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Vocational

L TRAINING COUNCIL

Hﬁﬁ%ol”ﬁ@

Vocational Training Council Tower, 27 Wood Road, Wanchai, Hong Kong.

Our Reference . : (19) inIN/1/2 (01)

Y our Reference |

TelephoneNo. . 636 1724 / 2582 5075

Facsimile No. - 2893 5879

(i)
(i)
(iii) ©©

(iv)

2582 5075
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CONFIDENTIAL

WHEN ENTERED WITH DATA

VOCATIONAL TRAINING COUNCIL

THE 2003 MANPOWER SURVEY OF THE INSURANCE INDUSTRY

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 25 LTI orrrrril o] 00O f] LTI

1 2 3 4 56 7 8 9 10 11 12 13 14 15 16 17 1819 20 21 22 23 24 25 26 27

Name of Establishment:

Address:

Nature of Business*: (01) Life Insurance/ (02)General Insurance / (03)Composite Insurance

Classification of Business*: (1)Insurer / (2)Reinsurer / (3)Broker/ Company Agency ((4) Insurance/ (5) Alternative Distribution)

)
Total No. of Persons Engaged:
Name of Person to Contact | | | | | | | | | | | | | | | | | | | | | Position:
28 a7
teNo: [ || [P Fax. No.:
48 55 56 63
emait: | | | [ [ Q[P0 PP PP PPy
64 98
Part | No. of licensed For Company Agencies Only
Insurance No. of employees who have to partly (less than 50%) participate in
Intermediaries customer services relating to insurance services
registered under ( 50%)
your company Senior
Management Management Officer Clerical
Rec. Level Level Level Level
Type
Bl LCLIT] (ILT1 CII11 CLLI]CIIT]
1 2 3 45 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20

* Please select as appropriate
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PART 11

(A) (B) © (D) (E) M
Job Total Number Forecast Number of Preferred
Monthly of Persons | of Number | Vacancies | Education of
Income Engaged Employed Employees
LIFE INSURER Range 12 Months
from Now
Title No.
SENIOR MANAGEMENT LEVEL
Managing Director /Chief Executive 101
/
Chief Actuary 103
Head - Individual Long Term Business 105
Head - Marketing / Agency Operation 107
- /
Head — Group Benefits Business 109
Head - Finance / Investment /Treasurer 111
- / /
Head - Human Resources /Training 113
- /
MIDDLE MANAGEMENT LEVEL
Actuarial Manager 201
Underwriting Manager 203
Policy Services/ Claims Manager 205
/
Marketing /Agency Manager 207
/
Group Benefits Business Manager 209
Accounting / Investment Manager 211
/
Personnel / Training Manager 213
/
Information Technology Manager 215
OFFICER LEVEL
Actuaria Officer 301
Underwriting Officer 303
Policy Services/ Claims Officer 305
/
Marketing /Agency Officer 307
/
Group Benefits Business Officer 309
Accounting / Investment Officer 311
/
Personnel / Training Officer 313
/
Information Technology Officer 315
CLERICAL LEVEL
Clerical Staff /Insurance 401
/
OTHERS
Clerical Staff / Non-Insurance 601
/
Other Principal Jobs 603
Other Supporting Staff 605
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PART 11

(A)
Job

(B)
Total
Monthly
Income

GENERAL INSURER

Range

Title

No.

©)
Number
of Persons
Engaged

(D)
Forecast
of Number
Employed
12 Months
from Now

B
Number of
Vacancies

(F)
Preferred

Education
of
Employees

SENIOR MANAGEMENT LEVEL

Managing Director / General
Manager / Chief Executive
/ /

102

Deputy Managing Director /
Deputy General Manager
/

104

Assistant General Manager /

Senior Manager 106
/
MIDDLE MANAGEMENT LEVEL
Reinsurance Manager 202
Underwriting Manager 204
Account Manager / Claims 206
Manager
/
Marketing /Servicing Manager| 208
/
Assistant Manager 210
OFFICER LEVEL
Senior Account Executive/ 302
Underwriting Officer
/
Policy Services/ Claims 304
Officer
/
Marketing Officer 306
Assistant Executive / 308
Supervisor
Information Technology Staff | 310
CLERICAL LEVEL
Underwriting Clerk 402
Clerical Staff /Insurance 404
/
OTHERS
Clerical Staff / Non-Insurance | 602
/
Other Principal Jobs 604
Other Supporting Staff 606
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PART 11

(A)

