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2011 Manpower Survey of the Real Estate Services Industry

B oE R B ¥ - O — — F A NS W&
PART |
A (8) © (D) (O] ) ©) (H)
8
Job Monthly Number Forecast of No. of é
TfE Income of Employees No. Employed || Vacancies g :;-’- - (i) Enter in Column (B) employee's monthly income
Code =PN ¢ 12 Months at Date S u lb\ range according to the following codes for each type
Hirdmak from Now of Survey @?ﬁ g @ of employees. This should include basic wages,
THHITE HEHE | 2% S5 regular overtime pay, cost of living allowance,
+ZEA% HYZE AR %E g m meal allowance, commission and bonus etc.
f==PN ¢ ol % ﬁ (less employee's contribution to MPF), if any.
2% (s S 7B | AR B AU AR
Rec. Code & g EIFEECHT ~ & BB TARRYRAL - A5G -
Type E k] R GG - I A4S (HOBRMR B A i
- KRR ATRSHER) £ -
8-10 11 12-15 16-19 20-22 24
Code Monthly Income Range
L 2 | | | [ [ [ | Y EEETON 13
2. 2 | ] | 1 | | 1 | | ] 1 $6,000 or below AT
2 $6,001 - $10,000
3 2| | | [ 11 [ 11 [ | 3 $10,001 - $15,000
4 $15,001 - $20,000
4. 2 | ] | 1 | | 1 | | ] 5 $20,001 - $30,000
6 $30,001 - $40,000
5. 2| | | [ 11 [ 11 [ | 7 $40,001 - $60,000
8 $60,001 or above Bl I
6. 2 | | | [ [ [ |
2 2 | || I N
8. 2 | | | | | | | | | | (i) Enter in Column (F) the preferred level of education
according to the following codes:
) 2 | | | [ [ [ | SR TSR BRI
HATF A
10 2 | || I N
Code Preferred Education
1 2 | | | [ [ [ | i HHYERE
12. 2 | ] | 1 | | 1 | | ] 1 Professional Qualification
13. 2 | ] | 1 | | 1 | | ] 2 University Degree or above
KRERE DL
14, 2 | ] | 1 | | 1 | | ] 3 Associate Degree/Professional Diploma/
Higher Diploma/Higher Certificate
15. 2 | ] | 1 | | 1 | | ] or equivalent
BBy OB
16. 2 | | | [ [ [ | BRCUR, S
4 Diploma/Certificate or equivalent
17. 2 | | | [ [ [ | OB/ s
5 Matriculation
8. 2 | ] | [ [ [ | KETEF
6 Secondary 5
19 2 | | | [ [ [ | T
7 Secondary 3 or below
2. 2 | | | [ [ [ | P
2L 2 | | | [ [ [ |
2 2 | | | [ [ [ |
(iii) Enter in Column (G) the preferred relevant years
23. 2 | ] | 1 | | 1 | | ] of experience according to the following codes:
FiHE S EARHEMEE - # NYI4RSR
2. 2 | | | [ [ [ | HIA TG | B
25. 2 | ] | 1 | | 1 | | ] Preferred Relevant
Code  Years of Experience
2. 2 | | | [ [ [ | W EANRBEY
27. 2 | ] | 1 | | 1 | | ] 1 Less than 1 year
—EMT
28. 2 | ] | 1 | | 1 | | ] 2 1 year to less than 3 years
—HEEZAELT
20, 2 | ] | 1 | | 1 | | ] 3 3 years to less than 6 years
ZEENRFELT
30. 2 | ] | 1 | | 1 | | ] 4 6 years to less than 10 years
ANEEHEUT
31 2 | | | | | | | | | | 5 10 years or more
SR
32 2 | | | [ [ [ |
3 2 | | | [ [ [ |
EL8 2 | | | [ [ [ |
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THE 2011 MANPOWER SURVEY OF THE REAL ESTATE SERVICES INDUSTRY

FiHERBX O —F ANHE

PART 11 =%k

Impact on human resources of your organization due to the development of the Mainland and other cities

PRt R HC At T S R A A D B R R

FOR OFFICIAL USE ONLY
LIRS

Est. No.

Er. No.

1. The total number of employees who have stationed in the Mainland or other cities for over 180 days in the past 12 months

(1.6.2010 - 31.5.2011) (by type of real estate services).

SH R S R+ T E A (1.6.2010-31.5.2011) ZHHREER UM ECH AT TAFEE180H 2 R B A

(H Pt E R s S 8 1 97)

(@) Mainland cities (Please specify)

PS5 (SEZYH)

(i) Real Estate Development
Hh7E S feE

(ii) Property Management and Maintenance

SUE S eEdTs S

(iii; Estate Surveying, Valuation and Consultancy

A ~ 5 E R

(iv) Estate Agency
A

(b) Other cities (Please specify)
Bt (7))

(i) Real Estate Development

b S e

(ii) Property Management and Maintenance

VI E N R

(iii’ Estate Surveying, Valuation and Consultancy

e ~ i E R R

(iv) Estate Agency
AR

Managerial/
Professional
Level

SEPE S S

=

i
i

17

i
i
i

26

i
i
i

35

:
:
z

44

:
:
z

53

:
:
z

62

:
:
z

71

Supervisory
Level

FEH

i
i

11

20

29

38

a7

56

65

74

Technical
Support and

Operative Level
it s 3 4E N B

14

23

32

41

50

59

68

77

For official use |_| |_|

LA AR IR 8 81
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Please estimate the total number of employees whom your Hong Kong company will arrange to station in the Mainland or

other cities for over 180 days in the next 12 months (1.6.2011 - 31.5.2012) (by type of real estate services).

SElETEARACT B A A (1.6.2011 - 31.5.2012) H ks 2 PRREEH A Bt 77 T/FiE #8180 0 =~ g R A B
(% it E R s S 1 07)

@)

(b)

Mainland cities (Please specify)

oAt (B5YH)

(i) Real Estate Development

b % e

(ii) Property Management and Maintenance
VIsEEH K ORE
(iii; Estate Surveying, Valuation and Consultancy

I~ {5 (E R

(iv) Estate Agency
I AEE

Other cities (please specify)
Bttt (F51H)

(i) Real Estate Development
Hh7E S feE

(ii) Property Management and Maintenance
VIREE R R
(iii; Estate Surveying, Valuation and Consultancy

g ~ 5 E R

(iv) Estate Agency
AR

Managerial/
Professional
Level

K HER

-
i
i

82

i
i
:

91

-
i
i

100

:
:
z

109

i
i
i

118

:
:
z

127

i
i
i

136

:
:
z

145

Supervisory
Level

FEER

85

94

103

112

121

130

139

148

Technical
Support and

Operative Level
Feffr B3 E N B8

88

97

106

115

124

133

142

151

The total number of employees who travelled frequently to the Mainland in the past 12 months (1.6.2010 - 31.5.2011)
(by type of real estate services).

