackets denote the percentages of employees relative to the total
employees recruited at the same job level by the 39 employers.
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2.19 The survey aso revealed that the technical staff recruited in the Mainland were
mainly engaged in beauty centres (22 persons), hairdressing salons (8 persons), wholesale,
import & export cosmetics companies (56 persons) and retail cosmetics companies (25
persons).

Qualifications of Technical Manpower

2.20 A total of 503 companies responded to the question on the qualifications
possessed by their technical staff (including management, technologist, officer, technician and
tradesman). It is observed that technical staff at all levels possessed relevant qualifications.
However, the number of technical staff that possessed relevant qualifications had no
relationship with the job levels. The number of employees with relevant qualifications by
business sector is summarized as follows:
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Number of Employees with Qualifications

National
Business Sector License Overseas Loca Others Total
School-Beauty & 18 32 65 0 115
Hairdressing (15.7) (27.8) (56.5) (100.0)
School-Make-up, 0 14 2 0 16
Nail etc. (87.5) (12.5) (100.0)
Beauty Centre 2 29 372 543 946
(0.2 3.0 (39.3) (57.4) (100.0)
Hairdressing Salon 5 36 81 361 483
(2.0) (7.5) (16.8) (74.7) (100.0)
Product Company- 1 10 14 21 46
Wholesale & |E (2.2) (21.7) (30.4) (45.7) (100.0)
Product Company- 0 10 82 184 276
Retail (3.6) (29.7) (66.7) (100.0)
Health Centre & 0 31 26 0 57
Spa Centres (54.4) (45.6) (100.0)
Total 26 162 642 1109 1939
(1.3) (8.4) (33.1) (57.2) (100.0)

Note: e Overseas qualifications refer to certificate/diploma of overseas professional
training courses of at least 240 training hours each.

e Local qualifications refer to certificate/diploma of local professiona training
courses of at least 240 training hours each.

e Othersrefer to the other overseas/local recognized trade certificate/diploma.
e Figures in brackets denote the percentages of employees relative to the total

employees with qualifications at the same business sector.

Beauty Care Qualifications Possessed by Beauty Care Practitioners

221 Among the responding companies, 108 employers were willing to disclose the
beauty care qualifications possessed by their beauty care practitioners. The qualifications held
by most employees of the responding companies are ITEC, CIBTAC and CIDESCO. These
beauty care practitioners were mainly employed in beauty centres, beauty and hairdressing
schools, as well asretail cosmetics companies.
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SECTION 11

CONCLUSIONS

Validity of the Survey Findings

31 The Training Board has examined the survey findings and is of the opinion that
they generaly reflect the manpower situation of the 7 160 companies in beauty care,
hairdressing and cosmetics industry at the time of the survey. As mentioned in Section |
paragraph 1.5, the survey could not cover al the establishments in the beauty care and
hairdressing sectors. Similarly in Section |l paragraphs 2.4 — 2.5, the Training Board
pointed out that the survey could not provide the complete picture of the manpower of the
beauty care and hairdressing practitioners. The Training Board believes that about 70% of
the companies were included in the survey and less than 60% of the workforce had been
covered by the survey. The uncovered workforce would be those freelance or part-time
practitioners in the industry and those engaged in companies not registered in the relevant
tradesof theC & SD. The Training Board found it difficult to obtain full information on the
companies engaged in the beauty care, hairdressing and cosmetics industry. Though the
survey could not cover the manpower of the entire beauty care, hairdressing and cosmetics
industry, the information collected can help the training providers to assess the training
needed by the practitioners at different levels.

Economic Outlook

3.2 Though Hong Kong has experienced economic downturn in previous few years
and SARS in 2003, the beauty care, hairdressing and cosmetics industry was one of the
industries with less adverse impact. With the revival of economy at the last quarter of 2003,
the beauty care, hairdressing and cosmetics industry definitely will benefit from the
increasing purchasing power of local and Mainland consumers. The manpower demand of
the industry especially the trained practitioners will be in great demand. This also explains
the emergence of a number of training providers and a wide variety of training courses
leading to various qualifications and certificates. Coupled with the development of new
technology and products, more trained practitioners would be required to sustain the growth
of the industry and to protect the consumers.

