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BY TS

THE 2007 MANPOWER SURVEY OF THE INSURANCE INDUSTRY
piR¥ 20072 * /R

QUESTIONNAIRE
g

(PLEASE READ THE EXPLANATORY NOTES BEFORE COMPLETING THIS QUESTIONNAIRE)
(PSR AN

For Official Use Only:
e T
No. of Employees/
Insurance Agents/TRs
Rec. Survey Industry Establishment Enumerator's  Editor's Check Covered by the
Type Code Code No. No. No. Digit Questionnaire
[ Gl LT OOy i O Oy LT
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27
Name of Establishment:
ik
Address:
Py
Nature of Business*: [ ] LifeInsurance [ ] General Insurance [ ] Composite (i.e. Life and
GE $:3.0 b i e - e General) Insurance
ARG (P FER- R Blia
Classification of Business*: Insurance Company ( fifid ** Fl )
EE S22
Insurer [] Reinsurer
FER FI b 2 il
Insurance Intermediary ( {1/ * )
[ ] Insurance Broker [] Company Agencies [] Company Agencies
o el - Insurance - Alternative distribution
(2B S 2R — (e (i.e. motor dealers,
employment agencies
|:| Bancassurer (i.e. banks selling insurance) travel agents)
U i e P S ] —
G fp > frafh
Lis iaaciD)
Total No. of Persons Engaged:
R
Name of Person to Contact: | I O I O O O O O I O I O I I S eI
ijﬁ?g? MEE 28 47 b
TelNoo | | | [ [ [ [ [ J-L P P11 Q1] Fax. No.:
?q—”ﬁ', 48 55 56 63 fE
1L I I e I I I o
el 64 %
No. of technical For Company Agencies Only (R2B1 * =t H[5& |
representatives (TRS) No. of technical representatives (TRs) who have to partly (less than 50%
registered under participate in customer services relating to insurance services
your company iﬁ’?ﬁi SE e JEJ% ("PH+50%) [1EE & AT T e N g
AEEL Rl Senior
AR i P Management Management Officer Clerical
EShinES Level Level Level Level
S He f!{f&#’ﬁ?i' A (B A 2= iRk
99 100 101 102 103 104 105 106 107 108 109 110 111 112 113 114 115 116 117 118

* Please tick as appropriate
i B
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10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

VOCATIONAL TRAINING COUNCIL

B P

THE 2007 MANPOWER SURVEY OF THE INSURANCE INDUSTRY

Bl I& ¥ 2007 & * s A
QUESTIONNAIRE (PAF;T )
ﬁ p # (BT - ﬁﬂ 73)
A (8) © (D) (E) (F) ©) H)
Enter in Columns E, F and G
Minimum the minimum education/
Forecast Requirement qualification and year(s) of
Principal Jobs No. of No. of No. of Minimum |of Year(s) of | Average experience in the industry
= I3y Employees/ Vacancies Employees/ Education/ | Experience Monthly requirements which an employee
Insurance Agents/ | at Date of | Insurance Agents/ | Qualification inthe Income should have and the average
TRs at Survey TRsin Requirement| Industry Range monthly income range
Date of Survey HE 12 Months’ B :ﬁ‘ﬁ GAEE 4 4455 5| | according to the following codes:
R RS Fegda Time L frogt 4 1 i Eﬂﬁ]”i’ﬂé\ﬁl [ 74
e Fozp - FEH] TR FAYRIR MF@ VR B RIR T 1 |
Rec. R 12 Ef | Rk (see (see | 4 S g ARG
Title Type Code S (130 (see Column H) | ColumnH) | ifi * (E), (F) »(G) ##['| :
T RS i Fp ~ /| ColumnH) | (5LHARD [ (5L HAH)
T E 5T~ (FLHAD Education/
e Code Qualification
a‘@ L FHHA VR
8-10 11-14 15-17 18-21 22 23 24-25 1  Professional Qualification
Heres
2 niversi{y Degree or above
2 | | | [ | | [ | [ | | | B
3 Higher Diploma/Associate
2 | | | | | | | | | | | Degree or equivalent
kv 8 fIE A
S I NI I | Lo
4 Diploma/Higher Certificate/
2 | | | | | | | | | | | Certificate or equivalent
¥ ?&/ﬁ,‘ﬁ's‘fﬁ%%}/?ﬁ%}
2| | | [ | | [ | [ | | | PO S
5  Matriculation/Secondary 5
2 | | | | | | | | | | | or equivalent
RS il S
2 | | | | | | | | | | | 6  Below Secondary 5
=l
2 | | | [ | | [ | [ | | |
2 | | | | | | | | | | | Year(s) of Experience
Code in the Industry
2 | | | [ | | [ | [ | | | L Y ik 4 LA
2 | | [ | | [ | 1 lessthan 1 year
PhEE
2 | | | | | | | | | | | 2 1-2years
1%28F
2 | | | | | | | | | | | 3 over2years-5 years
GHE2EF 2B
2 | | | | | | | | | | | 4 over 5 years — 10 years
LHBE 210+
2 | | | | | | | | | | | 5  over 10 years
L1105
2 | | | [ | | [ | [ | | |
2 | | | | | | | | | | | The monthly income should include
basic salary, overtime pay, other
2 | | | | | | | | | | | allowances, commission and bonus.
(See explanatory notes)
2| | | [ 1 | | | [ 1 | | CEEY ) B R
TR SRR e
2 | | | [ | | [ | [ | | | 7 - )
2 | | | [ | | [ | [ | | |
Average Monthly
2 | | L[] [ L] | Code Income Range
a‘@ PR TISE ST YRS
2 | | | [ | | [ | [ | | |
1 Below $6,000]" ™
2| | | L[ | L | L[ | | 2 $6,001-$10,000
3 $10,001 - $20,000
2| | | L[ | L | L[ | | 4 $20,001 - $30,000
5  $30,001 - $40,000
2| | | L[ | L | L[ | | 6  $40,001 - $60,000
7 $60,001 - $80,000
2 | | [ [ | | | [ [ | | 8 $80,001 - $100,000
9  Above $100,000! t
2 | | | [ | | [ | [ | | |
2 | | | [ | | [ | [ | | |
2| | | [ | | || [ | | |

[

If additional lines are necessary, please tick here and enter on supplementary sheet(s).
Jrr=Fr R ﬁﬁv‘t Vo SRRPIAVERRT -
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Part I1

5V EST
VOCATIONAL TRAINING COUNCIL For Official Use Only
B ¥ F A A=) i B
THE 2007 MANPOWER SURVEY OF THE INSURANCE INDUSTRY Er. No.
Rl fe % 2007 = * ‘]J%ﬁ‘l
QUESTIONNAIRE (PART II) Est. No
ﬁﬁ%(%‘r:ﬁl‘ﬁ) - No.

1. The number of em ;Ployees/msurance agents/TRs who left in the past 12 months (1.1.2006 to 31.12. 2006) by reason:
FORUNET > A 12 W7 (1.1.2006 = 31.12.2006 ) EEHAVIRES VA IR IR S5 Tk S i

@ Leavmg of the company is initiated by the em}l)ﬁl%?'ee/msurance agent/TR
—H

FITRES /e (R~ A 2 ] e

Insurance
Agent/TR
i i
Reason Managerial Officer Clerical e
B e CE Lt ENRE: iRk SRS

(a) Taking up another insurance job/job e
related to the insurance industry or starting 8 1 14 17
own insurance related business

%Elﬁﬁﬁ%i’ﬁ‘/@ﬁiﬁ i’*‘ TT&F{J I‘Eﬁ9
ﬁjﬁ@fﬁiﬂﬁfjﬁﬁpﬂﬁfﬁ

(b) Taking up banking/finance job/jobrelated | | | | | [ | | L | | | | | [ |
to the banking/finance industry or starting 20 23 26 2
own finance related business
FEI: USRS LS | FTJF' J
B ﬁj’éi%jﬁ?hj, FTJF[ SE €77

(¢) Taking up non-insurance/non-finance/ Lt
non-banking job or starting own 32 35 38 1
non-insurance/non-banking/non-finance
business
VB ZERIE 2R YRR RO (e
BllEE R a2 A 2 RS PO s

(d) Emigration N N s N e O I A
;{{/’EJ 44 47 50 53

() Repatriation T N s O O I
[:F[[[ES;[ 56 59 62 65

(f)  Retirement N N s O S
sk &3 7T 74 77

(g) Further studies N T s O I O I
50 ] % %

LGS 48
e E S

(h)  Other reasons N N I O S
HPTEA ) 9% 98 10T

Please specify

% FIF

For Official Use Only
IFA =) T |104| L |107| L |110| L |113| L] IWI
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2.

Fl il PHEES

(II) Leaving of the company is initiated by the company

Insurance
Agent/TR
{1 g
Reason Managerial Officer Clerical e
RN R SER R IOERR
(a) Retrenchment N s I O I
#HE 17 120 23 126
(b) Company re-structured/closed I I O O O O O O O e e
rlJ;[;;\ kN 129 132 135 138
(c) Expiry of employment contract e
i Fﬁ' g\'g;\rgjgﬁ;] T41 144 147 150
(d) Poor performance T s I O I
T e 153 136 159 162
(¢)  Other reasons T s I O I
H RN 165 168 71 174
Please specify
% FE|
For Official Use Only
I PR R |177 | T80 L L |183 L L] |186 L1 |1:T,
The number of recruits in the Past 12 months (1.1.2006 to 31.12. 2006) by source :
AR o A 12/ E] 7] (1.1.2006 = 31.12.2006) Fﬁfﬁ bpy e
Insurance
Agent/TR
e
Source Managerial Officer Clerical e S/
i R TER YHE 3rk
(a) From another insurance company/insurance | | | | | [ | | [ | | | L[ [ |
intermediary/lnsurance related company 190 193 196 199
FEIPS- IHA N /IMEE [~/
= (g s E r,rgpj
(b) From a bank /finance company e
 FIgLE /Eﬁ"j‘?ﬁ%*ﬁ 202 205 208 211
(c) From a non-insurance/non-bank/ L1
non-finance company 214 217 220 213
Fp R E TR
EIS RS €t J%)}‘;ﬁ
(d) From a college/school direct Lt
E,gqéﬁ’[ﬁ%ﬁ B 226 229 232 235
(e) Other sources
H 7 N U O I B
738 24T 244 247
Please specify
% FE|
For Official Use Only
A=) P R |250 | |253 L L] 256 L L] |259 L] |W,
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3.