HEESE RN B AT T E A A (1.6.2010 - 31.5.2011) - &LHELRAMATIR S A B (2 5t IR 2 HIE 7)) -

(a) Real Estate Development
7 S

(b) Property Management and Maintenance
YIZEE R R

(c) Estate Surveying, Valuation and Consultancy

IS~ A5 (E R EAR

(d) Estate Agency
A

Managerial/
Professional
Level

KRG

i
i
i

154

:
:
:

163

i
i
i

172

:
:
:

181

Supervisory
Level

FER

157

166

175

184

Technical
Support and

Operative Level
Fefr Fe g E N B4k

160

169

178

187

For official use
Iﬁtfﬁﬁﬂ%ﬁfﬁﬁ 190 191 192
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4. Please estimate the total number of employees who will travel frequently to the Mainland in the next 12 months (1.6.2011 - 31.5.2012)
(by type of real estate services)

sEflEHEARA {8 H (1.6.2011 - 31.5.2012) FaCH LRI A B B A\ B (1% BHtE RS B8 77) -

Managerial/ Technical
Professional Supervisory Support and
Level Level Operative Level
SR EER FEH e & S (EIN K
(a) Real Estate Development
S 193 196 199
(b) Property Management and Maintenance
VISEE R ORE 202 205 208
(c) Estate Surveying, Valuation and Consultancy
IS~ (58 R 2 214 2
(d) Estate Agency
iﬂlﬁ{tfi 220 223 226
Training
EllEs

5. The total number of employees who had received the following training in the past 12 months (1.6.2010 - 31.5.2011) (by type of course)

SR A+ (8 H A (1.6.2010 - 31.5.2011) & #:2 THIHIISKEI B S AB (FatEfEsdEr)

Managerial/ Technical
Professional Supervisory Support and
Type of Course Level Level Operative Level
IR (USE P s = TR Esdp& S (INI=E
(1) Specific Knowledge/Skills
=V I Y3
(a) Property Development
YEZE
Real Estate Administration
HhEE TR 229 232 235
Marketing Technique
FE:E’%¥E%&I§ 238 241 244
Project Management Skills
IE E %’—‘,}E&IG 247 250 253
Financial Management and Housing Economics
WIS R R R 256 259 22

(b) Estate Surveying, Valuation and Consultancy

HHEERE ~ 15 (EREEE

Marketing Strategy Planning

ﬁ?i%%ﬂig%t%ﬂ 265 268 271
Research Skills

Eﬂ‘%?iIE 274 277 280
Surveying & Valuation Skills

R A (R 23 285 288
Planning and Land Development

RE R HE R 292 295 298
Compensation

A 301 304 307

Property/Leasing Management
i HRER 340 w3 e

:
:
:

For official use [ I ey I ) A

Etfﬁ?ﬁﬂéﬁ!ﬁ?iﬁg 319 320 323 326 329
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(©

(d)

(e)

(I

(@

(b)

(©

(d)

®

)

)

Type of Course

SRR

Estate Agents

HECEE

Law Relating to Estate Agency Work
it e (B LAEAE RAY A1
Compliance Matters

BROEHEH

Practice-related Knowledge and Issues
BHERIS S EH]

Professional Ethics

BT

Estate Agency Practice in Other Jurisdiction
(Except Mainland)

HAENEERE (NHERSN) HEEEEE

Property/Housing Management
YEFEEE

Facilities Management
B

Property/Housing Management

Vg BEEH

Real Estate Services in the Mainland
PIH 5 A A5

Real Estate Development
Hh7E S feE

Property Management and Maintenance
VIREE R R
Estate Surveying, Valuation and Consultancy

g ~ 5 E R

Estate Agency
AR

Generic Skills
HARKYT
Computer Application (including IT)
BISEN (BEEHRED
Language : Putonghua
WX T
English
HE
Management Skills
(Etiitia]
Supervisory Skills
BERT
Communication Skills
TS

Customer Services Skills

A R

Others (please specify)
HAthr (FIHD

Managerial/
Professional
Level

KRR

-
i
i

330

i
i
:

339

-
i
i

348

i
i
:

357

-
i
i

366

:
:
z

375

i
i
i

384

i
i
i

393

:
:
z

402

i
i
i

411

:
:
z

420

:
:
z

429

i
i
i

438

:
:
z

447

i
i
i

456

:
:

465

i

474

:

483

:
:
:

492

—

77

Supervisory
Level

FER

333

342

351

360

369

378

387

396

405

414

423

432

441

450

459

N
I
<)

-k
:

486

495

Technical
Support and
Operative Level
et BB N )

336

345

354

363

372

381

390

399

408

417

426

435

444

453

462

-k

N
@
o

489

498



Please estimate the total number of employees that your company will provide in-house training or sponsor to attend training in the next 12 months
(1.6.2011 - 31.5.2012) (by type of course)

s flEHEARZ {8 H 71(1.6.2011 - 31.5.2012) B A HEIF 2 At BT | B BIEE DL T BRE R R B A\ B (Reaigidsis) o)

M

@)

(b)

(©

BRI A B ERAE R A B

No. of employees to be
provided with in-house training

No. of employees to be
sponsored for training

BRI I T ERAE R A B

Managerial/ Technical
Professional Supervisory Support and
Type of Course Level Level Operative Level
SRIETEM & FHEH et e
R SN

Specific Knowledge/Skills
AR PIE 753
Property Development
YIEEE
Real Estate Administration [ L L] |
fﬁﬁ@?ﬁ:ﬁ 501 504 507
Marketing Technique [ L L]
ﬁib%*&%?ilg 519 522 525
Project Management Skills [ L L] ]
IE\‘ E %ﬁfiﬁiﬁ 537 540 543
Financial Management and L Ll L
Housing Economics 555 558 561
WA e B R AR B2
Estate Surveying, Valuation
and Consultancy
WEAE - 151EREH
Marketing Strategy Planning [ L L]
TS 573 576 579
Research Skills [ L L]
Ry 501 594 597
Surveying & Valuation Skills [ L L]
A& R AB{ERTT 609 612 615
Planning and Land Development | | | | | | | | | |
g 1 627 630 633
Compensation [ L L]
E\g{g 645 648 651
Property/Leasing Management [ L L]
PG it 663 666 669
Estate Agents
HEH
Law Relating to Estate [ L L] ]
Agency Work 681 684 687
Bt (CEE AR AHRARYED
Compliance Matters [ L L] |
gﬁé/i%ﬁ%ﬁ 699 702 705
Practice-related Knowledge [ L L] |
and Issues 717 720 723
NSRRI K TE
Professional Ethics [ L L] ]
g%ﬁ% =4 735 738 741
Estate Agency Practice in [ L L] ]