Manpower Structure and Growth

3.3 The survey revealed that 90% of the workforce of the beauty care, hairdressing
and cosmetics industry were tradesmen (55.2%), semi-skilled tradesmen (18.2%), supporting
staff (10.4%) and sales (5.3%). Consequently most vacancies (89%) were reported at these
levels, including beauticians, beauty assistants, beauty advisers (counter), hairdressers and
junior hairdressers.
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34 As expected, the largest employers in the beauty care, hairdressing and
cosmetics industry were hairdressing salons, product companies and beauty centres. They
together employed 98.3% of the workforce (32 406 of total 32 937 persons in the industry).

35 Employers also forecast a moderate growth of 1 087 persons or 3.3% for
employees. Employers also forecast higher growth rates for the semi-skilled tradesmen
(+6.0%), technicians (+3.6%) and tradesmen (+3.4%). The figures indicated that employers
tended to be optimistic about the economic environment in the next 12 months and would
increase the manpower to cope with the increased business activities.

Preferred /Actual Education and Skill Level of Employees

3.6 Employers preferred the management and officers to be university degree
holders. On the other hand, secondary 4 — secondary 7 school |eavers were preferred for
employees at other levelsin the beauty care, hairdressing and cosmetics industry.

3.7 It was noted that more than 60% of the management people in the beauty care,
hairdressing and cosmetics industry were university degree holders. Most employees at
other job levels actually possessed secondary 4 — secondary 7 education.

3.8 In general, employers were satisfied with the job skills of most employees who
could meet their current job requirements.

Recruitment of Technical Staff for Mainland Branches

39 About 40 companies including the beauty centres, hairdressing salons,
cosmetics product companies responded that they had or planned to have branches in the
Mainland. Employers indicated that they preferred to employ the technical staff in the
Mainland, and the recruitment both in Hong Kong and the Mainland would be their second
choice.

Qualifications of Technical Manpower

3.10 About 500 companies reported on the qualifications possessed by their technical
staff such as the national licenses, local/overseas qualifications or other recognized
gualifications. It was observed that technical staff at all levels (including management,
technologist, officer, technician and tradesman levels) had pursued relevant qualifications
and upgraded their skills. Most of these technical staff worked in beauty centres,
hairdressing salons and retail product companies.
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Forecast Additional Training Requirement and Supply in the
Next 12 Months in the Beauty care, Hairdressing and Cosmetics Industry

311 The Training Board believes that the forecast training requirements for the
beauty care, hairdressing and cosmetics sector should include training for the new entrants to
the industry and the in-service practitioners to up-keep their skills and knowledge on the new
development of the industry.

3.12 With the ever-changing technology and products, the Training Board believes
that there will be tight supply of trained manpower to meet the great demand of quality
services in the beauty care, hairdressing and cosmetics sector.



SECTION 1V

RECOMMENDATIONS

Manpower Surveys

4.1 AsHong Kong'seconomy showed signs of upturn in the fal of 2003, the Beauty Care
and Hairdressing Training Board will closdly monitor the manpower supply and demand Situation
through biennia manpower surveys and recommend measuresto meet the traning requirements.  The
manpower surveys will also help relevant course providers in resource planning to meet the changing
training needs of the beauty care and hairdressng practitioners.

Trade Teding Sysems

4.2 Toraisethe quality and service standard of beauty care and hairdressing employees, the
Training Board has devel oped voluntary trade testing systems for the beauticians, make-up artists and
hairdressers. The Training Board believes that the trade test sysemsin the long run will enhance the
training and performance of the practitioners, which in turn will benefit the consumers and enhance the
datus of the beauty care and hairdressing industry of Hong Kong.

Training Courses

4.3 To avoid conflict of interests, the Training Board had not organized training courses to
help students prepare for the trade tests for beauticians, make-up artists and hairdressers. In recent
years, there are more and more course providers in the market offering dfferent beauty care and
hairdressing courses and participating in the Skills Upgrading Schemes to help the new entrants and
in-service workers to prepare for the trade tests or upgrade their skills. With the development of
vocationa secondary schools and the diplomalhigher diploma beauty care and hairdressing courses
organized by the Vocationd Training Council and other education ingtitutions, young people have
many choicesin joining suitable beauty care and hairdressng courses. However, practitioners have to
receive continuous traning to upkeep ther professondism and equip themsdves for career
advancement.