Job

INSURANCE BROKER

Title

Rec.
Type

(B) © (D) (E) )
Forecast
Total of Number Preferred
Monthly Number Employed Education
Income of Persons | 12 Months | Number of
Range Engaged from Now of Employees
Vacancieg
No.
8-10 11 12-15 16- 19 20 - 22 23

SENIOR MANAGEMENT LEVEL

Managing Director/General
Manager/Chief Executive

______ > | I I O A
Account Director , | | | | | | | ||
: 2 | I I O A
— T
Manager > | I I O A
— ) ENE NN
j&jt:-.A.gt 1 SEEEEEEEE
esavicmgAsiga T T T Ll
— | ENE NN
Clerical Staff / Insurance , | N I O
— 1 ENE NN
e oL
Other Supporting Staff 2 | %////%M%////%%W////%
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PART I

(A)

Job

INSURANCE COMPANY AGENCY

Title

Rec.
Type

(B) © (D) (E) M
Forecast
Total of Number Preferred
Monthly Number Employed Education
Income of Persons | 12 Months | Number of
Range Engaged from Now of Employees
Vacancieg
No.
8-10 11 12-15 16- 19 20- 22 23

SENIOR MANAGEMENT LEVEL

Managing Director/General
Manager/Chief Executive

______ 2 | | | I I O A
Account Director ) | | | | | | | ||
MIDDLE MANAGEMENT LE\?EL - - - -
Seni :r ,.Account Manager ) || | | | | | | ||
Marketing Manager 5 || | | | | 1] | |
Account Manager , | | | | | | | | |
OFFICER LEVEL — — — -
A:count E>fef:utive | 5 || | | | | | | |
Client Servicing Assistant > | | | | 11 | [ | [ |
CLERICAL LEVEL — - — -
Clerical Staff / Insurance 2 | ] LT
OTHERS — - — -
B R oL
_ 2 | 7 7 W W
Other Supporting Staff 5 | | %////%m//////%%//%%////%
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PART Il 7= #[1

(A) (B) © (D) E) B
Job Total Number Forecast | Number of | Preferred
B Monthly | of Persons |of Number| Vacancies |Education of
Income Engaged |Employed | ZifudE Employees/
Range M1/ 12 Months Agency
INSURANCE AGENTS SR F P E from Now Personnel
IR F ES g S| R Mg/
I fif £ (e S
Title No. [}%E;ﬁ i 2]
e S0 Ul P

INSURANCE AGENTS fp@si¥ * Fias
Agency Director /
Senior Agency Manager 501 /502
Agency Manager 503 / 504
Unit Manager /
Agency Supervisor 505 /506
HCP AR |2
Agents 507 /508
L

CLERICAL LEVEL % iz

Clerical Staff /Insurance 401/ 404
LR EY ] G

OTHERS 4

Clerical Staff /

Non-Insurance 601 /602
L E ] 2

Other Principal Jobs 603 / 604

P s
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Insurance Training Board

The 2003 Manpower Survey of the Insurance Industry

o O

QUESTIONNAIRE —PART 11

) 10 (10 30

Question

Did your intermediaries receive CPD training from training programmes
organized by the company exclusively for them in the past 12 months?
12

1:VYes 2:No(GotoQ.7)
( Q7

How much of the training programmes received by your intermediaries are|
exclusive company training programmes conducted by company trainers (or
trainers temporarily engaged by the company) in the past 12 months (in
terms of credits):

12 (
)
( )
1: lessthan 25% 21 25% - |ess than 50%
25% 25%  50%
3:50% - |ess than 75% 4: 75% - less than 100%
50%  75% 75%  100%
5:100%

(a) CPD core credits
(b) CPD non-core credits

110

FOR OFFICIAL USE ONLY

Est. No.

All licensed insurance intermediaries have to comply with the CPD requirements of the Office of the
Commissioner of Insurance. The Insurance Training Board wishes to collect information on the demand
for professional and insurance training under the CPD requirements, being every licensed insurance
intermediary has to earn 5 core credits on legal/regulatory aspects of insurance practice in Hong
Kong ( 5 hours of accredited activities) and 10 non-core credits activities ( 10 hours of accredited
activitiesor 30 hours of non-accredited activities) per annum.