756 759

Other Jurisdiction (Except Mainland) 753
A EPEEREE (RSN
A CEESE BT

178

Managerial/ Technical
Professional Supervisory Support and

Level Level Operative Level

&/ EERY Rt Fe
HER BEANBR

I I I I
510 513 516

I I I B
528 531 534

I I I O
546 549 552

I I I I
564 567 570

I I O I
582 585 588

I I O O
600 603 606

I I O B
618 621 624

I A I I B
636 639 642

I I I I
654 657 660

I I O B
672 675 678

I I I I
690 693 696

I I O B
708 711 714

I I O I
726 729 732

I I O O
744 747 750

I I I I
762 765 768



No. of employees to be
provided with in-house training

FER I A A B ERAE R A B

No. of employees to be
sponsored for training

HERA IR I S PRAE R A B

Managerial/ Technical Managerial/ Technical
Professional Supervisory Support and Professional Supervisory Support and
Type of Course Level Level Operative Level Level Level Operative Level
SRR (S FAER Rt R (S EXERY Beitg Fe
HER BEANBR HER EAEANBR
(d) Property/Housing Management
YEFEEE
Facilities Management I 1 I o I 0 B
AT 771 774 777 780 783 786
Property/Housing Management | | | [ [ | | | [ [ [ | I I I B
Y R 789 792 795 798 801 804
(e) Real Estate Services in the Mainland
PIst 5 A EE AT
Real Estate Development I o 1 I I B
s 807 810 813 816 819 822
Property Management I I I O I I I B
and Maintenance 825 828 831 834 837 840
VIREEH RO E
Estate Surveying, Valuation I O O I I I I B
and Consultancy 843 846 849 852 855 858
M5~ fh(E R
Estate Agency I I I B
e 861 864 867 870 873 876
(I1) Generic SKills
BRI
(@ Computer Application (including i) | | | | | | | | | | | | L L L
WISHER (AR RNS) 879 882 885 888 891 894
(b) Language:  Putonghua I o A O I I I B
=i . ST 897 900 903 906 909 912
English I O 1 I I B
B 915 918 921 924 927 930
(c) Management Skills I o A O I I I B
PR 933 936 939 942 945 948
(d) Supervisory Skills (I O I I B
R TG 951 954 957 960 963 966
(e) Communication Skills I I O I I I A B
SRR 969 972 975 978 981 984
(f)  Customer Services Skills (I O I I I B
REZ BTERIS 987 990 993 996 999 1002
(g) Others (please specify)
HAh CFERED
1 I I I B
1005 1008 1011 1014 1017 1020
For official use N O O | || L1 [ ]
R 1023 1026 1029 1032 1033 1036 1039 1042
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Internal Promotion

B S

7. The total number of internal promotion in the past 12 months (1.6.2010 - 31.5.2011)
HETMEHRN (1.6.2010 - 31.5.2011) ANEEH AV EE NE -

From Supervisory to Managerial/Professional Level From Technical Support and Operative to Supervisory Level
EH LR BT R A0 B SEESTIPSE NN PA Y e a ndd
1043 1046

Employees Left
i PN

8. The total number of employees left in the past 12 months (1.6.2010 - 31.5.2011)
BETMEHARN (1.6.2010 - 31.5.2011) HEEEAYIE S AL -

Managerial/ Technical
Professional Supervisory Support and
Level Level Operative Level
KEHE B FIER £ DS (INSEL
1049 1052 1055

Recruitment

EieLE

9. Please state the number of recruits of your company in the past 12 months (1.6.2010 - 31.5.2011)
Y EEEEEE T EHARN (1.6.2010 - 31.5.2011) FHESHIR B AHL -

Managerial/ Technical
Professional Supervisory Support and
Level Level Operative Level
L EEL TEH Fedf B8 N Bk
(a) Total number of recruits
\g/[%?ga;gj\%( 1058 1061 1064
(b) Number of recruits having real estate services
related experience from item 9(a) above 1067 1070 1073
FFI9@)THET - B it R SEAE B
R HIOPN 4
For official use
Iﬂ:ﬂ‘ﬁﬁﬂ%'%iﬁg 1076 1077 1078 1079
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Recruitment Problem

Bl |

10. Did your company encounter any difficulties in the recruitment of real estate services personnel at various job levels
in the past 12 months (1.6.2010 - 31.5.2011) ?
EHEEEE T (EHP (1.6.2010 - 31.5.2011) R3S Fr il A AR TS (5% BT AV A B I EE 2

|:| Yes (Please go to Q11) D No (Please go to Q12) D No recruitment nor tried to recruit (Please go to Q12)
1080 H GHEELLE) 081 9E (BB 12) w82 KFREEREE (BEE 128D

11. Please choose the possible reasons for encountering recruitment difficulties. You may wish to tick more than 1 field for each job level.
BB RR - SR E—H L -

Managerial/ Technical
Professional Supervisory Support and
Reasons Level Level Operative Level
JEIA S FAESH £ di9&E S (NS
(a) Lack of candidates with relevant experience |:| |:| |:|
B ELAB R 1063 1054 1085
(b) Unsatisfactory terms of employment
B FE R R T 1086 1087 1088
(c) Unsatisfactory working environment [] [] []
Iﬂziﬁiﬁk{i 1089 1090 1091
(d) Limited career prospects |:| |:| EI
%‘ﬂfﬁ%@ﬁﬁﬁ' 1092 1093 1094
(e) [Insufficient trained/qualified manpower [] [] []
in the related disciplines 1095 1096 1097
= BEAHRRTIGE,E A A JIER
(f) Others (Please specify)
HoAtr (55299)
1098 1099 1100

12. Do you expect a manpower change in your company in the next 12 months (1.6.2011 - 31.5.2012) ? If there is expected manpower change,
please go to Q13.
IS TR E A & Rk 1 (8 H (1.6.2011 - 31.5.2012)F A\ T8 ) ? AIFHHIA A F888) - 50155 13 /4 -

Managerial/ Technical
Professional Supervisory Support and
Level Level Operative Level
S s = FAE4R Refty Bt N B8k
+/- +/- +/-
Hong Kong
§/§ 1101 1102 1105 1106 1109 1110
Mainland cities L] || ||
Wﬁtjﬁzl—.ﬁ 1113 1114 1117 1118 1121 1122
Other cities I_l_l_l
Eﬁtiﬁzlﬁﬁ 1125 1126 1129 1130 1133 1134

For official use |_| |_| |_| |_| |_| |_| Ll u u

H:tﬁﬁﬁ%%iﬁg 1137 1138 1139 1140 1141 1142 1143 1144 1145
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13. Referring to Q12, please choose the possible reasons for manpower change in your company in the next 12 month (1.6.2011 - 31.5.2012).
You may wish to tick more than 1 reason for each job level.