Beauty Care and Hairdressing Training Board

4.4 In order to make recommendationsto the VTC on thetrade test systems and training for
the practitioners in the beauty care, hairdressng and cosmetics industry, the Beauty Care and
Hairdressng Training Board will:



0]
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)

)

conduct biennid manpower surveys covering full or wider
scope of companies to assess the manpower and training
supply/demand of the beauty care, hardressng and
cosneticsindudtry;

advise on the trade testing systems and certification for skilled
practitioners in the beauty care, hairdressing and cosmetics
indugtry, for the purpose of ascertaining the specified skill
standards have been attained;

advise on the direction and drategic development of the
various training programmes currently provided and will be
developed by the VTC;

liase with the Department of Hedlth to ensurethat thetraining
requirements of beauticians under the proposed regulation of
medica devices can be met by the development of relevant
training programmes, and

promote manpower training and career paths available in the
beauty care, hardressng and cosmetics industry to the
public.



Appendix 1

Beauty Care and Hairdressing Training Board

Name

Chairlady

1.

Ms CHENG Ming-ming

Members

2.

10.

11.

12.

13.

Ms CHAN Mei-heung

Mr CHOI Ho-sang, Jacky

Ms CHU Chor-man, Mandy

Ms HO Chi-ying, Josephine

Ms KOUR Ranjeet

Mr IP Sai-hung

MsLAM Sui-lin, Stella

Mr LI Yuk-ying

Ms Andie MOK

C )

Ms Fiona J. Rankin

Ms TAM Pui-ling, Christine

Mr TANG Wai-fu

Nominated by

CIDESCO International (Hong Kong Section)

The International Professional Cosmetology Association

The Cosmetic & Perfumery Association of Hong Kong

The International CICA Association of Esthetics

The International Federation of Aestheticians (INFA)

INFA

Ad personam

Ad personam

The International Professional Beauty Association

Asian Hair and Beauty Association

The Cosmetic & Perfumery Association of Hong Kong

The International Therapy Examination Council (ITEC)

Ad personam

Ad personam
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14.

15.

16.

17.

18.

19.

Name

Mr WONG Kwok-wah, Thomas

Ms YANG Hui-chun

Mr Barry YIP

Mr S.P. FU

Ms Carrie LAU

MsVera TAM

Nominated by

The International Beauty Culture Association
IBCA

Ad personam

Ad personam

Representing

Executive Director of the Vocationa Training Council

Commissioner for Labour

Consumer Council
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10.

11.

12.

13.

14.

Appendix 2

Terms of Reference

To determine the manpower demand of the industry, including the collection and
analysis of relevant manpower and student/trainee statistics and information on
socio-economic, technological and labour market devel opments.

To assess and review whether the manpower supply for the industry matches with the
manpower demand.

To recommend to the Vocational Training Council the development of vocational
education and training facilities to meet the assessed manpower demand.

To advise the Hong Kong Institute of Vocational Education (IVE) and training &
development centres on the direction and strategic development of their programmes in
the relevant disciplines.

To advise on the course planning, curriculum development and quality assurance
systems of the IVE and training & development centres.

To prescribe job specifications for the principal jobs in the industry defining the skills,
knowledge and training required.

To advise on training programmes for the principal jobs in the industry specifying the
time atrainee needs to spend on each skill elements.

To tender advice in respect of skill assessments, trade tests and certification for
in-service workers, apprentices and trainees, for the purpose of ascertaining that the
specified skill standards have been attained.

To advise on the conduct of skill competitions in key trades in the industry for the
promotion of vocational education and training as well as participation in international
competitions.

To liaise with relevant bodies on matters pertaining to the development and promotion
of vocational education and training in the industry, including employers, employers
associations, trade unions, professional institutions, training and educationa
ingtitutions and government departments.

To organize seminars/conferences/symposia on vocational education and training for
the industry.

To advise on the publicity relating to the activities of the Training Board and relevant
vocational education and training programmes of the VTC.

To submit to the Council an annual report on the Training Board’'s work and its
recommendations on the strategies for programmes in the relevant disciplines.