The number of recruits in the past 12 months (1.1.2006 to 31.12.2006) by geographic origin :
FrIaeE] 5y IFFW'_J? 12 {#E[1*) (1.1.2006 = 31.12.2006 ) F{"TFFJ[?%'EIU 5

Insurance
Agent/TR
i i@
Geographic Origin Managerial Officer Clerical RN
Byig A Ak = Ak L EE AT A
(a) HongKong I s O N I O I
FK' 263 266 269 272
(b) Mainland (1 N O O e
HiE 275 278 281 284
(c) Macau (T O I [ I T O
IR 287 290 293 296
(d) Taiwan N O O
{ i 299 302 305 308
(¢)  Other geographic origins I s O I O I
E Py 311 314 317 320
Please specify
=EHE
et
For Official Use Only
A=) P R |323 1] |326 L1 329 L 332 L] |W,
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4. No. of internal promotions in the past 12 months (1.1.2006 to 31.12.2006) :
iﬂ}?\ 12 fid@ £ 7] (1.1.2006 = 31.12.2006) fi* Jiflf SRAN I i

(a)

(b)

(©)

(d)

(e)

®

From Officer to Manager

= R R

From Clerk to Ofﬁcer
[I—\if E 4‘[ £ |~

From Others to Clerk
[ PR A ERY

From Agent/TR to Unit Manager/
Agency Supervisory

T
Q\:% SEy

From Unit Manager/Agency Supervisor
to Agency manager

Alse=rg s St
P

From Agency Manager to Agency Director/
Senior Agency Manager
['Hi?f%pﬂ t'bﬂi“ﬁiﬁ/ﬁ b
S s

No. of Internal Promotions

IR o pREY
M’u ﬁ‘%l’f% He

L |

336

-

339

I

342

I

345

-

348

351

For Official Use Only

PR P

354

- End of Questionnaire (Part IT) -
A (T 57 % -
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Part 111

9=

[

VOCATIONAL TRAINING COUNCIL For Official Use Only
B F" A [P PR Y
THE 2007 MANPOWER SURVEY OF THE INSURANCE INDUSTRY
Wi 2007 = *-JJF%jT Er. No.
QUESTIONNAIRE (PART I11)
]ﬁﬁ?ﬁ (37 = jﬁﬁﬁ) Est. No.

Have you experienced any difficulty in filling the positions at various job levels in the past 12 months
(1.1.2006 to 31.12.2006)? (Please tick as appropriate)
i 12057 (1.1.2006 = 31.12.2006 ) BT A vR kT 11 5 ek~ EIGRE]AEE 2

(7 VR ST )

Insurance
Agent/TR
(i b
Managerial Officer Clerical REIR
(@ Yes
t | 355 356 357 358
(b) No L] L] L]
13 -’E‘J 359 360 361 362
(c)  Have not recruited or tried to recruit [] [] []
in the past 12 months 363 364 365 366

S L2060  ETRIURS 4 7 Bk

153



If you have experienced recruitment difficulty in the past 12 months (1.1.2006 - 31.12.2006), please state the
reaseons. You may wish to choose more than 1 box for each job level. (Please tick as appropriate)
D[laﬁ%ﬁ?’[‘\ﬁfﬁ 12{F ] '] (1.1.2006 = 31.12.2006 ) &ﬁ{‘ﬂ'ﬂ‘pﬁl?] [RIEE ﬁ?}?ﬁﬂ’ﬁlﬁd
) 985

ARPERLERT L o G slisrD

(@ General labour shortage in Hong Kong

‘Fﬁ?ﬁ‘éﬁj ﬁﬁa"[ﬁm%ﬁ@

(b) Insufficient graduates in relevant disciplines
(e.g. Insurance, Business Administration,
Banking and Finance, etc.) from
tertiary institutions
EJJH%W? | E?? CRTU i e ~
TR ~ U R )
B ] e

(c) Lack of candidates with relevant
experience and training
A1 - T AR
uﬁll;ﬁﬁ& ﬁ} TJ

(d) Working conditions/remuneration
package could not meet recruits’
expectations
PSR FP R -
FBEER

(e) Lack of candidates with good
language capabilities

SeLl et dtilll ins
(i)  English
(i) Putonghua
(f)  Other reasons
H R

Please specify

Insurance
Agent/TR
(i b
Managerial Officer Clerical REIR
A Elab - Ak AR ESEIRES
367 368 369 370
371 372 373 374

375 376

379 380
383 384
387 388
391 392

377

381

385

389

393

378

382

386

390

394

e

For Official Use Only
TP s

395 396 397

398

399

400
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3. Number of Hong Kong employees/insurance agents/TRs who have to work (on HK payroll) in the Mainland

FUBH I (1297 [ (RS0 (U HREL BIR P © H e

@)

(b)

(©

(d)

* Note:

*ﬁ%;t:

Managerial

e ST
A EE—I ;RE‘

Stationed Basis*
=~F
Travelling Basis

RSk

Officer
= g

Stationed Basis*
=
Travelling Basis

RSk

Clerical

< E'ﬁk’z

Stationed Basis*
=~F
Travelling Basis

IRk

Insurance Agent/TR

[ S rine

Stationed Basis*
=
Travelling Basis

IRk

At Date of Survey

B2

:
:

401

:
:

407

:
:

413

:
:

419

:
:

425

:
:

431

:
:

437

E
:

443

In January 2008

20087 1% |1

404

410

416

422

428

434

440

446

Stationed Basis means that 50% or above of the working time of an employee/insurance agent/TR is in the Mainland.

=R

P ES Tl PR~ S AT 50T

puz |‘EﬁT Qigl.j B (B

4, Effects on your Hong Kong employees/insurance agents/TRs as a result of the Mainland operations:

[ L B S TREL T 3R

@)

(b)

(©

SRR

How many additional employees/insurance

agents/TRs do you need to recruit?

PR 7 (39 8 S5

) PSR purRES
fi g 2R k/ﬁi’in FAHeE e 27D ?

Number of existing employees/insurance agents/TRs

to be trained to deal with Mainland operations in terms

of control, communication skiIIs and Mainland regulations.
s s SOl e
SRS R EY e PR S HOTARE T

Any other effects?
)7

Please specify

% FE|

|~ B -

[* B9k

At Date of Survey

Bl
LI 1|

449

E
E

455

In January 2008
2008 15| s

452

458

For Official Use Only
TP s

461

& EH O E

466
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5.

Please estimate the total trainee hours” preferred for respective skills and knowledge training in the next 12 months.

(it ok A e L2 L s AR R T R AR R R R

Code Skills and/or Knowledge Total Trainee Hours preferred in the Next 12 Months

ieid Pefic b gy HIE i 12 R IIARES YR Sl B

Insurance
Agent/TR

Management/Executive Managerial Officer Clerical (i (o zf ~ 7

i/l Rl = i  Eii FH

101 Principles & Practice of I O B O
Management 467 472 477 482
(R ]

102 Stategic Management N A B Y A A

103 Marketing Management N O N I
[URaiEs

104 Quality Management (I B O
f%@qﬁifﬁfl 527 532 537 542

105 Risk Management (I e e I B O
J’Ein I‘gﬁ ,’E‘ﬁ/[ 547 552 557 562

106 Human Resources I e B O
Management 567 572 577 582

© N

107 Supervisory Skills N e I I
F[‘L\Ej‘ﬂﬁ 587 592 597 602

e.0.fy1y[r - Motivation J&7#s
Team Building [z 1 g+
Leadership ﬂfvgﬂ' i
Coaching & Counseling "3t #/j28  gif
Dealing with Conflict 5 2F ! fEgl
Implementing Change $# /= A& "
Problem Solving and Decision Making &# AR fE Tt
Stress Management B s 7F
Crisis Management ¢ £ 7!

108 Others (Please specify)
iy (ﬁ%ﬁ%ﬂﬂ )

(i) I I
607 612 617 622

0) N I I
627 632 637 642

(iii) N I I
647 652 657 662

|:| If additional lines are necessary, please tick here and enter on supplementary sheet(s).

EITOEE R RS -

# Total Trainee Hours Required in the Next 12 Months are defined as the preferred training hours per employee/insurance agent/TR
in the next 12 months times the no. of employees at various job levels.
AUEF YRR R EE DT T 1200 ] [ RESH S O PRED IR PR SR R OV R RN R ) S RS Y R
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Code Skills and/or Knowledge Total Trainee Hours preferred in the Next 12 Months

A F Feper E I Tk A 120 R RS YR i B
Insurance
Agent/TR
Professional Qualification Managerial Officer Clerical g (o2~
i vtk e P ENES ) b ELR B 5 R

201 Associate of the Chartered N I I I

Insurance Institute (ACII) 667 672 677 682

202 Fellow, Australian & N I ey I I

New Zealand Institute of 687 692 697 702
Insurance & Finance

(ANZIIF)

203 Senior Associate, Australian L L1

& New Zealand Institute of 707 712 77 722
Insurance & Finance (ANZIIF)

204 Certified Financial Planner L L1

(CFP) 21 732 737 742

205 Chartered Financial N I I I

Consultant (ChFC) 747 752 757 762

206 Chartered Life Underwriter Lt r el

(CLU) 767 772 T 782

207 Chartered Property and N s Y Y I ey I

Casualty Underwriter (CPCU) 787 792 797 502

208 Fellow of the Chartered N s Y Y ey I

Insurance Institute (FCII) 807 812 817 822

209 Fellow of the Faculty of N s Y Y ey I

Actuaries in Scotland (FFA) 827 832 837 822

210 Fellow of the Institute of N I I I

Actuaries (FIA) 847 852 857 862

211 Fellow of the Institute of e e e

Actuaries of Australia (FIAA) 867 872 877 582

212 Fellow, Chartered Financial || | | [ | [ | [ | | | L 1 I | | LI 11/

Practitioner (FChFP) 887 892 897 )

213 Fellow of the Society of N

Actuaries (FSA) 907 912 017 922

214 Graduate Diploma of N I e

Insurance (GDI) 927 932 937 942

157



Code Skills and/or Knowledge Total Trainee Hours preferred in the Next 12 Months

A F FRRS W HY I ke 120 P [ BRI YR R B
Insurance
Agent/TR
Professional Qualification Managerial Officer Clerical (o g R~
IES Rl el L i H s
215 Fellow, Hong Kong Society (T T ey I O
of Certified Insurance 947 952 957 962
Practitioners (HKCIP)
216 Insurance Institute of (1 T A Y
Hong Kong (I1HK) Diploma 967 972 o7 982
217 Fellow, Life Management (I 1 T Y A Y
Institute (FLMI) o7 %2 o7 1002
218 Life Underwriter Training (I 1 T Y O
Council Fellow (LUTCF) 1007 1012 017 1022
219 Professional Diploma in (1 T Y
Insurance Programme (PDI) 1027 1032 1037 lo42
220 Registered FinancialPlanner | | | | | | L L L L L | LLL L L L1111
(RFP) 1047 1052 1057 1062
221 Others (Please specify)
B (R
0] (N s I s I
1067 1072 1077 1082
(ii) (N e I e I
1087 1092 1097 1102
Basic Job-related
b
301 Actuarial Science IWI L1 Imzl L1 Iml L1 Imzl | 1]
Hi
302 General Insurance (N e I s I
. _ﬁ&[{ﬁ“}ﬁ 1127 1132 1137 1142
303 Life Insurance (N e I s O I
IS %:‘2:: [’%\[Bﬁ 1147 1152 1157 1162
304  MPF IWI I I Iml I I |1177| I I Imzl [ 1 |
@Jﬁiﬁjﬂ'l‘i‘:?*ﬁé
305 Investment Planning L L Ly L]
et |
306 Financial Planning (N e I s I
E[ﬁ;‘%"rﬁsj‘%u 1207 1212 1217 1222

|:| If additional lines are necessary, please tick here and enter on supplementary sheet(s).