SIEB 120K - SH R TR e AR+ (8 F (1.6.2011 - 31.5.2012) 5 A FEFHYEIA > GRS (EF KA -

Managerial/ Technical
Professional Supervisory Support and
Reasons Level Level Operative Level
JRA SR HER FEH s & S (EIN K
(a) Change of manpower cost
N A 1146 1147 1148
(b) Change in economic outlook |:|
Q@g/ﬁaﬁﬁ%afgzg{t 1149 1150 1151
(c) Reorganization of Company D D EI
INEI RS 1152 1153 1154
(d) Business expansion / contraction |:| |:| |:|
SETSIRE ks 1155 1156 1157
(e) Outsourcing / In-sourcing of work |:| |:| EI
TAESMAL ] NIRRT 1 1158 1159 1160
(f) Others (Please specify) [] [] ]
EJ’@ ( Eﬁgﬁ% ) 1161 1162 1163

For official use |_| |_| |_| |_|

Et*&ﬁﬂ@ﬁ%iﬁg 1164 1165 1166 1167

End of Questionnaire
H&5E
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Appendix B
b 3% B

The 2011 Manpower Survey of the Real Estate Services Industry
FHEREE _O——F AN TTHE

Explanatory Notes for Part |
Mrar (25 1 3684 )

1. 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.

RIEERAN(A) £(6) 0 AN EME - FEZMIEA) /&5t -

2. Column ‘A’ - Job Titles and Brief Job Descriptions of
Principal Jobs in the Real Estate Services Industry

(A) M — F5th 28 fie s 2 5 SIS 1 e A R T 1R i B

(@) Please note that some of the job titles may not be the same as those used in your firm,
but if the jobs have similar or related functions, please treat them as the same and supply
the required information in the questionnaires.

TP TR I B A TR (BT EERA » 90 )
B 5 o 1 A 2R SR BRI R -

(b) Please classify an employee according to his major duty irrespective of any additional
secondary duties he may be required to perform.

i MR 95 B0 £ SO o0 38 (A s e BT SR AL Y B ORs ) -

(c) Please add in this column titles of employees whose duties demand real estate training
(please specify title) and fill in ‘B’ to ‘G’ accordingly.
i BN E A HAL AN BRBE B8 5B & Ik % 2l R 55 4 tE A ik
HIgA - FERIEE (B) £(G) i -

3. Column ‘B’ - Total Monthly Income Range of Employees

(B) # — e B&HEUA

Please select and enter in this column the appropriate code number showing the average
monthly income range for the employee(s) during the past 12 months (June 2010 - May
2011). The monthly income should include basic wages, regular overtime pay, cost of
living allowance, meal allowance, commission and bonus etc. (less employees’ contribution
to MPF). If you have more than one employee doing the same job, please enter the average
figure.

HRBEREBETHEAFE _O—OFAHE _O——F 7 HHIH)FH
FHWARE  BEHEERFTEAB) MW -"FHBRA, BFEEF - EE
I TR AR ~ A 0ERAE ~ BB A ~ M e ALl (HIBR(E & AT XA Ay 58
FIMEARE B - B A F R EE— e BEERE S 55 P
B -
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Code Number to be
Average Monthly Income Entered into Column ‘B’

35 6 H A S ¢

$6,000 or below B¢ L T
$6,001 - $10,000
$10,001 - $15,000
$15,001 - $20,000
$20,001 - $30,000
$30,001 - $40,000
$40,001 - $60,000
$60,001 or above =LA F

o N o o B~ W N

4. Column ‘C’ - Number of Employees

(C) 1 — EE& A%

‘Employees’ refer to those working full-time (i.e. at least consecutive 4 weeks a month, and
not less than 18 hours in each week) and receiving regular pay from your firm. These
include proprietors and partners working full-time for company but exclude those working
part-time. This definition also applies to ‘employee(s)’ appearing in other parts of the
guestionnaire.

"BE ERNEAFARBLE (AEH LELRDHEEUHE - §HF DR
+/UNE ) REMIZEGR AL HFEFEAEA SN2 TIENRE K
aB AN BErEEFRBREES - HERMEDEHN TBE ) —5 > EFNE -

5. Column ‘D’ - Forecast of Number Employed 12 Months from Now

(D) M — AR+ HBHE E 8 A&

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

Hatle B ABIE & A FE T 6 AR av(E 8 N8 - a0 flEt 5655 AT sE U 4 -
i lin N =N (O I

6. Column ‘E’ - Number of VVacancies at Date of Survey

(E) M — 3 7 1 e 2= R 3

Please fill in the number of existing vacancies you may have. ‘Existing Vacancies’ refer to
those unfilled, immediately available job openings for which the establishment is actively
trying to recruit personnel at date of survey.

HEABEAF ARG T A ) fEZ BB o ATLZEW T
BOEfE M E T -
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. Column ‘F’ - Preferred Level of Education

(F) # — BEEANAEBFEE

Please enter in this column the appropriate code number showing basic education which an
employee should have.

as 1% NHIBRSRSE > KER B AMNEARZBEEEEA(F) #A -

Education Code
HERE & 5%
Professional Qualification 1
—J‘ ZIR E 1:%
University Degree or above 2
REEA L E
Associate Degree/Professional 3

Diploma/Higher Diploma/
Higher Certificate or equivalent

RIZ T2 HEE
=ECUR S mR S E

Diploma/Certificate 4

or equivalent

OB

Matriculation 5

RE TR

Secondary 5 6
Sl

Secondary 3 or below 7

=8l
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Appendix C
bk C

Job Descriptions for Principal Jobs in
Real Estate Development Sector

2 S R S A |

T A TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Managerial and Professional Level 2&¥ K7 B2 A B4l

102. | Director/ Plans and directs the operations of the organization.
Associate Director/ Formulates and implements business strategies and
General Manager policies. Reviews the operations and results of the
enterprise; plans and controls the allocation of
resources.

wHE/ R S EEEIEE  SIET BT SR s T

BES Bt 5 A SRR R ey SRE R AERTE IR 7B -

s

103. | Sales/Marketing Manager Plans and manages the sales and marketing activities

of the properties under development. Formulates
and implements marketing strategies. Takes charge
of implementing sales/promotional programmes.
Appoints agents and liaises with them.