To undertake any other functions delegated by the Council in accordance with Section
7 of the Vocational Training Council Ordinance.
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Appendix 3

CONFIDENTIAL

WHEN ENTERED WITH DATA

VOCATIONAL TRAINING COUNCIL

THE 2003 MANPOWER SURVEY OF THE BEAUTY CARE, HAIRDRESSING AND COSMETICSINDUSTRY

QUESTIONNAIRE

(PLEASE READ THE EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)

For Official Use Only:

No. of Employees

Rec.  Survey Industry Establishment Enumerator's  Editor's  Check Covered by the
Type Code Code No. No. No. Digit Questionnaire
A B LTI T T T ]I I1r11 i1 O LT

1 2 3 4 56 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27

Name of Company:

Address:

Classification of Business*: (1) School - Beauty & Hairdressing -
* (2) School - Make-up, Nail etc.
(3) Beauty Centre
(4) Hairdressing Salon
(5) Cosmetic Product Company - Wholesal_e, Import & Export
(6) Cosmetic Product Company - Retail
(7) Health Centre & Spa
(8) Nail Salon
(9) Others (Please specify) ( )

Total No. of Persons Engaged in Y our Company in Beauty Care, Hairdressing and Cosmetics Sector:

Name of Person to Contact: | | | | | | | | | | | | | | | | | | | | | Position:

28 47

teNos || L LI LT Fax. No.:

emal: | | [ | [ Q000

64 98

* Please circle the number as appropriate
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11

12

13

14

15

16

17

18

19

20

21

22

PART |

(A)

Job

Title

Rec.
Type

No.

(B)

Total
Monthly
Income

Range

(©

Number
of Persons
Engaged

(D)
Forecast
of Number
Employed
12 Months
from Now

(E)

Number
of
Vacancies

(F)

Preferred
Education
of
Employees

(©)

Actual
Education
of
Employees

(H)

Skill Level
of Employees
w.r.t Their
Current Job
Reguirements
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THE 2003 MANPOWER SURVEY OF
THE BEAUTY CARE, HAIRDRESSING AND COSMETICSINDUSTRY

QUESTIONNAIRE (PART I1)
( )

Note: In your answers to the following questions, please note that only technical staff engaged
in beauty care, hairdressing and cosmetics industry but not supporting staff should be

included.
Questions
. For official
A. Please v ' themost appropriate box Cove Use

1. Do any of the technical staff of the Hong Kong Office travel frequently to the Mainland (On average
last year once or more every month)?
(

)?

DYes DNO u

2. Doesyour company currently have Mainland branch(es) in operation?
?

[ ] Yes(GotoQ.4) [ ] No ]
( Q49

3. Will your company establish Mainland branch(es) within the coming 2 years?
?

[ ] Yes [ ] No(GotoQ.5) | ]
( QY

4. Inwhich place(s) will your company recruit beauty care and hairdressing staff to work in the current

or planned Mainland branches?
?

HK & Mainland Hongkong Mainland

a. Management
b. Technologist
c. Officer

d. Technician
e. Sales

f. Tradesman

HpERERNRERE
HpERERNRERE
HpERERNRERE
L L L
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B. Please completeall columns

5.

The number of technical manpower (including those in Mainland branches) under the payroll of the
Hong Kong Office possessing any beauty care and hairdressing qualifications:

( )

M anagement Technologist Officer Technician  Tradesman

a National License e Y ) O e A

b. Overseas Professiona I s I A O I N O O
Training Course* Cert/Dip.

*

c. Local Professional N O O I A A B
Training Course* Cert/Dip.
*

d. Other Overseas/Local 1 s I N O O
Recognized Trade Cert/Dip.

e Noneof the above 1 I N O O

For Companies with Beauty Care Practitioners

The number of technical manpower (including those in Mainland branches) under the payroll of the
Hong Kong Office possessing beauty care qualifications® (Diplomal/Certificate) granted by the
following examination organizations:

( )
*

Management Technologist Officer Technician  Tradesman
a. CIBTAC 1 I N O O
b. CIDESCO Y ) O e A
c. CITY& GUILDS 1 I N O O
d. 1A Y ) O e A
e IFA 1 I N O O
f. INFA Y ) O e A
g ITEC et I R O O O
h. OTHERS N 1 s 0 0
* At least 240 training hours each 240

—
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Appendix 4

The 2003 Manpower Survey of the Beauty Care, Hairdressing and Cosmetics | ndustry

Explanatory Notes

Please complete al columns (* A’ to * H') of the questionnaire which are applicable to
your business sector and insert a zero (0) in any column whichisnot. Unless otherwise
specified, please refer to the information as at 30.9.2003.

(A)  (H) (0)

Column‘ A’ - Titles of Principal Jobsin the Beauty Care,
Hairdressing and Cosmetics Industry

A —

Some of the job titles may not be the same as those used in your firm. Please classify
an employee according to his major duty and supply the required information if the jobs
have similar or related functions.