JPIFEI T AR i v SR pAGEEE R -
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Code Skills and/or Knowledge Total Trainee Hours preferred in the Next 12 Months

A Fefic > B HIH ok 120 E] B AR E R B
Insurance
Agent/TR
Basic Job-related Managerial Officer Clerical (el i (o zf A 7
RS Sl A = RAALD S STIRE]
307  Law Relating to Insurance Lttt
‘%ﬁ_;l ["ﬁ‘l I‘gﬁ—'E-J r%)g;[/ E‘: I”$ 1227 1232 1237 1242
308  Investment-linked Insurance L1 Lttt ettt ||
E—E‘«rﬁ [ig:_[ [’%\[ I‘gﬁ 1247 1252 1257 1262
309 Asset Management (N e I e O I
—E‘«rﬁ: ,Fhl./ | 1267 1272 1277 1282
310 Estate Planning Ll L Ly L]
311 Retirement Planning (N e I s O I
Sl[il- H; Fﬁ‘%” 1307 1312 1317 1322
312 Reinsurance L L Ly L]
F| &
313 Others (Please specify)
4y (ﬁ%ﬁ%ﬂﬂ)
0] (N e I s I
1347 1352 1357 1362
(ii) (N e I s I
1367 1372 1377 1382
(iii) (N e I s I
1387 1392 1397 1402
Generic Skills
DR EEai
401 Business Communication
(English)
(ECANCED
() Written /s (N e s O I
1407 1412 1417 1422
ii) Oral =5
(i) orel i Ll L L L]
402 Business Communication
(Chinese)
BEFTE (o)
() Written 7}y (N e I s O I
1447 1452 1457 1462
(i) Cantonese i (N s s I
1467 1472 1477 1482
(ili) - Putonghua {7 (N e I e I
1487 1492 1497 1502
403 Use of Computer (N I e I s O I
%Lj: ?‘___f:q”ql:,j[i%gj 1507 1512 1517 1522

|:| If additional lines are necessary, please tick here and enter on supplementary sheet(s).

JPIFEI T AR i v SR pAGEEE R -
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Code Skills and/or Knowledge Total Trainee Hours preferred in the Next 12 Months

itk Pefic o @y HIE i 12 R ARES YRl B
Insurance
Agent/TR
Generic Skills Managerial Officer Clerical (el i (o zf A 7
3B Rl = ¥ i S Soiaet
404 IT Enabling Systems (I e e
—;rng_ﬁzi ﬁ —F»:T\ﬁ 1527 1532 1537 1542
405  Effective Communicationskills | | | | | | [ L L [ I | [ L L L L | L1 | ||
—'E-J }&@% I’E:H_ﬂlz:i} 1547 1552 1557 1562
406 Marketing/Selling Skills N N I
IRV Tt
407 Time Management (I e e O
E%ﬁ FIEIEJ :F[T:Efl 1587 1592 1597 1602
408 Presentation Skills (I e e O
F LT 1607 1612 1617 1622
409 Basic Accounting N Y B
1t
410 Interpersonal Skills (I e e O
I8 [;;?«F,J?% (T 1647 1652 1657 1662
411 Negotiation Skills (I e e O
Fg*{i}”#t?} 1667 1672 1677 1682
412 Others (Please specify)
i (ﬁ?ﬁ%ﬁ'ﬂ)
(i) (I e e O
1687 1692 1697 1702
(if) (I e e O o
1707 1712 1717 1722
(i) (I e e O
1727 1732 1737 1742
If additional lines are necessary, please tick here and enter on supplementary sheet(s).
IR i Vo SREPIRGESI -
ForOfficialUseonly | | | [ | | L[ [ [ [ | LI [ [ [ | L] []]] L]
ﬂ%ﬁ%ﬁﬂj ;EJ@ F{j, 1747 1752 1757 1762 1767
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Please estimate the percentage of trainee hours to be provided by external course providers for your employees/
insurance agents/TRs in the next 12 months.
(Please tick as appropriate)

f% rﬁmz[w%ﬁm VIREL BRI - H A OV S DB

[ B E 9t ] L -
(v et
Insurance Agent / TR
Managerial Officer Clerical e P [OZR A
el = Ak AL R
Less Than 25%
25% J\Jﬂ\ 1768 1769 1770 1771

25% - Less Than 50%

-
]
3
N

25% g.-— 50% ([\Jﬂ\ 1772 1773 1775
50% - Less Than 75% [] [] [] []
1776 1777 1778 1779

50% = 75% I']

75% - Less Than 100% [ ] []
75% = 100% I’} 1780 1781

100% [] []
1784 1785

= -
3 I~
5 D
> N
= =
= ~
=3 @D
N @

If your company employs part-time staff to perform job duties in addition to the total number of full-time employees
insurance agents/TRs reported in Part I, please state the total number of these part-time staff in the following spaces:
B2 By Sl A = EIE&IEF /fbge (2 S RSO ASE YIS R AU L T T
T T Er e TS e

Present No. of

Full-time Employees/ No. of Part-time
Insurance Agents/TRs Employees/
(Reported in Part I) Insurance Agents/TRs
Ut 2 BoIEEL FOBIBEY
M@’EH‘% e SinENe e [ o2 -7
Cie 23— i) .V BB F Rt He
(@ Managerial
;IV\:}EJ;‘E‘ 1788 1792
(b)  Officer
= l':;tg‘ 1796 1800
(c) Clerical
@ FH«\E 1804 1808
(d) Insurance Agent/ TR
[’%\[Bﬁ I’_L}}EJ /S li ;’;?[’_L}%‘ 1812 1816
For Official Use Only
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Does your company have subsidiaries/associates and other group companies in the Mainland?

FUSRE e BRI e il 2

[ ] Yes (Go 0Q9t0Q.11) [ ] No (GotoQ11)
] Gl o= AL R (R

Please state the total number of insurance/finance-related employees/insurance agents/TRs in the subsidiaries/
associates and other group companies in the Mainland.

T o [ ARl P T2 e RS RV TR TR PO /S5 e Al

(@ Managerial

/"IT;—}EI/‘T%E 1824
(b)  Supervisory

} :F“T"RE 1828
(c) Clerical

< g'ﬁk’: 1832
(d) Insurance Agent/TR

(RN SFiak S 1%

Please state the total number of insurance/finance-related employees/insurance agents/TRs in your Hong Kong
company who were recruited for the subsidiaries/associates and other group companies in the Mainland in the
previous 12 months (1.1.2006 to 31.12.2006) and they were paid under the subsidiaries/associates and other
group companies' payroll record.
i Ji%ﬁégj n ﬁJTiifEﬁ 12{*] (1.1.2006 = 31.12.2006 ) ?ﬁ?%%? [’ﬁiﬁéﬁ/ﬂﬁﬁjgrfj/ fafl b o2 -7

OIS PN TR E VA PR (PRSI I 1% EURRE LN (ORI R SR he R fia f it

(@ Managerial

prse S 1840
(b)  Supervisory

é ’Ffr;ﬂﬁ 1844
(c) Clerical

dj FJI;EE‘ 1848
(d) Insurance Agent/TR

(s (2R~ T A 1852

Please estimate the total number of insurance/finance-related employees/insurance agents/TRs in your Hong Kong
company who would be recruited for the subsidiaries/associates and other group companies in the Mainland in the
next 12 months' time and their salaries would be paid under the subsidiaries/associates and other group

companies' payroll record.

i (it o L2 7 Beplip ] 2= e e s %‘%J/ MREL Tl (R S AO5 PO ETR EUR] 7 e B
[ ESfOBRRE2 l  EUERE RLEN BB > il T fi AR

(@ Managerial

/"IT;—}EI/‘T%E 1856
(b)  Supervisory

} :F“T"RE 1860
(c) Clerical

-\1/ g[l,_'ﬂgz 1864
(d) Insurance Agent/TR

(N RN S2iak S e

For Official Use Onl
IF=Hl2) EisE By Y |ﬁ| lml |ﬁ| lﬁ'

- End of Questionnaire (Part I11) -

T EENCER D R
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1.

VOCATIONAL TRAINING COUNCIL
B Y 7

THE 2007 MANPOWER SURVEY OF THE INSURANCE INDUSTRY
I % 20075 © R

SUPPLEMENTARY QUESTIONNAIRE

IS
Has your company been licensed by or registered with the SFC to carry on regulated activities?
FI FURL = IR VAR B T R 7 S A 2
Yes (Goto Q.2t0 Q. 3) [[] No (GotoQ.4)
87 L (%[ﬂl A% HY3FH ) 1877 "Frxl (ﬁ%i[pl KOTARE)

Which of the following type(s) of regulated activities (RAS) is/are your company authorized tc
carry on by the SFC? (Please tick as appropriate and you may choose more than one type)

r%:g@g S O iﬁ;‘ﬁ%ﬂ#”* HIFELF]] 7
(%/.iﬁ’g F‘r [ E %E"lifgr

Type 1 Dealing in Securities

WS- EE L
Type 2 Dealing in Futures Contracts
1879 HyT ;fg[ HH €7 F/\I_Pﬁ[\ bb

Type 3 Leveraged Foreign Exchange Trading
EEES I i S

Type 4 Advising on Securities
1881 g‘wu@fﬁ Mikeer 5 FRH S{LE [

Type 5 Advising on Futures Contracts
882 By TR ET AR AL

Type 6 Advising on Corporate Finance

B8 7 ] gﬁﬁﬁ%ﬁﬂﬁ[?ﬁﬂ{ﬁ A

Type 7 Providing Automated Trading Services
R T e

Type 8 Securities Margin Financing
W OSYCHE MRS S

Type 9 Asset Management

[] a
e Sy R R

For Official Use Only
PR I e e
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3. Please report the number of employees/insurance agents/TRS who are registered to carry on the
above regulated activities (RAS).