(5
)
Answer
(Pleasecircle )
1 2 @
1 2 3 4 5 @)
1 2 3 4 5 (©)




3 What was the estimated total number of training sessions of training
programmes conducted by company trainers (or trainers temporarily
engaged by the company) in the past 12 months?
12 (
)
1: zero sessions 2:1-49 sessions
1-49
3:50- 199 sessions 4 : 200 — 499 sessions
50 - 199 200 - 499
5: 500 sessions and above
500
(a) CPD corecredits 1 2 3 4 5 @
(b) CPD non-core credits 1 2 3 4 5 Q)
4 What was the average training hour(s) of each training session of training
programmes conducted by company trainers (or trainers temporarily
engaged by the company) in the past 12 months?
12 ( )
1: Not Applicable 2 : Lessthan 2 hours
3: 2tolessthan 5 hours 4: 5tolessthan 10 hours
5: 10 hours and above
10
(a) CPD core credits 1 2 3 4 5 ©®
(b) CPD non-core credits 1 2 3 4 5 @
5. What was the average number of intermediaries that have attended each
session of training programmes conducted by company trainers (or trainers
temporarily engaged by the company) in the past 12 months?
12 ( )
1: Not Applicable 2:1—-49 persons
1-49
3: 50— 199 persons 4 : 200 — 499 persons
50 - 199 200 —499
5: 500 and above
500
(a) CPD corecredits 1 2 3 4 5 ®
(b) CPD non-core credits 1 2 3 4 5 ©
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6.

7.

Please indicate your preference for the venue(s) for the following (@) and/or
(b) training programmes organized by the company exclusively for the
intermediaries?
(a)
(b)
1: not applicable 2 : own training centre

4 : combination of 2 & 3
2& 3

3: at training provider's place

5 : Others (Please specify)
( )

(a) CPD core credits
(b) CPD non-core credits

Which is (are) the qualification(s) that you prefer your intermediaries to
study and earn non-core credits under the CPD?

1: Most preferred 2. Preferred

3: Lesspreferred 4 : Not preferred

5: No preference

(@ ACII

(b) ANZIIF (Fellow)
(c) ANZIIF (Senior Associate)
(d CFP

() ChFC

(f) CLuU

(g9 CPCU

(hy FCII

(i) FFA

G) FIA

(k)  FIAA

() FLMI

(m) FSA

(n) Hong Kong Diplomain Insurance Studies of thel IHK

(0) LUTCF
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(10)
(11)

(12)
(13)
(14)
(15)
(16)
(7)
(18)
(19)
(20)
(21)
(22)
(23)
(24)

(25)

(26)



8. Please indicate your preferred course duration for the topics (a)-(Q)
listed below:
() (a)

1: lessthan 10 hours 2 : 10 hours —less than 20 hours
10 10 - 20

3: 20 hours or above 4 : Not apreferred activity
20

Core Credit Activities

(@) Codeof practicefor insurers/insuranceintermediaries 1 2 3 4 @7
/

(b) Legal aspect of insurance contract (28)

(c) Compulsory insurance ordinance (29)

(d) Lawsrelating to insurance claims (30)

N =
N ONONN
w W W W
O > S N

(6) Updateon insurancerelated regulation (31)

Non-core Credit Activities

(f) General Insurance (32

(g) Lifelnsurance 33

(h) Actuarial science (34

(i) Risk management 39

(1) Finance (39)

(k) Business S

() Commerce (8)

(m) Management 39

(n) Information technology “0

(o) Law “

(p) Engineering (42)

L = N S N T = T = T = W = S SRy e
NN RN NN NN NN DN NN
W W W W W W W W W W W w
>~ o 0 A D A D dM>d > > b

(q) Language and communication skills “3)

*kkk*k
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1.

Appendix 4

The 2003 Manpower Survey of the Insurance Industry

Explanatory Notes for Part |1 of Questionnaire

Please complete all columns (A’ to ‘F') 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 30.4.2003.

A P (0)

Column ‘A’ - Titles of Principal Jobs in the Insurance I ndustry
A —

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

/

(b) ‘Other Principal Jobs refer to those jobs at the Management and the Officer
levels not specific to insurance but are considered as principal jobs in your
organization.

(c) ‘Other Supporting Staff’ refer to those employees whose activities are not usually
specific to insurance, such as secretaries, receptionists, and messengers. Please
provide information as required by Column C only of the questionnaire.

C

Column ‘B’ - Total Monthly Income Range

B —

Please enter in this column the appropriate code number showing the average monthly
income range for the employee(s)/agent(s). The monthly income should include basic
salary, overtime pay, other alowances, commission and bonus. (See note on page 3*)
/
3 *
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Average Monthly Income Code

$6,000 or below 1
$6,000

$6,001 - $10,000

$10,001 - $20,000
$20,001 - $30,000
$30,001 - $40,000
$40,001 - $60,000
$60,001 - $80,000

$80,001 or above
$80,001

o N oo o b~ WN

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 agents 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
D) —

The forecast of number employed means the number of employees/agents you will be
employing 12 months from now. The number given could be less than that in column
‘C’ if acontraction is expected.