Column ‘' B’ - Total Monthly Income Range

B) —

Please enter in this column the appropriate code number showing the average monthly
income range after probation period for the employee(s). The monthly income should
include basic salary, overtime pay, other allowances, commission and bonus.

Average Monthly Income Code

$4,000 or below 1
$4,000

$4001 - $7,000
$7,001 - $10,000
$10,001 - $13,000
$13,001 - $16,000
$16,001 - $20,000
$20,001 - $30,000

$30,001 or above
$30,001

0o N o o b~ W N



Column ‘ C' - Number of Persons Engaged
© —

“ 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 firm. These include proprietors,
partners and sales working full-time for the company. This definition also applies to
“ employee (S) ’ appearing in other parts of the questionnaire.

( )

Column ‘ D’ - Forecast of Number Employed 12 Months from Now (30.9.2004)
D) — ( )

The forecast of number employed means the number of employees you will be
employing 12 months from now. The number given could be lesssmore than that in
column * C' if a contraction/expansion is expected.

©)

Column ‘' E' - Number of Vacancies

B —

“Vacancies refer to those unfilled, immediaiely available job openings for which the
establishment is actively trying to recruit personnel.

Column ‘' F - Preferred Education of Employees
A —

Please enter in this column the appropriate code number showing the highest education
level which an employer prefers his employees to have.

)
Education Code
University Degree or equivalent 1
Sub-degree/Higher Diploma/Higher Certificate or 2
equivalent
/

Advanced Level/Diploma/Certificate or equivalent 3
Secondary 4 — Secondary 7 4
Secondary 3 or below 5
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8. Column'G' - Actual Education of Employees
G —

Please enter in this column the appropriate code number showing the actual education
level which the employees currently have.

(G)
Education Code
University Degree or equivalent 1
Sub-degree/Higher Diploma/Higher Certificate or 2
equivalent
/

Advanced Level/DiplomalCertificate or equivalent 3
Secondary 4 — Secondary 7 4
Secondary 3 or below 5

9. Column‘H’' —Employers Views at the Skill Level of Employees
with respect to Their Current Job Requirements
H) —

Please enter in this column the appropriate code number showing the skill level of
employees with respect to their current job requirements.

(H)
Skill Level of Employees Code
Above Standard 1
Having Met the Standard 2
Below Standard 3

kkhkkhkkhkkkkkkkkhkhkhkhkhkkxx
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Appendix 5

Job Descriptions for the Principal Jobs
in the Beauty & Hairdressing Schools

Code No. Job Title Job Description

MANAGEMENT LEVEL

101 Director/Principal (School) Formulates and implements educational,
administrative and business development strategy of
the school. Evaluates and coordinates educational
programmes through meetings with tutors.
Arranges appropriate training programmes for tutors
at different levels.  Establishes and maintains
relationship with professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed.

TECHNOLOGIEST LEVEL

201 Senior Tutor / Senior Plans and directs training programmes for
Instructor — Beauty Care and development of work habits, skills and abilities.
Hairdressing Observes and advises tutors on improvements of

methods and techniques. Conducts follow-up
studies to evaluate effectiveness of the training
programmes in correlation with other activities of the
school.

TECHNICIAN LEVEL

401 Tutor / Instructor — Beauty Care | Organizes programmes of practical and technical
instruction, involving demonstrations of skills,
lectures on theory, practices, methods and
terminology related to beauty care. Plans and
supervises work of students. Tests and evaluates
achievement of students in technical knowledge and
trade skills.
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Code No. Job Title Job Description
TECHNICIAN LEVEL ()
402 Tutor / Instructor — Organizes programmes of practical and technical
Hairdressing instruction, involving demonstrations of skills,
lectures on theory, practices, methods and
terminology related to hairdressing. Plans and
supervises work of students. Tests and evaluates
achievement of students in technical knowledge and
trade skills.

403 Assistant Tutor / Instructor — Assists the T_utor / Instruptor to prepare beauty care

Beauty Care course rr_1ater|als and equipment. Provides relevant
information to students during course of study.

404 Assistant Tutor / Instructor — Assists the T_utor / Instrugtor to prepare hairdressing

Hairdressing course materials and equipment. Provides relevant
information to students during course of study.
SUPPORTING STAFF

701 Marketing Staff Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

703 Administration Staff Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704 Receptionist Greets clients and handles telephone enquiries.

Provides information to clients. Directs clients to
assigned rooms or duty staff.
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Job Descriptions for the Principal Jobs
in the Make-up & Nail Schoadls, etc.