AR 1 E R

Type 1

B i%i

Type 2

oY K

Type 3

5=

Type 4

Sk

Type 5

oY

Type 6

oY+ K

Type 7

i i%i

Type 8

oY K

Type 9
EJJ ng[

I§| E & I‘Tifj
lﬁ\f‘ﬂﬁ [ - /

Dealing in Securities
o L bl

Dealing in Futures Contracts
Epﬂ EU-F ]1*}¥T\ ﬁb

Leveraged Foreign Exchange Trading

AR 9 & B

Advising on Securities
HipEr 7 R L

Advising on Futures Contracts
HoHH €7 F 114 4 L

Advising on Corporate Finance

RS VL T

Providing Automated Trading Services

HLEH I = Y

Securities Margin Financing
T DT e

Asset Management

Y A

No. of Employees/
Insurance Agents/TRs
Registered to Carry on

CHEAREIVRES e PR S RO A T

RAs at Date of Survey

i
Soihe e

Estimated No. of Employees/
Insurance Agents/TRs who
will be Registered to Carry on
RAs in Next 12 Months

RS
m[jr &y

R
Wa’ﬁﬁ‘i’ W SRS

1889

-

1897

-

1905

-

1913

-

1921

-

1929

-

1937

-

1945

-

1953

1893

1901

-

1909

-

1917

-

1925

-

1933

-

1941

-

1949

-

1957

For Official Use Only
IFA2) R W

[

1961

L]

1962

1963
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4.

Please report the number of employees/insurance agents/TRs who have passed/will take the following
Insurance Intermediaries Qualifying Examinations as required by the Office of the Commissioner of
Insurance for dealing with insurance business.

R IR 7 TR BERIOR R R f 2 SRVt
M b1/ flliaa FR2RD S /55 PR~ e

Estimated No. of

No. of Employees/ Employees/Insurance
Insurance Agents/TRs Agents/TRs who will
already Passed Participate in Relevant
Relevant Examinations Examinations
at Date of Survey in Next 12 Months
LSRG AT ﬁﬁ%¢uﬁf&w
AUTEEY f%[ SR IREY
REANS SRk . a REANE SoinEcie |4

(@) Principles and Practice of Insurance

e R R T 1964

-

(b) General Insurance

— B e 1972

-

E

1968

-

1976

(c) Long Term Insurance
E /EEJ ],‘E“[ BEDE" 1980 1984

-
-

(d) Investment-linked Long Term Insurance

}‘gyg’}.ﬁ Ilg.[li ggj ]’_Ek[ BE% 1988 1992

-
-

(e) Travel Insurance Agents
Ffiﬁ_ﬁ% BEDE- Hi] IS 1996 2000

-
-

() Mandatory Provident Fund (MPF) Schemes
aF{ﬁjU[\it SHE ?{’%U 2004 2008

-
-

For Official Use Only ||
P EiE By 2012 2013 2014

[
[

- End of Supplementary Questionnaire -

SRR

Thank you for your co-operation

SB[

The completed questionnaire will be collected by an officer from the Census and Statistics Department.

PR B Y RIS S R 2 -
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1.

Appendix 5
fif &5

The 2007 Manpower Survey of the Insurance Industry

& 2007 = * o

Explanatory Notes

IS it

Please complete all columns (‘A’ to “‘G”) of the questionnaire which are applicable to your
business sector and insert a zero (0) in any column Which is not.

AR (A) = (@) M ] FiE () 7

Column ‘A’ - Titles of Principal Jobs in the Insurance Industry

(A) 1 — [a% = R £

(@)

(b)

(©)

(d)

Please fill in the business classification of your organisation, e.g. General Insurer
Sector, General Insurance Agent, Life Insurer Sector, Life Insurance Agent, Insurance
Broker (General Insurance), Insurance Broker (Life Insurance), Company Agencies
(General Insurance), Company Agencies (Life Insurance), Bancassurer Sector
(General Insurance), Bancassurer Sector (Life Insurance), etc.
%ta R F’?'?E}’J/nﬁi’ TR B AR e ] e S
Hﬁlﬁxﬁeaﬁﬁk il e R, AR (- g E) o EAE R
(" mefba) o RS 2R (- AR lE) o R *,‘}[J (" Fiwba) o 2L IR
b (— Heiplfar) - U= IR bR~ Foiba) =

Please refer to the job code list in Appendix C. Some of the job titles may not be the
same as those used in your firm. Please classify an employee/insurance
agent/technical representative according to his/her major duties and supply the
required information if the jobs have similar or related functions.
%Qﬂm%w:mmﬁ?ﬁ%‘%MﬁwE%W“*w#%«ﬂmf“W’%ﬁ
BRIV RIS E TR o ) AT /(B PR S OS T R S A A2,
FERT i (A 5 %ﬁwm%ﬁ#

If necessary, please add ‘Other Principal Jobs’ Section and record those jobs not
included in Appendix C but are considered as principal jobs in your organization.
Please briefly outline their job descriptions and indicate their skill levels on a blank
sheet.

) F) FL_F;/, ,F%t{p TP RIS sﬁjj I ﬁFJF@FJ)E&FF[Jt[ 4, 4 clj}‘H,__f.l'Sn“
%‘* C [PJpu= ol 3% > & %{;h g e s Itﬁl‘cj[gﬁb}"’[q'if[ i edine

-]\El o

If necessary, please add ‘Other Supporting Staff’ Section which includes those
employees whose activities are not usually specific to insurance, such as secretaries,
receptionists, messengers and clerical staff providing general clerical duties such as
document processing and operating various office machines. Please provide
information as required by Column B of the questionnaire.

JETL @ ,ﬁc—upﬂ Ml [’Lagl—FPcrjj [U Sﬁﬁm » I {FF@ A d Eﬁfﬁ[ﬁﬂuath} IJF
*’%w ﬂ?bﬁﬂ R HBIEL N B I R
bﬁgl‘eﬁﬁlgff ;t g ML o %ﬁ‘fﬁp F@%‘g‘% gﬁﬁf?ﬁl erylv
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3. Column ‘B’ - Number of Employees/Insurance Agents/Technical Representatives (TRs) at
Date of Survey

(B) M — ZHLE|MRE/IE o~ s A~

‘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, and
partners working full-time for the company. This definition also applies to ‘employee
(s) * appearing in other parts of the questionnaire.

CORED RIS IR 2 ET [ (NS TRD 4 5 D DR 18 1) oo
B I 2 (O 0 A o SR A R IR -
Sl EE [

4. Column ‘C’ - Number of Vacancies at Date of Survey

(©) M — ) HHE

‘Number of Vacancies at Date of Survey’ refers to those unfilled, immediately available
job openings for which the establishment is actively trying to recruit at the date of survey.

EE AN e R e

5. Column ‘D’ - Forecast Number of Employees/Insurance Agents/Technical Representatives
(TRs) in 12 Months’ Time

(D) M — JFHIE 12 [t 5] e frd /e (2R " /SRS A R R

Please fill in the forecast number of employees/insurance agents/technical representatives
(TRs) you will be employing for each principal job in the next 12 months. The number
given could be more/less than that in Column ‘B’ if an expansion/a contraction is expected.
r,%jf@f?l LG 12 [t * | f‘%'éﬁfiii oA R E 0/l PR OS5 3 * B e DRt
WO TR PRRTRROE e 2D (B) -

6. Column ‘E’ - Minimum Education/Qualification Requirement

(E) 1 — F AP VIR

Please enter in Column “‘E’ the appropriate code number as given in Column “H’ showing
the minimum education/qualification which an employer requires his employee(s)/
insurance agent(s)/technical representative(s) should possess.

%(‘Hﬁﬁfﬁ%ﬁ?%ﬁ JESIEE I R L IRE RE ST TR IR

7. Column ‘F’ - Minimum Reguirement of Year(s) of Experience in the Industry

(F) 8 — 7= V304 = avpnf

Please enter in Column ‘F’ the appropriate code number as given in Column ‘H’ showing
the minimum year(s) of experience in the industry an employer requires his employee(s)
/insurance agent(s)/technical representative(s) should possess.

T ()BT GRIBESY [ PG PRI 920 * 135 st e 7 o3
VR () M
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Column ‘G’ - Average Monthly Income Range
(G) M — T HE I i

Please enter in Column ‘G’ the appropriate code number as given in Column ‘H’ showing
the average monthly income range for the employee(s). The monthly income should
include basic salary, overtime pay, other allowances, commission and bonus.

ﬁ%ﬁ(m)ﬁ%ﬁﬁ;ﬁ%%l%gj k) EJL[’;fﬂ mﬁ@ o F;EJEJL[’yﬂ | E[j}‘ﬁ&%‘?\ ‘@}Eﬁj =
FRI PR P M

If you have more than one employee doing the same principal job, please enter in this
column the weighted average figure for that principal job which is given by:

Total amount of salaries for all employees performing that principal job
Total number of employees performing that principal job

P BOFTOMRE R 1 £ G0 TSIV T g

2 I PR R
reg R AR

*khkhhhkhkkkkhkhkhkhkikiikikx
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Appendix 6
ff&5% 6

Job Description of Principal Jobs
in the General Insurer Sector

- Il L i

= I BT T (BRI

Code No.

Job Title
TFE

Job Description
= e

SENIOR MANAGEMENT LEVEL ﬁ E‘*ﬁ% S H fbe

121 Managing Director/ Assumes total management responsibility of the
General Manager/ company with other managers/executives as
Chief Executive direct subordinates. Formulates company
policies and objectives with a view to achieving
them. Collects, collates and presents
information required by directors. Represents
the company in dealing with the government,
business concerns and the public.
HSE A1 AR ER “TIE il o A
= A W*F ‘“ﬂ”’[$%f‘ P@
e e 4 oV diua e
LJWJL FF? i L{IFE”S’ E}[ TTVE'I NET
122 Deputy Managing Director/ Provides leadership, direction, and guidance of
Deputy General Manager company activities to ensure the short-term and
long-term  strategies being implemented.
Assists the Chief Executive in future business
development and maintenance of organization.
R AT |G i ]
'EEE? INFES I wiww%%%ﬁiﬁi
750 I '”'ﬁﬁt RIEREEA
123 Assistant General Manager/ Manages the operational activities of all
Senior Manager departments and branches. Formulates

strategies for business expansion and integrates
the marketing plans of various functional areas.
Implements company policies. Streamlines and
standardizes  operational  procedures and
systems.

F[?E%ﬂflﬁﬁﬁfbu “ﬂﬂhﬁﬁ%ﬁwﬁiwn
S8 et ] -
SRICTY > R ﬁ[lﬁjﬁﬁ bﬁfﬂﬁ‘q °
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Code No.

Job Title
TFE

Job Description
=R

MIDDLE MANAGEMENT LEVEL HIF_@_*@ k F J7be

221

Reinsurance Manager

F e fani 2!

Formulates company’s reinsurance policy.
Determines company’s retention and monitors
reinsurance treaties.  Evaluates and accepts
reinsurance from ceding companies. Works
closely with the underwriting and claims
managers.