/

(©

Column ‘E’ - Number of Vacancies at Date of Survey

B —

‘Existing Vacancies refer to those unfilled, immediately available job openings for
which the establishment is actively trying to recruit personnel at date of survey.
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7. 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/agents to have.

/ (F)
Education Code
Professional Qualification 1
University Degree or equivalent 2
Sub-degree/Higher Diploma/Higher Certificate or 3
equivalent
/
Advanced Level/Diploma/Certificate or equivalent 4
Secondary 5 5
kkkkkkkkkhkhkkkkkk*k%
*Note: If you have more than one employee (or agent) doing the same job, please enter the weighted

average figure for that job category which is given by:

Total for that category of employees
Total number of employeesin that category

* ( )
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Appendix 5

Job Description for Principal Jobs
in the Life Insurance Sector

Code No.

Job Title

Job Description

SENIO

R MANAGEMENT LEVEL

101

Managing Director/
Chief Executive

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.

103

Chief Actuary

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.

105

Head - Individual Long
Term Business

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 servicesto clients.
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Code No.

Job Title

Job Description

SENIOR MANAGEMENT LEVEL (Continued)

107

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 kits
for sales force. Trains and supervises saes
force/lagents.  Appoints brokers and liaises
with them.

109

Head — Group Benefits
Business

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.

111

Head - Finance/lnvestment/
Treasurer

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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Code No.

Job Title

Job Description

SENIOR MANAGEMENT LEVEL (Continued)

113

Head - Human Resourcesd
Training

Develops, maintains and administers personnel
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 and manages training
and development programmes for staff.

MIDDLE MANAGEMENT LEVEL

201 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.

203 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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Code No.

Job Title

Job Description

MIDDLE MANAGEMENT LEVEL (Continued)

205

Policy Services/
Claims Manager

Directs a complete range of satisfactory service
to policyholders. Investigates and approves
clams filed under an insurance policy or
determines company’s liability in claims.
Oversees negotiation of settlement with
clamants 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.

207

Marketing / Agency
Manager

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. Evauates sales
operation and performances of agencies and
agents.
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Code No. Job Title Job Description

MIDDLE MANAGEMENT LEVEL (Continued)

209 Group Benefits Business Develops and implements working procedures
Manager 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. Co-ordinates with other
departments for quality services and efficiency.

211 Accounting/ Supervises the day-to-day administration of
Investment Manager fund portfolios and implements the investment
policy. Provides technical advice on

budgeting, taxation, financia  analysis,
forecasting and long-term planning.

213 Personnel/Training Manager | Implements and coordinates  recruitment,
selection placement, transfer, and staff welfare
programmes.  |dentifies training needs and
organizes training and employee career
development programmes. Evauates the
effectiveness of training activities.
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Job Description

tinued)

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.

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.

Assists the Underwriting/Policy 1ssue 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.

Code No. Job Title
MIDDLE MANAGEMENT LEVEL (Con
215 Information Technology
Manager
OFFICER LEVEL
301 Actuaria Officer
303 Underwriting Officer
305 Policy Services/
Claims Officer

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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Code No.

Job Title

Job Description

OFFICER LEVEL (Continued)

307

Marketing/
Agency Officer

Assists the Marketing/Agency Manager to
prepare promotional materials. Liaises with
mass media and carries out publicity activities
or exhibitions. Coordinates with marketing
and sdes daff 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.

309

Group Benefits Business
Officer

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.

311

Accounting/Investment
Officer

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

123




Code No.

Job Title

Job Description

OFFICER LEVEL (Continued)

313

Personnel/Training Officer

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

315

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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Job Description for Principal Jobs
in the General |nsurance Sector

Code No.

Job Title

Job Description

SENIOR MANAGEMENT LEVEL

102

Managing Director/
General Manager/
Chief Executive

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.

104

Deputy Managing Director/
Deputy General Manager

Provides leadership, direction, and guidance of
company activities to ensure the short-term and
long-term strategies being implemented. Assists
the Chief Executive in future business
devel opment and maintenance of organization.

106

Assistant General Manager/
Senior Manager

Manages the operationa activities of all
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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Code No.

Job Title

Job Description

MIDDLE MANAGEMENT LEVEL

202

Reinsurance Manager

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.

204

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 speciaize
in underwriting one type of insurance such as
accident, fire and marine, and is designated
accordingly. Coordinates and supervises the
work of subordinates.