Code No. Job Title Job Description
MANAGEMENT LEVEL
101 Director/Principal (School) Formulates and implements educational,

administrative and business development strategy of
the school. Evaluates and coordinates educational
programmes through meetings with tutors.
Arranges appropriate training programmes for tutors
at different levels.  Establishes and maintains
relationship with professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed.

TECHNOLOGIEST LEVEL

202

Senior Tutor / Senior
Instructor — Make-up and Nail

Plans and directs training programmes for
development of work habits, skills and abilities.
Observes and advises tutors on improvements of
methods and techniques. Conducts follow-up
studies to evaluate effectiveness of the training
programmes in correlation with other activities of the
school.

TECHNICIAN LEVEL

405

Tutor / Instructor — Make-up

Organizes programmes of practical and technical
instruction, involving demonstrations of skills,
lectures on theory, practices, methods and
terminology related to make-up. Plans and
supervises work of students. Tests and evaluates
achievement of students in technical knowledge and
trade skills.
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Code No. Job Title Job Description
TECHNICIAN LEVEL ()

406 Tutor / Instructor — Nail Organizes programmes of practical and technical
instruction, involving demonstrations of skills,
lectures on theory, practices, methods and
terminology related to care of nails. Pans and
supervises work of students. Tests and evaluates
achievement of students in technical knowledge and
trade skills.

407 Assistant Tutor / Instructor — Assists the Tutor / InstrL_Jctor to prepare make-up

Make-up course materlals and equipment. Provide relevant
information to students during course of study.

408 Assistant Tutor / Instructor — Assists the 'I_'utor / Instrgctor to prepare nail care

Nail course materials and equipment. Provide relevant
information to students during course of study.
SUPPORTING STAFF

701 Marketing Staff Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

703 Administration Staff Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704 Receptionist Greets clients and handles telephone enquiries.

Provides information to clients. Directs clients to
assigned rooms or duty staff.
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Job Descriptions for the Principal Jobs
in the Beauty Centre, Health Centre& Spa

Code No.

Job Title

Job Description

MANAGEMENT LEVEL

101

Director/Manager

Assumes total management and operational activities
of al departments and branches. Evauates and
coordinates training programmes through meetings
with staff.  Formulates strategies for business
expansion. Establishes and maintains relationship
with  professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed

TECHNICIAN LEVEL

409

Beauty Consultant

Analyses textures of skin and suggests beauty care
products with a view to improving the condition.
Recommends beauty services required.  Studies
requirements and gives advice to improve the
appearance or adter the expressions of the
customers/models.

410

Senior Beautician

Analyses textures of skin and provides beauty care
services with a view to improving the condition of
customers. Recommends beauty care services and
products to customers. Supervises and advises
Beautician on the techniques and provision of
services to customers.

411

Senior Make-up Artist

Studies requirements and applies make-up to improve
the appearance or adter the expressions of the
customers / models to produce effect appropriate to
depict character and situation. Give advice to
customers or Make-up Artist on the make-up
techniques and products.
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Code No.

Job Title

Job Description

TERADESMAN LEVEL

501

Beautician

Provides beauty services for customers, including
facial treatment, body treatment, manicure, hair
removing and make-up.

502

Make-up Artist

Applies cosmetics and make-up to change physical
characteristics of a person including facial features,
skin texture, body contours as required.

503

Masseur

Massages customers and administers other body
conditioning treatments for hygienic or remedia
purposes. Applies techniques to stimulate blood
circulation, relax contracted muscles and facilitate
elimination of waste matter using hands or vibrating
equipment. Recommends body conditioning
activities or treatments to clients or furnishes
treatment records to customers.

504

Manicurist / Pedicurist

Removes previously applied nail polish. Cleans,
shapes and smoothes ends of nails with tools.
Polishes nails with clear or coloured liquid polish.

505

Nail Artist / Foot Reflexologist

Analyses textures and nails of hands and/or feet and
suggests care products with a view to improving the
condition. Performs hands / feet and nails care
services required.

SEMI-SKILLED TRADESMAN LEVEL

601

Beauty Assistant

Assists beauticians in providing beauty care services
to clients. Receives theoreticall and practical
training to meet the services requirements.
Performs duties as assigned and instructed by
beauticians.

62




Code No.