E Vs RE ~ EHYIERHE KSR TIE - #ET K
BTSSR RIS ARHE HERETE] - PhiE
d S et

107. | Property Manager/ Administers the acquisition, management and

Area Property Manager disposal of properties. Negotiates or approves
purchase, rental or sale of property. Oversees the
leasing of the estate. Initiates and directs studies to
compile data for the analysis of rents, real property
values and maintenance costs. Supervises the
maintenance of records of property revenues and
expenditures, administers budget and prepares
associated reports.
LUE S BRYEEE MEHEH  YEEE S
paNtRYE SAGE HOA R RAR R - BEEYISEE - HEHETHE
BAMH® ~ MBE RIREEMIVTE M - BEEYIE
SR HEPRFER  BEMETER - 8 HEHS
B
113. | Project Manager Plans, organizes and manages building and

THH

construction projects. Coordinates with architects,
engineers, surveyors and other professionals and
contractors to facilitate the successful completion of
a project. Undertakes financial negotiations, claims
handling and cost control.

TRE] ARG BB T RCERIEE  IRAERERAT
TAZER ~ HEAR ~ B E N 8 RoKER > DU
IR H RSEE TR ERET - A %%
HE > HETTERAE R AR
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Job Descriptions for Principal Jobs in
Real Estate Development Sector

2 S R S /DJIJ

A T AERRE

Code Job Title
Amie iy

Brief Job Description
T ESREH

Managerial and Professional Level (Continued) 283 K7 B2 A B4k (48 )

115. | IT Manager/

Computer Services
Manager/

EDP Manager

R
TR/
ESS

Maintains and supports IT related functions in the
company and its investments. Ensures the most
cost-effective IT solutions to meet with the
company’s needs. Provides input to the building
automation design of improvements. Administers
contracts for building automation system and other
on-site computer system as well as interfacing the
system with head office.

HEE SRR N A B B SR R IR S &

1 o DR EL A R N7 04 - FECT A & a R
FOTHIRFRE - #EHEE 7w - ZEFEEE
sETHER - BEHAMEGY - aEETEHIL
HA RS S8 DU IS R S I R i 5 -

131. | Development Manager

SR A

Explores and introduces development opportunities.
Carries out research and feasibility studies on real
estate  development potential, and makes
recommendations to senior management on land and
property acquisitions.
EH%&%I?E%W?*ET& o BFE T Pt E S5 e
BT AT SR mE M S g iR T )
%Hﬁzﬁ%éﬁbﬁ

199. | Other Supporting Managers

HA SR R s AE

Engages in other real estate services related duties
such as estate management, maintenance and
surveying.

TR Gt FE IR S AR EY AR RS - EEYEE
H -~ fREKHE -

Supervisory Level T {F4k

201. | Project Officer/
Assistant Project Manager

Assists the project manager in the planning and
managing of building and construction projects.

HHE FES hBhIH H SCHR RS - BRI T SOERIEE -
BIEITE H 46
202. | Marketing Officer/ Assists in the implementation of promotional

Sales Officer activities for the sale of properties under
development. Co-ordinates with estate agents and
salespersons.

i EXEd Tﬁﬂﬂéﬁﬁﬂﬁ%%mﬁ%@%iﬁb B AUER B

EETE =R B -
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Job Descriptions for Principal Jobs in
Real Estate Development Sector

2 S R S A |

T A TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Supervisory Level (Continued) F{f4k (4&)

203. | Property Officer/ Assists in administering the sale, leasing and
Leasing Officer property management services of properties.
U e BB EYIRIE & S E TR -
T FAE
217. | Development Officer/ Assists the development manager in the evaluation
Property Analyst and investigation of development potentials.
BRI B a e SE B R A S e v
VIt &
299. | Other Supporting Assists in the other duties relating to real estate
Supervisors services such as agency work and valuation.3
HAth SRR F £ Trh B T B Pt 7 s AR B Y EL LIRS - B E AR
B AL -
Technical Support and Operative Level iy 5z #:E A S 4k
301. | Sales/Marketing/ Assists in market researches and transcribes
Research Assistant marketing proposals. Prepares analytical and
statistical reports on marketing situation.
B e R E TG E RN B T RS -
MHEYIZE RAEE S - HEFRENER - B4t
s o TSR K -

302. | Property Clerk Assists in the property management services and
activities within the property/estate.

UE DS T BB B E T E PR A R AR A A -

303. | Technician Carries out and supervises the maintenance and
repair work of the estate/building.

g & BT REE R ETFIEERE L -

306. | Building Attendant Maintains property. Participates in simple repairs
and maintenance of buildings, manning equipment
and posts in property.

RNEEHE EHE BV B RYIENE TR AR EEEZRE
TAE » BF LR K TIERMAL -
307. | Leasing Clerk Assists in the leasing activities of the
property/estate.
LA BB ZE SR TR B A R LA -
399. | Other Supporting Performs other duties relating to real estate services
Personnel functions.
HAth SRR A& AT B Pt 2 IR s A R Y RS
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Job Descriptions for Principal Jobs in
Property Management and Maintenance Sector

e SE S vl
B TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Managerial and Professional Level 2&¥ k7 B2 A B4l

102. | Director/ Plans, directs and controls the overall operations of
General Manager the company. Formulates and implements business
strategies and policies to meet the business/company
objectives in the most cost-effective manner.
HE REN ~ FEE KRN RASIEE - RIE T
HaggrH ER RS S T8t DU B EARGRHY A » R
ER EREEE -

103. | Marketing Manager Plans and manages marketing activities in the
leasing of the estate. Formulates and implements
marketing policies. Takes charge of implementing
promotional and public relations programmes.