206

Account Manager/
Claims Manager

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 professionas like loss
adjusters, average adjusters, surveyors, lawyers
and reinsurers. Supervises and trains
subordinates. Keeps and analyses statistics.
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Code No. Job Title

Job Description

MIDDLE MANAGEMENT LEVEL (Continued)

208 Marketing/Servicing
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.

210 Assistant Manager

Assists managers in various functiona areas.
Trains and supervises the work of subordinates.
Carries out other duties as specified.

OFFICER LEVEL

302 Senior Account Executive/
Underwriting Officer

Assists the Account Manager/Claims Manager in
underwriting business and files claims. Reviews
sdes perfformance and implements sales
programme.  Contacts clients to promote sales.

304 Policy Services/
Claims Officer

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 clams
settlement.

127




Code No.

Job Title

Job Description

OFFICER LEVEL (Continued)

306

Marketing Officer

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

308

Assistant Executive/
Supervisor

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

310

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
devel opment projects and specific user problems.
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Job Description for Principal Jobs
in the Insurance Broker Sector

Code No.

Job Title

Job Description

SENIOR MANAGEMENT LEVEL

101/102

Managing Director/
General Manager/
Chief Executive

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

115/106

Assistant General Manager/
Account Director

Manages the operational activities of all
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.

MIDDLE MANAGEMENT LEVEL

217/212

Senior Account 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

Job Description

MIDDLE MANAGEMENT LEVEL (Continued)

207/208

Marketing Manager

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

219/206

Account Manager/
Claims Manager

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 professionas like loss
adjusters, average adjusters, surveyors,
reinsurers and lawyers. Supervises and trains
subordinates. Keeps and analyses statistics.

OFFICER LEVEL

317/304 | Account Executive/ Underwrites policies and approves clams
Claims Executive within authorized limits. Keeps and analyzes
new business and clams @ Satistics.
Implements the company’s guideline for risks
appraisal or claims settlement.
319/312 | Client Servicing Assistant 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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Job Description for Principal Jobs in Insurance Agencies

Code No.

Job Title

Job Description

SENIOR MANAGEMENT LEVEL

101/102

Managing Director/
General Manager/
Chief Executive

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.

115/106

Assistant General Manager/
Account Director

Manages the operational activities of all
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.

MIDDLE MANAGEMENT LEVEL

217/212

Senior Account 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 Job Description
MIDDLE MANAGEMENT LEVEL (Continued)
207/208 | Marketing Manager Participates in formulating and implementing

for

marketing/servicing policies. Be responsible

implementing marketing programmes.

Liaises with clients and public relations.
Trains and supervises subordinates.

221/214 | Account Manager Identifies and advises insurance and investment

plans

to meet customers needs. Anayses new

products in the market and dStatistics.
Maintains relationship with insurers and clients.
Supervises and trains subordinates.

OFFICER LEVEL

321/314 | Account Executive Underwrites policies within authorized limits.

Keeps and analyzes new business statistics.
Implements the company’s guideline for risks
appraisal.

319/312 | Client Servicing Assistant Handles enquiries from existing and prospective

appro|

clients. Gives explanation and advice to
customers and if necessary, directs them to

priate sections or managers.
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Job Description for Clerks

Code No. Job Title Job Description

CLERICAL LEVEL

402 Underwriting Clerk 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.

401/404 | Clericd Staff/Insurance Performs clerical duties in relation to the issue
of insurance policies and endorsements. Keeps
records and statistics.
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Job Description for Insurance Agents

Code No.

Job Title

Job Description

501/502

Agency Director/
Senior Agency Manager

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.
50

503/504

Agency Manager

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.

10 - 50

505/506

Unit Manager / Agency
Supervisor

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.

10

507/508

Agent

Identifies prospective clients to acquire new
business and serves existing policyholders.
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Job Description for Other Jobs

Code No.

Job Title

Job Description

601/602

Clerical Staff/Non-insurance

Performs general clerica duties such as
document processing and operating various
office machines.

603/604

Other Principal Jobs

In this column, please provide information as
required by Columns C of the Questionnaire.
Other principal jobs refer to those duties not
specific to insurance handled by managers or
officers.

C

605/606

Other Supporting Staff

In this column, please provide information as
required by Columns C of the Questionnaire.
Other supporting staff refer to those employees
whose activities are not usually specific to
insurance, such as secretaries, receptionists, and
messengers.

C

135




	(5)Sect3.pdf
	二○○一至○三年間各級保險�專業僱員的人力轉變情況
	二○○一至○三年間�保險營業人員的人力轉變情況
	二○○一至○三年間人壽保險
	營業人員的人力轉變情況


	(11)App3.1.pdf
	Sheet1

	(17)App3.7.pdf
	Insurance Training Board
	The 2003 Manpower Survey of the Insurance Industry