Job Title

Job Description

SUPPORTING STAFF

701

Marketing Staff

Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

703

Administration Staff

Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704

Receptionist

Greets clients and handles telephone enquiries.
Provides information to clients. Directs clients to
assigned rooms or duty staff.
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Job Descriptions for the Principal Jobs in Hairdressing Salon

Code No.

Job Title

Job Description

MANAGEMENT LEVEL

101

Director/Manager

Assumes total management and operational activities
of al departments and branches. Evauates and
coordinates training programmes through meetings
with saff.  Formulates strategies for business
expansion. Establishes and maintains relationship
with  professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed

TECHNOLOGIST LEVEL

203

Art Director

Analyses textures of hair and studies requirements.
Give advice on or create an appropriate hairstyle to
improve the appearance or alter the expressions of
the customers / models for specified occasions.
Performs hairdressing services required. Trains and
supervises work of hairdressers.

TECHNICIAN LEVEL

412

Senior Hair Stylist

Analyses textures of hair and studies regquirements.
Give advice on an appropriate hairstyle to improve
the appearance or ater the expressions of the
customers / models. Performs hairdressing services
required. Plans and supervises work of hairdressers.

TRADESMAN LEVEL

506

Hair Stylist

Analyses hair and provides hairdressing services for
customers as required.




Code No.

Job Title

Job Description

TRADESMAN LEVEL (Continued)

)

504 Manicurist / Pedicurist Removes previously applied nail polish. Cleans,
shapes and smoothes ends of nails with tools.
Polishes nails with clear or coloured liquid polish.

505 Nail Artist / Foot Reflexologist | Analyses textures and nails of hands and/or feet and

suggests care products with a view to improving the
condition. Performs hands / feet and nails care
services required.

SEMI-SKILLED TRADESMAN LEVEL

602

Junior Hairdresser

Assists hairdressers in  providing hairdressing
services to clients. Receives theoretical and
practical training to meet the services requirements.
Performs duties as assigned and instructed by
hairdressers.

SUPPORTI

NG STAFF

701

Marketing Staff

Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

703

Administration Staff

Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704

Receptionist

Greets clients and handles telephone enquiries.
Provides information to clients. Directs clients to
assigned rooms or duty staff.
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Job Descriptions for the Principal Jobs
Product Company —“Wholesale, Import & Export

Code No.

Job Title

Job Description

MANAGEMENT LEVEL

101

Director/General Manager

Assumes total management and operational activities
of al departments and branches. Evauates and
coordinates training programmes through meetings
with saff.  Formulates strategies for business
expansion. Establishes and maintains relationship
with  professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed

102

SalessMarketing Director /
Manager

Plans, coordinates and implements the organization’s
business development strategies and sales plans.
Identifies and analyses opportunities to increase
business and market share. Arranges sales
conventions and seminars. Analyses sales reports
and review sales/marketing strategies.

OFFICER LEVEL

302

Product / Technical Manager

Takes charge of the overall products and stocks of
the company. Gives technical advice on the quality,
application and appropriate after-sales services of
products. Oversees and follows up buyers / sales
orders for proper requisitions and deliveries of
products to sales stations.

303

Sales/ Marketing Officer

Assist the Sales’Marketing Director/Manager to
monitor the sales/marketing activities.  Prepares
sales reports. Coordinates with marketing and sales
staff to organize sales promotion programmes.
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Code No. Job Title Job Description
OFFICER LEVEL (Continued) ()

304 Trainer Organizes programmes of practical and technical
instruction, involving demonstrations of skills and
lectures on theory, practices and terminology related
to products and saes. Tests and evauates
achievements of students and effectiveness of
training programmes.

TECHNICIAN LEVEL

413 Technical Adviser Provides technical advice on the quality and
application of certain series of products. Assists the
managers in the preparation of technical manual for
reference by beauty advisers/ consultants.

SALESLEVEL

414 Sales Representative Identifies prospective clients for sales of products.

Serves existing clients and gives advice on products.
SUPPORTING STAFF

701 Marketing Staff Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

702 Promoter Participates in promotion activities of the company
and sells products to customers or visitors.

703 Administration Staff Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704 Receptionist Greets clients and handles telephone enquiries.
Provides information to clients. Directs clients to
assigned rooms or duty staff.
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Job Descriptions for the Principal Jobs
Product Company — Retail

Code No.