EF:T \\f_ F”ﬁj\ﬁ rfﬂj]iﬁaif fl F'jE_‘ PIHE
SRl AR S
fag EHWI%?EE%EG?EE@% =

222

Underwriting Manager

Formulates and implements company’s
underwriting policy. Reviews insurance
applications  and  supporting  materials.
Evaluates risks involved and determines
premiums and extent of cover. May specialize
in underwriting one type of insurance such as
accident, fire and marine, and is designated
accordingly. Coordinates and supervises the
work of subordinates.
F[En I 2 g
EH*[ 5 [ﬁ‘ffrﬁ?bﬂﬁ“ﬁaa R
%”EVF‘I%\EW i If R ()
g ~ ) e IWH‘“'”‘J% F‘H;ﬁ? > HLIFE A5
JEITE_TFIHI[I%;PJ—L ﬁzﬁqbgfﬁ‘g—j E}&F pJ

[l]:‘o

223

Account Manager/
Claims Manager

Servicing existing client business, investigates
and approves claims filed under an insurance
policy or determines company’s liability in
claims.  Oversees negotiation of settlement
with claimants and recommends litigation when
necessary. Works in close liaison with other
professionals like loss adjusters, average
adjusters, surveyors, lawyers and reinsurers.

Supervises and trains subordinates. Keeps and

analyses statistics.

F[En ISR R S AR
L"EJEEHE BN M%JL, UGS “Uplﬁ”?ﬂ
e ?{F'E?FU A > 24y %IE

S ’Lj = I%EJ{ L4 (/[:IEF#?« [
%J— - | e i
E‘rﬁé BBy R A B °[£k”’”ym Ak
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Code No.

Job Title
TFE

Job Description
= ESY

MIDDLE MANAGEMENT LEVEL (Continued) [ gHfizE! * fia% (G81)

224

Marketing/Servicing
Manager

il e

Participates in formulating and implementing
marketing/servicing policies. Be responsible
for monitoring marketing programmes. Liaises
with clients and public relations. Formulates
new products and services for business
expansion and meeting customers’ needs.
Trains and supervises subordinates.
x&ﬂﬁbﬂﬁbﬁu.—:j jjj/ﬁ]l\/jmsr ;L,—:#ﬁ
eﬁmz;i éﬁl“”ﬁéb SR EJ: sE%

S ZERRNEIE T LT LT éﬁ* lﬂ ?1
BB B (5

225

Human Resources/
Training Manager

Implements and coordinates recruitment,
selection, placement, transfer, and staff welfare
programmes. Identifies training needs and
organizes training and employee career
development programmes. Evaluates the
effectiveness of training activities.
i;w—w%ﬁe*’eﬁ P”ﬂ»' ,,u:‘;ffd’f : %%E%‘WE
FIIRHS] - et SR gOY F1 Y
5@@%]@[[,1 ]ﬁ[ ﬂ\#_ IHUE&/%F"

226

Information Technology
Manager

Analyses and develops systems to cover
assigned  projects. Produces  systems
specifications, documentation, user guide,
implementation plan or operation manual for
application systems in accordance with
established procedures and company guidelines
TP TR B (2 g
e 2 gl 5] R
TR ?ﬁpfﬂi i‘#ﬁ“ﬁ%ﬂbﬁé"ﬁjﬁ

227

Manager - Accounting

Develops and implements financial policies and
procedures. Oversees management
information adequacy and the compliance with
statutory requirements. Assesses  strategic
initiatives including mergers, acquisitions and
diversions.
I (e WA DA - T
AR (0 PR AR AL -

228

Assistant Manager

SRR

Assists managers in various functional areas.

Trains and supervises the work of subordinates.

Carries out other duties as speciﬁed

ﬁf'm;%ﬁnr‘%*‘ﬁ [ R P E
ii“—‘r‘tl ]’uj F[ ‘j—g&;'ﬂj o
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Code No.

Job Title
TFE

Job Description
=R

OFFICER LEVEL = {=7k

321

Account Officer/
Underwriting Officer

FETE R

Assists the Account Manager/Claims Manager
in underwriting business and files claims.
Reviews sales performance and implements
sales programme. Contacts clients to promote
sales.
SN IR R RS R R e
v oﬁgﬁiﬁ, RN G R AL
iy > §e Ik S5

322

Policy Services /
Claims Officer

TIPS = =

Underwrites policies and approves claims within
authorized limits. Keeps and analyzes new
business and claims statistics. Implements the
company’s guideline for risks appraisal or
claims settlement.

FESRRAT Y (L1 1) R U
wﬂﬁﬂ%ﬁ‘%?“ VTR Sl
CISIRE RRNE ENC R S L
HIJ

323

Marketing Officer

= =

Assists the Marketing/Servicing Manager in
analysing market potential and conditions.
Handles enquiries from existing and prospective
clients. Prepares promotion materials.

ﬁ"ﬁ'ﬂ 755, AR T A ﬁi?fﬁ <k [?YW o B
% lﬁug*qu o apﬁﬁ e Ew{v[

324

Accounting Officer

—tl_

TEA?EI

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.

Ejﬁ fl " pﬁlﬁfﬁﬁﬂbww‘%@ﬁ
T o 2 TR - F‘ﬁj JIPTRE R Iz

LR o

325

Assistant Executive/
Supervisor

SR E

Assists managers in the daily operations of
various function areas. Supervises clerical staff
to ensure rules and guidelines established by
management are followed.

2SR A < T ) [T [

B P P A v s 45 -
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Code No.

Job Title
TFE

Job Description
=R

OFFICER LEVEL (Continued)

- I*VB‘ (1%1')

326

Information Technology
Staff

PHFEE

Plans, maintains and controls the applications of
information technology in insurance, office
automation and telecommunication. Analyzes
the applications of information technology to

development projects and specific user
problems.
L EIU AER ﬂﬁrﬂ Er R T e ~ BES AP

J| 7;/9&: T IEJ’_‘%F' Nﬁﬁ@;\[ﬁdéﬁ,u
U%DIWHUF' * TR T -

CLERICAL LEVEL #¥ F'ﬁ&

421

Underwriting Clerk/
Claims Clerk

R F % [

Checks insurance applications. Calculates
premium. Prepares policies, endorsements and
premium notes. Keeps records and statistics.
May handle one or more classes of insurance.
Carries out other clerical duties according to
predetermined procedure or as assigned by
supervisor.
*éﬂ TQI%FII? Y aj?%sllﬁ&ﬁ BI'T'JDI"%
LS (e seghn st et - o e
%— I R g e e e R Fr i ch’F’l
Bl rif?:]iﬁ [ FIE”J °

422

Accounting Clerk

ARt

and completes posting of
Assists in  preparing
statistical reports and

Raises vouchers
accounting entries.
financial statements,
statutory returns.

o G SIS - SR -
ﬁﬁfbﬁiﬁio

423

Clerical Staff

Siae

Performs clerical duties in relation to the issue of
insurance policies and endorsements. Keeps
records and statistics.

oy I [R5 o 1A TR BRFIDIGERY o el
O RGHRT
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Job Description of General Insurance Agent

— A pe PR R T (e

Code No.
/'I\erF;:

Job Title
B

Job Description
=R

521

Agency Director/
Senior Agency Manager

e & Ev/ﬁ i gusdl

Plans and develops business for the agencies.
Manages directly and indirectly over 50 agents.
Provides management development training to
agency managers and supervisors. Handles
agency office management, budgeting and
administration. Communicates with the home
office and the agents. Reviews agency
performance. Carries out public relations and
marketing activities.

mg.ubaﬁﬁé‘i%% T M R 50 7
R ﬁ%®~r%ﬁ§$£F

g g:wl;_;,[ -x* 7;/ i

mﬁ& l“ifﬂv (@
HE né i mgﬂiﬂ\ﬁ’ o “?EJLT
i (E

O

522

Agency Manager

YA

Owns or controls an agency. Manages directly
and indirectly 10 - 50 agents. Formulates and
executes sales and promotion programmes.
Recruits, supervises and trains agents to acquire
new business and serve existing policyholders.
Personally contacts clients to promote sales.

Bt bﬁ“i% El}%bf }%F’“ﬁ' 10 - 50
ity o BB -
B~ frﬁwf R PV T 20
I £y * aw ES Tt R T
g

[
5

523

Unit Manager / Agency
Supervisor

HEE=s s ey

Recruits, supervises and trains a team of agents
to acquire new business and serve existing
policyholders. =~ Manages a single layer or
agency with less than 10 agents. Personally
contacts clients to promote sales.

%JL ~ L éf”F 1 “iﬁ » NIV IR
o SR ) R 0
0 S J) - AU I

524

Identifies prospective clients to acquire new
business and serves existing policyholders.

TR T T

F| - R

s -
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Job Description of Principal Jobs
in the Life Insurer Sector

T e R 2 il = ol TRy T (R
Code No. Job Title Job Description
1*[7}15—'77 T T (eI

SENIOR MANAGEMENT LEVEL

e~ i

111

Managing Director/
Chief Executive

ﬁj?ﬁ“ 5y

Assumes total management responsibility of the
company with other managers/executives as
direct subordinates. Formulates company
policies and objectives with a view to achieving
them. Collects, collates and presents
information required by directors. Represents
the company in dealing with the government,
business concerns and the public.
E@Eﬁgﬁﬁ‘ DNCIRNGAE: & mffﬁﬁf'ﬁ?%
S E ﬂ[, I LR il
R R~ '*Jﬁiﬂ\ TR o YA

AR | RO e -

112

Chief Actuary

AUEET

Assesses and certifies the solvency of the
company as a whole. Ensures the valuations of
liabilities of the company for various statutory
purposes comply with the Insurance Companies
Ordinance. Determines the transfer of assets
out of the life fund. Formulates guidelines and
assumptions for carrying out various actuarial
studies.