54K RE ~ BHEHEY ANEAVHEEE TSR L
F o HE RHETTHSECR - AEHTEE AR
)
104. | Assistant Marketing Assists the marketing manager in managing
Manager marketing activities in the leasing of the estate, and
implementing marketing policies, promotional and
public relations programmes.
B A B TS EE E L, R G YR S 5 T 5
J&TAF ~ T TIGBCR F T E S RS -
106. | Regional Manager/ Plans and supervises a team of management and
Senior Estate Manager/ technical staff for the management and maintenance
Senior Property Manager of a group of portfolio. Implements corporate
objectives  including  business  development,
provision of quality management and maintenance
services, effective financial control, etc.
[gass: g RENEEENEHE BTN 8 - AESEYE
=R E LA B RE A - T 51 BFER R ERE
SRR S S FRIMBENVE R R RE IR - Soa 80 P % -
108. | Estate Manager/ Supervises a team of supervisory and technical staff

Area Manager/
Building Manager/
Property Manager

=yt g
TrEE
RIBLEHE
U SE

for the management and maintenance of an estate or
building and its related functions.

BEEHENEESESMAR » BREWANEK
HRAVISE R i E H R g LAE -
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Job Descriptions for Principal Jobs in
Property Management and Maintenance Sector

e SE S vl
B TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Managerial and Professional Level

(Continued) £EHH RS N B4F (%)

109. | Assistant Estate Manager/ Assists the manager in supervising a team of
Assistant Area Manager/ technical staff for the management and maintenance
Assistant Building of an estate or building and its related functions.
Manager/

Assistant Property Manager
B E A BB AN A S - BFEEWKE K
B Sy &K BRIV M a B R ORE TAF -
B R A
BhPEYREEE T
110. | Maintenance Manager Supervises a team of technical staff for the
maintenance of building within the estate/property.
RE e BB AHAR T A B - AFEEW VERENATR
JE frE TAE -
111. | Assistant Maintenance Assists the maintenance manager in supervising a
Manager team of technical staff for the maintenance of
building within the estate/property.
B pRE s R ESHEEHART AR - BFEW )
EHRIBENAI KRB RE TIE -

112. | Promotion and Public Supervises and oversees the commercial/retail
Relations Manager aspects of the estate/property. Promotes and
(Commercial and Retail) maintains relationship with tenants/owners of the

retail/commercial ~ shops.  Arranges  suitable
promotional activities in the commercial shopping
arcade for the good of the retail business within the
estate.
RS R A RRES BB KR VENEE S B EIEEIER
(B MEE) IR = 2 L ORFF RFRAR © TEET 5 e
EEE) > BRI T EER -
113. | Project Manager Plans, organizes and manages building and

THH &

construction projects within the estate/property.
Coordinates with architects, engineers, surveyors
and other professionals and contractors. Undertakes
financial negotiations.

RE ~ EEHED, VSRR T S
SRIHE  BREREREEAD - TAZAN - HIEAD - HANE
SEN B FORIRE 5 Jar Bk -
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Job Descriptions for Principal Jobs in
Property Management and Maintenance Sector

Code
Amie

VISEEE R et

T TIEERAA
Job Title Brief Job Description
] T ESREH

Managerial and Professional Level

(Continued) &EHH RS N B&f (%)

114. | Assistant Project Manager | Assists the project manager in organizing and
managing the building and construction projects
within the estate/property.

B H AC hBhE H & H G E S E R, V)R #iE N A
FRAESIEE -
115. | IT Manager/ Maintains and supports IT related function in
Computer Services management of property. Responsible for system
Manager/ integration, services delivery and end user training
EDP Manager and support.
G S TRE MR R E A R AR - &
L) rar s g HAMEE  Iepsedt « &im M P EEI R CE T
BT BB {E -
116. | Club House/Recreation Plans and supervises a team of club house and
Manager/ recreational staff, and takes charge of the overall
Public Relations Manager/ | daily operations and management of the recreational
Customer Services Manager | and club house facilities and the hospitality services
establishment within the estate.
TR RERE ﬁ%& TEHNG P REANE - aRETARE
ANFERRRAEEE LEMIE R e i ke 1S B R B Y B A E KB R T
AR AR 4 FE ﬁf °
117. | Assistant Club House/ Assists the manager in supervising a team of club
Recreation Manager/ house and recreational staff, as well as the daily
Assistant Public Relations operations and management of the recreational and
Manager/ club house facilities and the hospitality services
Assistant Customer establishment within the estate.
Services Manager
BEG R, AR WISHEHEEENERFEAR - AREBA
BIEL AN SRR (RACER GRSt s e B By H R S E A
B s A
118. | Facilities Manager Plans, organizes and manages facilities including

R RS

commercial, residential and recreational facilities.
Co-ordinates with architects, engineers, surveyors
and other professionals and contractors. Introduces
measures to maximize cost-effectiveness.

TR ~ aHERRCE S T > B RS E R R R
fiti 3 Wsk SR ~ TRRAT ~ AT - HAEFEA
B FOEHRR - PRAGEHE IR S
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Job Descriptions for Principal Jobs in
Property Management and Maintenance Sector

VIRE T R ORE J

LA TAERRE

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Managerial and Professional Level

(Continued) &EHH RS N B&f (%)

119. | Assistant Facilities Assists the facilities manager in planning and
Manager organizing  facilities  including  commercial,
residential and recreational facilities.
PR i S H T Bt 48 H TR A S SH A3 & TR » LG RA ( R
FREE i -
133. | Banquet Manager/ Supervises and oversees the banquet functions to
Food and Beverage ensure prescribed standards be met. Monitors
Manager service standard regularly and directs employees to
provide quality services for guests.
e BE KGR TGRS - WRASEE
BN K o EHIEERE IR/ RIEE B T RBE R IUE
B -

134. | Safety Manager/ Plans and organizes safety policies and procedures
Health and Safety Manager/ | to ensure the daily operations of the workplace are
QA and Safety Manager compliant with health and safety-related legislations

as well as company policies and regulations.
ExSpg RE A R ECRIE - R TIESHYH
f R R 8CH IR O R R A 2B R A F AR DU
o Prae R e EE N FHTBERFIAR AN -
199. | Other Supporting Engages in other real estate services related duties
Managers such as leasing management and surveying.
At 7 PR AR s 4 R (e B Pe it AR S PR Y ELA RS - ELFEH B E
HEOHE -
Supervisory Level F{F4k
202. | Marketing Officer Assists in the marketing and leasing of the
estate/property.
TG EE wpBhEYE, R T e E AR TTAE -

205. | Property/Estate Officer/ Assists estate manager in administering the property
Administrative Officer management services activities within the estate.
B, XL BRI H e B R )R AR -

TR ELE
206. | Club House/ Assists the Club House/Recreation Manger in

Recreation Officer/
Public Relations Officer/
Customer Service Officer

=iV S
DRI EE
BEE IR LT

administering and implementing the club
house/recreation activities.
B E R BRSBTS T & P RS

& -
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Job Descriptions for Principal Jobs in
Property Management and Maintenance Sector

e SE S vl

B TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Supervisory Level (Continued) F{f4k (4&)

208. | Building Supervisor/ Assists in the management/security of buildings.
Building Superintendent/ Supervises the work of building attendants in the
Security Officer/Supervisor | daily management work to the estate/building.
REFE/ B RIENHVERE K fr2e TAF - B EYSEEE G
NEL = fEREE, KRENHTHEEHTIE -
REFAE/TE

218. | Maintenance Officer/ Supervises the work of the technician/artisan in the
Technical Officer/ daily minor maintenance and repair work to the
Clerk of Works estate/building.
tREFE BT B TR, RENH &I/
g £ PREHEZ TAE
THREEE

219. | Safety Officer/ Identifies and prevents the potential hazards in the
Safety Supervisor/ workplace. Designs and recommends measures for
Registered Safety Officer safety improvement.