Job Title

Job Description

MANAGEMENT LEVEL

101

Director/General Manager

Assumes total management and operational activities
of al departments and branches. Evauates and
coordinates training programmes through meetings
with staff.  Formulates strategies for business
expansion. Establishes and maintains relationship
with  professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed

102

Sales Director / Manager

Plans, coordinates and implements the organization’s
sales plans. Identifies and analyses opportunities
to increase business and market share. Arranges
sales conventions and seminars. Anayses sales
reports and review sales strategies.

103

Chief Shop Manager /
Operation Manager

Participates in formulating and implementing sales
policies. Reviews sdes analysis and market
requirements. Conducts the sales briefings and
implements sales campaigns. Supervises the
performance of sales staff.

OFFICER LEVEL

301

Marketing Director

Implements and coordinates marketing activities and
launches promotion campaigns. Conducts market
research. Liaises with advertising agencies for
preparation of promotion kits. Provides services to
salesforce.
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Code No.

Job Title

Job Description

OFFICER LEVEL (Continued)

(

)

302

Product / Technical Manager

Takes charge of the overall products and stocks of
the company. Gives technical advice on the quality,
application and appropriate after-sales services of
products. Oversees and follows up buyers / sdes
orders for proper requisitions and deliveries of
products to sales stations.

303

Sales/ Marketing Officer

Assist the Sales Director / Marketing Director to
monitor the salesmarketing activities.  Prepares
sales reports. Coordinates with marketing and sales
staff to organize sales promotion programmes.

304

Trainer

Organizes programmes of practical and technical
instruction, involving demonstrations of skills and
lectures on theory, practices and terminology related
to products and saes. Tests and evauates
achievements of students and effectiveness of
training programmes.

305

Buying Officer

Keeps abreast of the up-to-date design and quality
requirements of the new and existing products.
Collects  samples  and guotations  from
suppliersYmanufactures  for placing  orders.
Negotiates with suppliersmanufacturers and keeps
progress of delivery of products acquired.

306

Shop Manager / Supervisor

Supervises beauty advisers to acquire business and
serve clients.  Personally contacts clients to promote
sales.
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Code No.

Job Title

Job Description

TECHNICIAN LEVEL

413

Technical Adviser

Provides technical advice on the quality and
application of certain series of products. Assists the
managers in the preparation of technical manual for
reference by beauty advisers/ consultants.

TRADESMAN LEVEL

507

Beauty Adviser (Counter)

Analyses textures of skin and suggests beauty care
products with a view to improving the skin condition
of customers and sales of products. Gives advice on
skin care and beauty services required.

502

Make-up Artist

Applies cosmetics and make-up to change physical
characteristics of a person including facial features,
skin texture, body contours as required.

SUPPORTI

NG STAFF

701

Marketing Staff

Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

702

Promoter

Participates in promotion activities of the company
and sells products to customers or visitors.

703

Administration Staff

Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704

Receptionist

Greets clients and handles telephone enquiries.
Provides information to clients. Directs clients to
assigned rooms or duty staff.
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Job Descriptions for the Principa Jobsin Nail Salon

Code No.

Job Title

Job Description

MANAGEMENT LEVEL

101

Director/Manager

Assumes total management and operational activities
of al departments and branches. Evauates and
coordinates training programmes through meetings
with staff.  Formulates strategies for business
expansion. Establishes and maintains relationship
with  professional bodies and community.
Requisitions and allocates supplies, equipment and
instructional materials as needed

TRADESMAN LEVEL

503

M asseur

Massages customers and administers other body
conditioning treatments for hygienic or remedial
purposes. Applies techniques to stimulate blood
circulation, relax contracted muscles and facilitate
elimination of waste matter using hands or vibrating
equipment. Recommends body conditioning
activities or treatments to clients or furnishes
treatment records to customers.

504

Manicurist

Removes previously applied nail polish. Cleans,
shapes and smoothes ends of nails with tools.
Polishes fingernails with clear or coloured liquid
polish.

505

Nail Artist

Analyses textures of hands and/or nails and suggests
care products with a view to improving the condition.
Performs hands and nails care services required.
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Code No.

Job Title

Job Description

SUPPORTING STAFF

701

Marketing Staff

Implements company’s marketing plan and
promotion activities. Liaises with institutions and
media on marketing plans and products. Develops
relationship and provides services to existing and
potential clients.

703

Administration Staff

Performs a variety of administrative duties including
preparation of schedules, filing, copying, receipt of
payments, record keeping etc.

704

Receptionist

Greets clients and handles telephone enquiries.
Provides information to clients. Directs clients to
assigned rooms or duty staff.
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