L S L
F ‘jiﬂcglpjp rfﬂj]?ﬁy [_J ,H;\
A“ﬁwmwﬁioﬁimﬁ”ﬁéﬂké
ﬁl = %‘“' ﬁkU* f‘, %*EET’JIAUFU; IR

F

113

Head - Individual Long
Term Business

EX N RN &

Manages the operational activities of the
individual life portfolio. Formulates strategies
and develops new products for business
expansion. Establishes  objectives and
performance targets. Coordinates with other
departments to streamline existing procedures
and provides quality services to clients.

mlﬁklﬁﬁﬂﬂﬁﬁnﬂjfﬁ[": i rE AR
E“vmﬁﬁﬁﬁ[ ﬁ’“ﬁﬁﬁ'ﬁa
Eﬁﬂﬁ‘ﬂﬁ [ { ff‘ R ’rt *I?Elﬂl
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Job Title
TR

Job Description
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SENIOR MANAGEMENT LEVEL (Continued)

Ae I~ i G

114

Head - Marketing/
Agency Operation

Plans, coordinates and implements the
organization’s business development strategies
and marketing plans. Conducts market
research. Identifies and analyses opportunities
to increase business and market share.
Provides services and prepares promotion Kkits
for sales force. Trains and supervises sales
force/agents. Appoints brokers and liaises with
them
3~ BT A S A
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115

Head — Group Benefits
Business

Y - BRI

Manages the operational activities of the group
benefits plans for corporate employees.
Advises corporate clients the benefits, provident
schemes and retirement plans best suited to their
employees. Identifies new markets and
development in statutory requirements for
business expansion. Trains and supervises
subordinates in marketing, administration and
claims settlement on employee benefits plans.
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116

Head - Finance/Investment/
Treasurer

BN VS Il

Advises top management on investment of
insurance funds and financing of capital
expenditure. Administers assets. Plans and
organizes budgeting and financial control

systems. Presents budgets and financial reports
to management. Modifies the reporting
systems as required to meet statutory

requirements.
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SENIOR MANAGEMENT LEVEL (Continued) fé{f?f*ﬁriﬁ,' N EIRR ()

117

Head - Human Resources/
Training

S - N ERRF R

Develops, maintains and administers human
resources management programmes in order to
promote efficient operations. Implements and
coordinates recruitment, placement,
performance appraisal, salary administration,
employee relations and other benefits. Advises
top management on human resources issues and
manages training and development programmes
for staff.
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MIDDLE MANAGEMENT LEVEL fl l@m ~EfRR
211 Actuarial Manager Carries out actuarial studies related to the
establishment’s operations. ~ Supervises the
preparation of valuations and reports as
required. Assists  management in the
formulation of product development and pricing.
R IR AL (R I}JE R T i
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212 Underwriting Manager Formulates and implements company’s
underwriting  policy. Reviews insurance

applications  and  supporting  materials.
Evaluates risks involved and determines
premiums and extent of cover. Works closely
with reinsurers and determines acceptance of
insurance. Approves the issue of policies and
endorsements. Coordinates and supervises
the work of subordinates.
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MIDDLE MANAGEMENT LEVEL (Continued)  [[VgHfiy=E ~ F1a% (G1)

213

Policy Services/
Claims Manager

(RLETAIYSS /S PR

Directs a complete range of satisfactory service
to policyholders. Investigates and approves
claims filed under an insurance policy or
determines company’s liability in claims.
Oversees negotiation of settlement with
claimants and recommends litigation when
necessary. Supervises and trains subordinates
to provide prompt and courteous responses to
customers’ enquiries and requests. Keeps and
analyses claims statistics.
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214

Marketing / Agency
Manager

i el

Formulates and implements training
programmes for sales agents. Implements and
coordinates marketing activities and launches
promotion  campaigns. Arranges  sales
conventions, conferences and seminars. Liaises
with advertising agencies. Prepares promotion
kits and provides services to sales force and
agents. Manages the administration of various
agencies of the company according to pre-
determined guidelines. Evaluates sales operation
and performances of agencies and agents.
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MIDDLE MANAGEMENT LEVEL (Continued)  fl1/gF#72E! * £13% (G7)

215

Group Benefits Business
Manager

B e

Develops and implements working procedures
and guidelines for underwriting/claims and
administering  employee  benefits  plans.
Provides prompt services and answers to clients
and other departments on group insurance
products and specific employee benefits.
Oversees negotiation of settlement and
recommends litigation when necessary. Keeps
and analyses statistics. Coordinates with other
departments for quality services and efficiency.
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216

Accounting/
Investment Manager

HA555/ fere il

Supervises the day-to-day administration of fund
portfolios and implements the investment
policy. Provides technical advice on
budgeting,  taxation, financial  analysis,
forecasting and long-term planning.
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217

Human Resources/
Training Manager

I CVER T

Implements and coordinates recruitment,
selection, placement, transfer, and staff welfare
programmes. Identifies training needs and
organizes training and employee career
development programmes. Evaluates the
effectiveness of training activities.
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MIDDLE MANAGEMENT LEVEL (Continued)  fl1/gF#72E! * £13% (G7)

218

Information Technology
Manager

ﬂﬁ“_l
B

SEETEe s

Analyses and develops systems to cover
assigned  projects. Produces  systems
specifications, documentation, user guide,
implementation plan or operation manual for
application systems in accordance with
established procedures and company guidelines.
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219

Manager - Accounting

- R

Develops and implements financial policies and
procedures. Oversees management
information adequacy and the compliance with
statutory requirements. Assesses  strategic
initiatives including mergers, acquisitions and
diversions.
TR (5 AR R -
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311

Actuarial Officer

TN

Works under the guidance of the actuarial
manager. Applies the knowledge of
mathematics and statistics to the design and
operation of various insurance plans and pension
schemes.
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312

Underwriting Officer

= =

Assists  the  Underwriting/Policy  Services
Manager in implementing company’s
underwriting policies as directed and appraises
risks within authorized limits. Issues policies,
premium notes and endorsements.  Keeps
records and statistics.
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OFFICER LEVEL (Continued) = =
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313

Policy Services/
Claims Officer

TS5, =

Keeps and analyses policy records and claims
statistics. Answers  enquiries  from
policyholders. Implements the company’s
guideline for claims settlement. Investigates
and approves claims filed under an insurance
policy within authorized limits.
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314

Marketing/Agency Officer

M RS 2

Assists the Marketing/Agency Manager to
prepare promotional materials. Liaises with
mass media and carries out publicity activities or
exhibitions. Coordinates with marketing and
sales staff to organize sales promotion/training
programme. Assists the Agency Administration
Manager in monitoring the administration of
agencies to comply with the company’s policies,
procedures and standards.
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315

Group Benefits Business
Officer

—«"?E'?m%“i 5

Assists the Manager in preparing group benefits
proposals. Prepares work schedules and
calculates premium for employee benefits plans.
Checks, updates and verifies the accuracies of
data or claims documents provided by clients.
Keeps records and prepares certificates/
statements to employees. Handles settlement
of claims.
2R R EHE (IR R o A [‘Eﬁff

o FHETTREVEFFF R LAY - *”'{  RiFr
By R N e e R |5F o T
g S AT
LRI

181




Code No.

Job Title
TR

Job Description

~ (S

OFFICER LEVEL (Continued)

=
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316

Accounting/Investment
Officer

A5y = (=

Assists the Accounting/Investment Manager in
planning and organizing budgeting/accounting
and financial control systems. Prepares
budgets and financial reports to top
management.
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317

Human Resources/
Training Officer

MR R

Assists the Human Resources/Training Manager
in recruitment, selection, placement, transfer,
training, employee career development and staff
welfare programmes.
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318

Accounting Officer

=

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and records. Assists the Manager-
Accounting in analyzing statistics and preparing
management reports and statutory returns.
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319

Information Technology
Staff

Plans, maintains and controls the applications of
information technology in insurance, office
automation and telecommunication. Analyzes
the applications of information technology to
development projects and specific user
problems.
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412

Accounting Clerk

A [

Raises vouchers and completes posting of
accounting entries. Assists in  preparing
financial statements, statistical reports and
statutory returns.
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CLERICAL LEVEL (Continued) ¥ 7%  (58)

413

Clerical Staff

il

Performs clerical duties in relation to the issue
of insurance policies and endorsements. Keeps
records and statistics.
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Job Description of Life Insurance Agent
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Code No.
/'I\erF;:

Job Title
B

Job Description
T (e

511

Agency Director/
Senior Agency Manager

e & Ev/ﬁ i gusdl

Plans and develops business for the agencies.
Manages directly and indirectly over 50 agents.
Provides management development training to
agency managers and supervisors. Handles
agency office management, budgeting and
administration. Communicates with the home
office and the agents. Reviews agency
performance. Carries out public relations and
marketing activities.
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512

Agency Manager

YA

Owns or controls an agency. Manages directly
and indirectly 10 - 50 agents. Formulates and
executes sales and promotion programmes.
Recruits, supervises and trains agents to acquire
new business and serve existing policyholders.
Personally contacts clients to promote sales.
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513

Unit Manager / Agency
Supervisor

HILEEEY s SSEl

Recruits, supervises and trains a team of agents
to acquire new business and serve existing
policyholders. =~ Manages a single layer or
agency with less than 10 agents. Personally
contacts clients to promote sales.
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Identifies prospective clients to acquire new
business and serves existing policyholders.
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Job Description of Principal Jobs
in the Insurance Broker Sector (General Insurance)
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Code No.

;ir.}%'f

Job Title
Ea

Job Description
= e

SENIOR MANAGEMENT LEVEL

Pe R

141 Managing Director/ Assumes total management responsibility of
General Manager/ the company with other managers/executives as
Chief Executive direct subordinates. = Formulates company

policies and objectives with a view to
achieving them. Collects, collates and
presents information required by directors.
Represents the company in dealing with the
government, business concerns and the public.
ﬁ“ﬁ"ﬂ*/#"#fﬁ'/ *%Fﬁhﬁ, fl> @l}% m“ﬁf M=y
AR aiEd E‘l @E—E/v iy H‘Lffr iIE!
CRYE I S T RS EL T
I~ R R R -

142 Assistant General Manager/ | Manages the operational activities of all
Account Director/Chief departments and branches. Formulates
Operating Officer strategies for business expansion and integrates

the marketing plans of various functional areas.
Implements company policies.  Streamlines
and standardizes operational procedures and
systems.
SRR T | TR 4ﬁwbn I
R FEH S - i F TR 51
a5 2 e A e e
143 Assistant Director/ Heads and manages the operational activities of

Divisional Director

the Business Division.
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241 Senior Account Manager Plans, coordinates and implements the
company’s business development strategy.
Identifies and analyzes opportunities to

iy iR

increase business. Works
insurers and liaises with clients.
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Code No.
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Job Title
Ea

Job Description
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MIDDLE MANAGEMENT LEVEL (Continued) | 1/gH#72E! *~ E1i% (G7)

242

Marketing Manager/
Sales Manager/Business
Development Manager

ilGesVg s €= g
E $7 i Thued

Participates in formulating and implementing
marketing/servicing policies. Be responsible
for implementing marketing programmes.
Liaises with clients and public relations.
Trains and supervises subordinates.
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243

Account Manager/
Claims Manager

EREE= S

Servicing existing client business, investigates
and approves claims filed under an insurance
policy or determines company’s liability in
claims. Oversees negotiation of settlement
with claimants and recommends litigation
when necessary. Works in close liaison with
other professionals like loss adjusters, average
adjusters, surveyors, reinsurers and lawyers.
Supervises and trains subordinates. Keeps
and analyses statistics.
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244

Manager - Accounting

=

Develops and implements financial policies
and procedures. Oversees management
information adequacy and the compliance with
statutory requirements.  Assesses strategic
initiatives including mergers, acquisitions and
diversions.
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Job Description
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OFFICER LEVEL Bt

341

Claims Officer

ESL S

Underwrites policies and approves claims
within authorized limits. Keeps and analyzes
new  business and claims  statistics.
Implements the company’s guideline for risks
appraisal or claims settlement.
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342

Technical Representative

e

Provides advice to a policy holder or potential
policy holder on insurance matters for the
insurance broker, or arranges contracts of
insurance in or from Hong Kong on behalf of
the insurance broker.
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343

Client Servicing Officer

’— Iﬁfwj - ],*

Handles enquiries from existing and
prospective clients. Gives explanation and
advice to customers and if necessary, directs
them to appropriate sections or managers
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344