ZeEES A 5 1 TAE S A B R B - Sat S
ZeEEE LT ©
stftZ e F 4+
220. | Chef/ Takes care of menu planning, purchasing and
Head Chef keeping inventory. Maintains high standard of food
production and presentation.
FRt BFCRHERGT - BHENES - R SRR R @
AT A FEFDER
299. | Other Supporting Assists in other duties relating to real estate services
Supervisors such as real estate agent.
HoAth SRR F 1 T B3t L 5 3t 2 IR 55 R B Yy LA RS > 4t
R -
Technical Support and Operative Level iy sz #2:E N B4k

302. | Property Clerk Provides clerical support services in property

management within the property/estate.
YIEX B RAYZEEUVEENSCE SRR -

303. | Technician Carries out the maintenance and repair works of the
estate/building, and checks quality of out-sourced
works provided by contractors.

Ko & T/ BITE, RENIIRELEE TIF o Aol &
R R T PR EEHVAMNAI TAERVE R -
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Job Descriptions for Principal Jobs in
Property Management and Maintenance Sector

e SE S vl

TR TEERE
Code Job Title Brief Job Description
G ] T ESREH
Technical Support and Operative Level (Continued) #fiiy &#={E A B8k (&)

306. | Building Attendant Participates in simple cleaning, repairs and
maintenance works, and manning equipment of the
building. Performs access control and guarding
work. Provides customer service.

RNEEHE SHIRHE 2 EE ~ B RETIE - ERET
BRIt & st HE#E - BERNERZ LI - f2Ht% 5
AR -

308. | Assistant Property Officer/ | Carries out duties relating to the property
Assistant Estate Officer/ management services activities within the estate.
Assistant Administrative
Officer
PEYEE YA BATRT AR TN EY2E S TR AR 5 A R A B -
PR ESE
PIEETE AR

310. | Club House/ Carries out the recreational activities and
Recreation Assistant/ maintenance of the club house.

Public Relations Assistant/

Customer Service Assistant

GHT RS BEFREEH N GIRE -
ANILREARBIEE,

A Ak % B B

311. | Cook Carries out food production duties for both Chinese

and Western Cuisine.
JEFHiT BRE P RAAELBE -
399. | Other Supporting Performs duties to support other real estate services
Personnel functions.
HAth SRR A& T L5 it R s AH B Y RS -
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Job Descriptions for Principal Jobs in
Estate Surveying, Valuation and Consultancy Sector

MIE ~ {5 R

TR TEERE
Code Job Title Brief Job Description
G ] T ESREH
Managerial and Professional Level 2&¥ k7 B2 A B4l

101. | Executive Director/ Takes full charge of the surveying, valuation and
Director/ consultancy business as directed by the Board of
Partner Directors/the Company.

HITHSE, HWEEG NERE > SERTTHIE - (E
wHE/ HESZE
aBA

113. | Project Manager/ Manages surveying, development and consultancy
Associate Director works/projects.

THE & EE— 2SR - VISEa e R ST -
BIEE

124. | Estate Surveyor/ Offers professional advice relating to property

Associate Director investment and development such as development
potential of properties and land resumption
compensation matters. Acts on client’s behalf in
lease modification, land exchange applications and
other land administration works. Conducts property
market studies.

SRR, RACARYIEE R RENERER  flamE

BlEE PR tY)sR s R ) RO R B E R - AR
PR B SLAMERT ~ Bt B S S HAth st T T
E - TR TSI -

125. | Valuation Surveyor/ Prepares valuations of different types of properties

Associate Director for various purposes, such as sale, purchase, letting,
financing, disposal, acquisition and public listing.
Conducts feasibility studies on all types of
properties. Acts as expert witness, independent
valuer or arbitrator in valuation disputes.
VISE MG EHIE D, P SE % BV S B YNV EE - sHEYIEEE
BlEE fFEE ~ HE - ME&E - EHERR - HEEYSE
AT RTMERSE © SBEEGEUGIVERS A - 8
LA {ERTETEN -
199. | Other Supporting Engages in other real estate services related duties
Managers such as estate management and maintenance.

HA SR e s AL

e B S ith E e 5 AH R Y HoA RS » BRI E
HL IR -
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Job Descriptions for Principal Jobs in
Estate Surveying, Valuation and Consultancy Sector

MIE ~ {5 R
T BRI TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Supervisory Level F{Fak

204. | Supervisor/ Conducts the daily agency work. Supervises a
Assistant Manager small team of estate agents/salespersons or other
(with estate agent’s supporting staff. Ensures compliance of the Estate

license) Agents Ordinance by members of the team. Be
responsible for the training and development of his
team and supports estate agents/salespersons in
their work.

FEFES BT HE Bt R © BB — N fCE

ElEcsd BB HM SRR AR 5 HEOR/ NE ST

(A Rtz QR (e RELRE) 5 Ball s e Nt E B 2
FE o WSARMFIRYTAE -

211. | Valuation Officer Surveys landed properties for rating and other
purposes. Prepares plans and reports. Assists in the
valuation of properties for rating and other
purposes; collects and collates information relating
to landed properties.

YIELEEE B EhE2 SRR AL (B R A TR - S BB R
s s BTG (B 5 22 fn i S At
R RS - BEMEYIEER -

216. | Survey Officer Undertakes survey and valuation work. Surveys
landed properties for land administration and other
purposes. Assists in the valuation of properties for
sale, lease modification and other purposes.
Collects and collates information relating to landed
properties and assists in the preparation of lease
conditions and checking of building plans against
lease conditions.