Accounting Officer

—tl_
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Supervises the work of the accounting staft to
ensure the provision of reliable accounting
information and records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
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442

Accounting Clerk

(R

Raises vouchers and completes posting of
accounting entries. Assists in preparing
financial statements, statistical reports and
statutory returns.
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Job Description
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CLERICAL LEVEL  (Continued)
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443

Clerical Staff

v

Performs clerical duties in relation to the issue
of insurance policies and endorsements. Keeps
records and statistics.
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Job Description of Principal Jobs
in the Insurance Broker Sector (Life Insurance)
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Code No.
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Job Title
B

Job Description
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SENIOR MANAGEMENT LEVEL
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131 Managing Director/ Assumes total management responsibility of
General Manager/ the company with other managers/executives as
Chief Executive direct subordinates. = Formulates company
policies and objectives with a view to
achieving them. Collects, collates and
presents information required by directors.
Represents the company in dealing with the
government, business concerns and the public.
HiFE 2 TS L @%,ﬂ%§Wﬁ$/
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132 Assistant General Manager/ | Manages the operational activities of all

Account Director/Chief

Operating Officer
SRR K A
(tevil

departments and branches. Formulates
strategies for business expansion and integrates
the marketing plans of various functional areas.
Implements company policies.  Streamlines
and standardizes operational procedures and

systems.
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MIDDLE MANAGEMENT LEVEL fl IF_@_-#F‘ =2 17k
231 Senior Account Manager Plans, coordinates and implements the
company’s business development strategy.
Identifies and analyzes opportunities to
increase business. Works closely with

s

insurers and liaises with clients.
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MIDDLE MANAGEMENT LEVEL (Continued) FVere! ~ fiak (68D

232

Marketing Manager/
Sales Manager/Business
Development Manager

ilGesVg s €= g
E 7 e

Participates in formulating and implementing
marketing/servicing policies. Be responsible
for implementing marketing programmes.
Liaises with clients and public relations.
Trains and supervises subordinates.
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233

Account Manager/
Claims Manager

Servicing existing client business, investigates
and approves claims filed under an insurance
policy or determines company’s liability in
claims. Oversees negotiation of settlement
with claimants and recommends litigation
when necessary. Works in close liaison with
other professionals like loss adjusters, average
adjusters, surveyors, reinsurers and lawyers.
Supervises and trains subordinates. Keeps
and analyses statistics.
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234

Manager - Accounting

=

Develops and implements financial policies
and procedures. Oversees management
information adequacy and the compliance with
statutory requirements.  Assesses strategic
initiatives including mergers, acquisitions and
diversions.
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331

Claims Officer

EN RN

Underwrites policies and approves claims
within authorized limits. Keeps and analyzes
new  business and claims  statistics.
Implements the company’s guideline for risks

appraisal or claims settlement
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332

Technical Representative

e
hA
B
b

Provides advice to a policy holder or potential
policy holder on insurance matters for the
insurance broker, or arranges contracts of
insurance in or from Hong Kong on behalf of
the insurance broker.
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Client Servicing Officer

}- Iq[?)j - 1’4

Handles enquiries from  existing and
prospective clients. Gives explanation and
advice to customers and if necessary, directs
them to appropriate sections or managers.
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334

Accounting Officer

e NS

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
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432

Accounting Clerk

(et

Raises vouchers and completes posting of
accounting entries.  Assists in preparing
financial statements, statistical reports and
statutory returns.
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CLERICAL LEVEL  (Continued)
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Clerical Staff

i

Performs clerical duties in relation to the issue
of insurance policies and endorsements. Keeps
records and statistics.
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Job Description of Principal Jobs in Company Agencies (General Insurance)
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SENIOR MANAGEMENT LEVEL
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161 Managing Director/ Assumes total management responsibility of the
General Manager/ company with other managers/executives as
Chief Executive direct subordinates. Formulates company
policies and objectives with a view to achieving
them. Collects, collates and presents
information required by directors. Represents
the company in dealing with the government,
business concerns and the public
s e/ *@FFHEEJ P
A P HIERG s A
ji w%i%* BRI« (47 e
PR rﬁﬁ [ 7 5 Tt
162 Assistant General Manager/ | Manages the operational activities of all
Account Director departments and branches. Formulates

strategies for business expansion and integrates
the marketing plans of various functional areas.
Implements company policies. Streamlines and

standardizes  operational  procedures  and
systems.
SPERNERER T A 1 ET%'?‘, fﬁiﬂf‘ﬂ K53 2RI R ﬁjﬂ?ﬁﬁﬁ’%
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261 Senior Sales Manager Plans, coordinates and implements the
company’s business development strategy.

Identifies and analyzes opportunities to increase

business. Works closely with insurers and
liaises with clients.
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Code No.

Job Title
TEFE

Job Description
= ESY

MIDDLE MANAGEMENT LEVEL (Continued)  fl1/gH#72E! * E1i% (G7)

262

Marketing Manager/
Sales Manager

s

Participates in formulating and implementing
marketing/servicing policies. Be responsible
for implementing marketing programmes.
Liaises with clients and public relations.
Identifies and advises insurance and investment
plans to meet customers' needs. Analyses new
products in the market and statistics.
Maintains relationship with insurers and clients.
Trains and supervises subordinates.
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263

Manager - Accounting

=

Develops and implements financial policies and
procedures. Oversees management information
adequacy and the compliance with statutory
requirements.  Assesses strategic initiatives
including mergers, acquisitions and diversions.
T (5 - e
R (5 TR AR P

OFFICER LEVEL =k

361 Account Officer Underwrites policies within authorized limits.
Keeps and analyzes new business statistics.
Implements the company’s guideline for risks
appraisal.
Hi2 ORI (31 L 2 50 Bk
R« BRI AR lﬁ iR -
362 Client Servicing Officer Handles enquiries from existing and prospective

}— IqB77J vy ],:

clients.  Gives explanation and advice to
customers and if necessary, directs them to
appropriate sections or managers.
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Code No.

Job Title
TEFE

Job Description
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OFFICER LEVEL (Continued)

=
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363

Accounting Officer

e NS

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
Sl e b
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364

Technical Representative

e

Provides advice to a policy holder or potential

policy holder on insurance matters for the

insurance company agency, or arranges contracts

of insurance in or from Hong Kong on behalf of

the insurance company agency.

HRIGV D A BURF T 2 e
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462 Accounting Clerk Raises vouchers and completes posting of
accounting entries. Assists in  preparing
financial statements, statistical reports and
statutory returns.

AR BT ORI SR - DA -
R A

463 Clerical Staff Performs clerical duties in relation to the issue
of insurance policies and endorsements. Keeps
records and statistics.
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Job Description of Principal Jobs in Company Agencies (Life Insurance)
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Code No. Job Title Job Description
A el =R

SENIOR MANAGEMENT LEVEL

f

[FE«L’E““IE[ I F "Et

151 Managing Director/ Assumes total management responsibility of the
General Manager/ company with other managers/executives as
Chief Executive direct subordinates. Formulates company
policies and objectives with a view to achieving
them. Collects, collates and presents
information required by directors. Represents
the company in dealing with the government,
business concerns and the public
s e/ *@FFHEEJ P
A P HIERG s A
ji w%i%* BRI« (47 e
PR rﬁﬁ [ 7 5 Tt
152 Assistant General Manager/ | Manages the operational activities of all
Account Director departments and branches. Formulates

strategies for business expansion and integrates
the marketing plans of various functional areas.
Implements company policies. Streamlines and

standardizes  operational  procedures  and
systems.
SPERNERER T A 1 ET%'?‘, fﬁiﬂf‘ﬂ K53 2RI R ﬁjﬂ?ﬁﬁﬁ’%
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251 Senior Sales Manager Plans, coordinates and implements the
company’s business development strategy.

Identifies and analyzes opportunities to increase

business. Works closely with insurers and
liaises with clients.
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Code No.

Job Title
TEFE

Job Description
= ESY

MIDDLE MANAGEMENT LEVEL (Continued)  fl1/gH#72E! * E1i% (G7)

252

Marketing Manager/
Sales Manager

s

Participates in formulating and implementing
marketing/servicing policies. Be responsible
for implementing marketing programmes.
Liaises with clients and public relations.
Identifies and advises insurance and investment
plans to meet customers' needs. Analyses new
products in the market and statistics.
Maintains relationship with insurers and clients.
Trains and supervises subordinates.
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253

Manager - Accounting

=

Develops and implements financial policies and
procedures. Oversees management information
adequacy and the compliance with statutory
requirements.  Assesses strategic initiatives
including mergers, acquisitions and diversions.
T (5 - e
R (5 TR AR P
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351 Account Officer Underwrites policies within authorized limits.
Keeps and analyzes new business statistics.
Implements the company’s guideline for risks
appraisal.
Hi2 ORI (31 L 2 50 Bk
R« BRI AR lﬁ iR -
352 Client Servicing Officer Handles enquiries from existing and prospective

}— IqB77J vy ],:

clients.  Gives explanation and advice to
customers and if necessary, directs them to
appropriate sections or managers.
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Code No. Job Title

Job Description
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OFFICER LEVEL (Continued)

=

Ak (581)

353 Accounting Officer

Rt

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
BPF g1t " P ["E”p”éﬁiﬁﬁgﬁﬁ[%ﬁ%’&i@
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354 Technical Representative

e

Provides advice to a policy holder or potential

policy holder on insurance matters for the

insurance company agency, or arranges contracts

of insurance in or from Hong Kong on behalf of

the insurance company agency.

P £ U 4 2l T
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452 Accounting Clerk

(et

Raises vouchers and completes posting of
accounting entries. Assists in preparing
financial statements, statistical reports and
statutory returns.

S (RO SR - B A -
T R

453 Clerical Staff

e

Performs clerical duties in relation to the issue
of insurance policies and endorsements. Keeps
records and statistics.

i 3185+ I TR - e
S
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Job Description of Principal Jobs
in the Bancassurer Sector (General Insurance)

LS i (— e ) = for28osspy

=

Code No.
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Job Title
B

Job Description
= ER

SENIOR MANAGEMENT LEVEL ﬁ *ﬁ B fke

181 Managing Director/ Assumes total management responsibility of the
General Manager/ company with other managers/executives as
Chief Executive direct subordinates. Formulates company
policies and objectives with a view to achieving
them. Collects, collates and presents
information required by directors. Represents
the company in dealing with the government,
business concerns and the public.
e *%FIED (=2 @l% ,ﬂf,f [SAFREZE =
SIeZ e 7= K@u AIES - LR e il Ve -
i 'Lm B - g e
Pl R R R
182 Deputy Managing Director/ | Provides leadership, direction, and guidance of
Deputy General Manager company activities to ensure the short-term and
long-term strategies being implemented. Assists
the Chief Executive in future business
development and maintenance of organization.
ﬁJﬁ'ﬁﬁ"? L AR TR FAVERE - flEN [ AR ] o FEpE
PGPS TS E o 205 Bl i meH
o 1R S s
183 Assistant General Manager/ | Manages the operational activities of all
Senior Manager departments and  branches. Formulates

strategies for business expansion and integrates
the marketing plans of various functional areas.
Implements company policies. Streamlines and
standardizes operational procedures and systems.
A T e il
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Code No.
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Job Title
B

Job Description
= ER

MIDDLE MANAGEMENT LEVEL

IV

281

Actuarial Manager

T

Carries out actuarial studies related to the
establishment’s operations. Supervises the
preparation of valuations and reports as required.
Assists management in the formulation of product
development and pricing.
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Underwriting Manager

) AR

Formulates and  implements  company’s
underwriting  policy. Reviews insurance
applications and supporting materials. Evaluates
risks involved and determines premiums and
extent of cover. May specialize in underwriting
one type of insurance such as accident, fire and
marine, and is designated accordingly.
Coordinates and supervises the work of
subordinates.
[Erl @ﬁbiﬁ.—: '7: p J;[fj}?,p[;\ﬁrm ’F'Z@ ;cg,“[’{;\ﬂl
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Account Manager/
Claims Manager

HORED

Servicing existing client business, investigates
and approves claims filed under an insurance
policy or determines company’s liability in
claims. Oversees negotiation of settlement with
claimants and recommends litigation when
necessary. Works in close liaison with other
professionals like loss adjusters, average
adjusters, surveyors, lawyers and reinsurers.
Supervises and trains subordinates. Keeps and
analyses statistics.
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Job Title
B

Job Description
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MIDDLE MANAGEMENT LEVEL (Continued) Vg * f1a% (57)

284

Marketing Manager/
Sales Manager

it =2

Participates in formulating and implementing
marketing/servicing policies. Be responsible for
monitoring marketing programmes. Liaises with
clients and public relations. Formulates new
products and services for business expansion and
meeting customers’ needs. Trains and
supervises subordinates.
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285

Accounting/
Investment Manager

Ve =

Supervises the day-to-day administration of fund
portfolios and implements the investment policy.
Provides technical advice on budgeting, taxation,
financial analysis, forecasting and long-term

planning.
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Manager - Accounting

=

Develops and implements financial policies and
procedures. Oversees management information
adequacy and the compliance with statutory
requirements. Assesses strategic initiatives
including mergers acquisitions and diversions.

FTEE‘KA T é’i%l et M AREAE o R
Yo e A e

287

Assistant Manager

b

Assists managers in various functional areas.

Trains and supervises the work of subordinates.

Carries out other duties as specified.
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381

Account Officer/
Underwriting Officer

HEZE AT

Assists the Account Manager/Claims Manager in
underwriting business and files claims. Reviews
sales performance and implements sales
programme. Contacts clients to promote sales.
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Code No. Job Title Job Description
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382

Policy Services/
Claims Officer

(BTN S

Underwrites policies and approves claims within
authorized limits. Keeps and analyzes new
business and claims statistics. Implements the
company’s guideline for risks appraisal or claims
settlement.

PRI R U > 1 g SRR T
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383

Marketing Officer/Sales
Officer

AP A

Assists the Marketing/Sales Manager in analysing
market potential and conditions. Handles
enquiries from existing and prospective clients.
Prepares promotion materials.

FAZDT 5 TR ] S A - i
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384

Accounting Officer

(RS

f

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and  records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
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385

Technical Representative

F A

Provides advice to a policy holder or potential
policy holder on insurance matters for the bank,
or arranges contracts of insurance in or from
Hong Kong on behalf of the bank.
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386

Information Technology
Staff

PHFEE

Plans, maintains and controls the applications of
information technology in insurance, office
automation and telecommunication. Analyzes
the applications of information technology to
development projects and specific user problems.
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Code No. Job Title Job Description
B B oS
CLERICAL LEVEL % fl5&
481 Underwriting Clerk/ Checks insurance applications. Calculates
Claims Clerk premium. Prepares policies, endorsements and
premium notes. Keeps records and statistics.
May handle one or more classes of insurance.
Carries out other clerical duties according to
predetermined procedure or as assigned by
supervisor.
R FY A L - TS - S
R A e i o
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482 Accounting Clerk Raises vouchers and completes posting of
accounting entries. Assists in preparing financial
statements, statistical reports and statutory returns.
[l o TR SR - A A
ﬁ%rbﬁiﬁio
483 Clerical Staff Performs clerical duties in relation to the issue of

v

insurance policies and endorsements.
records and statistics.
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Job Description of Principal Jobs
in the Bancassurer Sector (Life Insurance)
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Code No.

Job Title
THFE

Job Description

~ (e

SENIOR MANAGEMENT LEVEL ﬁ{fg‘fﬁf' . FWS‘

171 Managing Director/ Assumes total management responsibility of the
General Manager/ company with other managers/executives as
Chief Executive direct subordinates. Formulates company
policies and objectives with a view to achieving
them. Collects, collates and presents
information required by directors. Represents
the company in dealing with the government,
business concerns and the public
HpsE A SR LRI B f,{, E?BF‘F%EE'/F
Hrss Fen by 77 Sty | e
Ay ey ffrfjaﬁ ek
V;‘r{]‘ FF?*[EUJFEE N E}[Tﬁﬁ"l e
172 Deputy Managing Director/ | Provides leadership, direction, and guidance of
Deputy General Manager company activities to ensure the short-term and
long-term strategies being implemented.  Assists
the Chief Executive in future business
development and maintenance of organization.
PR RAED |8 U T b
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173 Assistant General Manager/ | Manages the operational activities of all
Senior Manager departments and  branches. Formulates

strategies for business expansion and integrates
the marketing plans of various functional areas.
Implements company policies. Streamlines and
standardizes operational procedures and systems.
@E%E%Wﬁfﬂbyj“gﬂhiﬁ‘@ffim
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MIDDLE MANAGEMENT LEVEL
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271

Actuarial Manager

i ApSsE

Carries out actuarial studies related to the
establishment’s operations. Supervises the
preparation of valuations and reports as required.
Assists management in the formulation of product
development and pricing.
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Code No.

Job Title
THFE

Job Description
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272

Underwriting Manager

St

Formulates and  implements  company’s
underwriting  policy. Reviews insurance
applications and supporting materials. Evaluates
risks involved and determines premiums and
extent of cover. May specialize in underwriting
one type of insurance such as accident, fire and
marine, and is designated accordingly.
Coordinates and supervises the work of
subordinates.
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273

Account Manager/
Claims Manager

HORED R

Servicing existing client business, investigates
and approves claims filed under an insurance
policy or determines company’s liability in
claims. Oversees negotiation of settlement with
claimants and recommends litigation when
necessary. Works in close liaison with other
professionals like loss adjusters, average
adjusters, surveyors, lawyers and reinsurers.
Supervises and trains subordinates. Keeps and
analyses statistics.
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Marketing Manager/
Sales Manager

Participates in formulating and implementing
marketing/servicing policies. Be responsible for
monitoring marketing programmes. Liaises with
clients and public relations. Formulates new
products and services for business expansion and
meeting customers’ needs. Trains and
supervises subordinates.
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Code No.

Job Title
THFE

Job Description
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Accounting/
Investment Manager

URE Vg e

Supervises the day-to-day administration of fund
portfolios and implements the investment policy.
Provides technical advice on budgeting, taxation,
financial analysis, forecasting and long-term
planning.
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Manager - Accounting

Develops and implements financial policies and
procedures. Oversees management information
adequacy and the compliance with statutory
requirements. Assesses strategic initiatives
including mergers acquisitions and diversions.
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Assistant Manager

SR

Assists managers in various functional areas.
Trains and supervises the work of subordinates.
Carries out other duties as specified.
BEVEL RO L [ B R
0 P R
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371 Account Officer/ Assists the Account Manager/Claims Manager in
Underwriting Officer underwriting business and files claims. Reviews
sales performance and implements sales
programme. Contacts clients to promote sales.
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372 Policy Services/ Underwrites policies and approves claims within
Claims Officer authorized limits. Keeps and analyzes new
business and claims statistics. Implements the
company’s guideline for risks appraisal or claims
settlement.
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373 Marketing Officer/Sales Assists the Marketing/Sales Manager in analysing

Officer

s (82

market potential and conditions. Handles
enquiries from existing and prospective clients.
Prepares promotion materials.
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Job Title
THFE

Job Description
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Accounting Officer

=L /T

’f'ﬁ’fﬁ:l:

Supervises the work of the accounting staff to
ensure the provision of reliable accounting
information and  records. Assists  the
Manager-Accounting in analyzing statistics and
preparing management reports and statutory
returns.
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375

Technical Representative

e

Provides advice to a policy holder or potential
policy holder on insurance matters for the bank,
or arranges contracts of insurance in or from
Hong Kong on behalf of the bank.
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376

Information Technology
Staff

PHFEE *

Plans, maintains and controls the applications of
information technology in insurance, office
automation and telecommunication. Analyzes
the applications of information technology to
development projects and specific user problems.
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471

Underwriting Clerk/
Claims Clerk

B Y 3

Checks insurance applications. Calculates
premium. Prepares policies, endorsements and
premium notes. Keeps records and statistics.
May handle one or more classes of insurance.
Carries out other clerical duties according to
predetermined procedure or as assigned by
supervisor.
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472

Accounting Clerk

et

Raises vouchers and completes posting of
accounting entries. Assists in preparing financial
statements, statistical reports and statutory returns.
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Job Title
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Job Description
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473

Clerical Staff

P

Performs clerical duties in relation to the issue of
insurance policies and endorsements. Keeps
records and statistics.
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Job Description of Principal Jobs
in the Insurance Industry (For all sectors)
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Code No. Job Title Job Description
A R o[
OTHERS E [
Other Principal Jobs Please write the jobs not classified by us but are
AP = RIS considered as principal jobs in your organization.
Please briefly outline their job descriptions and
199 - Senior Management Level indicate their skill levels (199/299/399) on a
FF‘{J Fgﬁﬁ,l LR blank sheet. Please provide information as
required by Columns B of the Questionnaire.
299 - Middle Management Level %1';] I—E | ?ﬁ{&ﬁp YE P IR H?EEFETJ" =
HIFE«LF""IEJ IS F "B’z D_V‘E:E‘&;HJIE[} ]lliﬁq[gj‘ljyf’ltllfl F’—?Ej*j[-i H"’—*J ;,r
(199/299/399) - SH[FIFF E HE ]S B S EFVETR]
399 - Officer Level % f jfbg % j
= Ak
699 Other Supporting Staff Please provide information as required by

g -

Colunms B of the Questionnaire. Other
supporting staff refer to those employees whose
activities are not usually specific to insurance,
such as secretaries, receptionists, messengers and
clerical staff providing general clerical duties
such as document processing and operating
various ofﬁce machines.
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