HETE B BATHIE RIS (E T - B1ZEY)E(E LTI
FEAt R - B TSR M E DA ~ 224
EaT R EA ik - FEEE S TR SR B - frp B
LRI - A SR E AE S T &S24I -
299. | Other Supporting Assists in other duties relating to real estate services
Supervisors such as agent and marketing work, etc.
HAh S % F 1+ 7 B3 A B 5 3 2 IR 55 A R Py EC A RS »
A R e E TS -
Technical Support and Operative Level iy sz #2:E N B4k
304. | Valuation Assistant/ Assists Valuation Officer in the survey of landed

Survey Officer (Trainee)

VIZEMSEBE S

REWETE B

properties for rating and other purposes. Assists in
the preparation of plans and reports.

RENYIsEME(E B, BEEYIZE IR E R H AL
2R o BB )R B R
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Job Descriptions for Principal Jobs in
Estate Surveying, Valuation and Consultancy Sector

MIE ~ {5 R
T BRI TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Technical Support and Operative

Level (Continued) #fij kil E NSk (87)

305. | Estate Agent/ Collects information about properties to be sold or
Salesperson/ leased. Surveys the needs of prospective buyers or
Sales Executive/ tenants. Introduces properties to prospective buyers
Property Consultant or tenants and explains to them terms of sale or
(with estate agent’s/ lease. Arranges inspections of properties. Prepares
salesperson’s licence) and signs estate agency agreements, sale and
purchase agreements or lease agreements.
AR, REHEYEEER TIREERSMETRR [
BEE /S REGEGH T4 - AR E IR e
-f e PISENED © B B E A R - B
e SR FHEEL] -
(FrAastheE
ER B
399. | Other Supporting Performs duties to support other real estate services
Personnel functions.
RS YN AT EAL 5t E R s A A RS -
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Job Descriptions for Principal Jobs in
Estate Agency Sector

ﬂtﬁﬁfﬁ*ﬁﬁﬂ
LA TAERRE

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Managerial and Professional Level 2&¥H k7 B2E A B4l

101. | Managing Director/ Takes full charge of the agency business and heads
Chief Executive Officer/ the management team.
Partner
HIBESE e E R - HEEHRM -
TS
aBA
102. | Director/ Takes full charge of the sales operations and
General Manager manages a number of agency firms.
wHE EEAFHELFE  WEHSEAETES -
s
105. | Regional Manager/ Looks after the sales operations, administration and
Regional Marketing compliance matters of all branches within a region
Manager or an area.
I EE BE & NS THYSERS S A TEUEE - iR &
AN A 7% Fé%/zﬂﬂ
115. | IT Manager/ Manages overall IT functions. Maintains the IT
Computer Services Manager | support for all operating units. Designs and
develops IT applications and systems to meet
automation  objective. Implements  system
integration, services delivery and end user training
and support.
GRS EEERIRHCRAC T © P A PR &R
B s A B ROk st R lE = &4 - DLETTH
L BT RIER > AR AR RS ~ #um
PRI RS -

132. | Land Executive Handles and supervises all lands transaction in
proper manner and in compliance with legal
regulations.

T HETEE BRI N BT A B LA S AR IHEIRSS
S EAER AR
199. | Other Supporting Engages in other real estate services related duties
Managers such as estate management and maintenance.
HoAth SR s aC B (e B S5t A AR s AH RA Y LA - LB SEE

HL R -
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Job Descriptions for Principal Jobs in

Estate Agency Sector

At R A ]

B TAERREA

Code
Amie

Job Title
iy

Brief Job Description
T ESREH

Supervisory Level F{F&k

204. | Manager Assists the manager in managing the daily agency
(in charge of an office/ work. Supervises a small team of salespersons or
branch)/ other supporting staff. Ensures compliance of the

Branch Manager Estate Agents Ordinance by members of the team.
Be responsible for the training and development of
his team and supports salespersons in their work.
FEFEE frp O A R B H 5 bz QPR TAF - Bt
ElEAEE R EF A A B - HECRAAN TAER
o TEE hrre CERERRG]) REAMEGIZDR - &5
GHA R BREI R 3 e TAF - iRt Q38
EEHITAE -
299. | Other Supporting Assists in supervisory duties.
Supervisors
HoAth SRR RS F A Trp BT T S -
Technical Support and Operative Level iy 5z #:E A 24k
305. | Estate Agent/ Carries out duties relating to sales and leasing of
Salesperson/ properties. Collects information about properties to
Sales Executive/ be sold or leased and needs of prospective buyers
Property Consultant/ or tenants. Introduces properties to prospective
(with estate agent’s licence | buyers or tenants and explains terms of sale or
or salesperson’s licence) lease. Arranges signing of estate agency
agreements, sale and purchase agreements or lease
agreements. Arranges inspection of properties.
e EE HETHBYIZEEE - HER T - BEYHEHE
=t 3=V FEBER MPHEER - mEER FHEHE
EETES TR AR B RR - e BRR B A (CHE (el
e = - BEHIHE SN ZIHEEYIEEN -
(FraERE
EEERIE)

309. | Trainees Works under the immediate supervision of a
supervisor licensee and prepares for a qualifying
examination.

REE G HH—Frh LR B BHR B TE R EFH S INERE

399. | Other Supporting Personnel | Performs non-estate agency duties to support

HASZIRIRE N &

licensed persons.

AT T Eh (R TAE DS -
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Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERF T e Hpsim sl
TR AR

Code
e

Job Title
AR

Brief Job Description
I{ A-/\ H

Managerial and Professional Level #&3 Kz B3 A E4)

102. | Director/ Plans and directs the operations of the organization.

General Manager Formulates and implements business strategies and
policies. Reviews the operations and results of the
enterprise; plans and controls the allocation of

=4 resources

LT T R SRR IR IA T RN R
Bt 5 fmaf SR E R SRE R AEFRTE IR B -

107. | Property Manager/ Administers the acquisition, appraisal, management

Area Property Manager and disposal of properties. Negotiates or approves
purchase, rental or sale of property. Oversees the
leasing of the estate. Initiates and directs studies to
compile data for the analysis of rents, real property
values and maintenance costs. Supervises the
maintenance of records of property revenues and
expenditures, administers budget and prepares
associated reports

yE sty BEVREH - (GEEHE  amsdil YRR

paNtX /e S =R W”%%ﬁm$a FEE - B
AR E - BEMREE R - BEYIE
W2k B RAEIEN - AEMETEE » IR ER
B

108. | Estate Manager Takes charge of the management and maintenance
of the buildings within the housing estate. Oversees
a team of building attendants and allocates work.

[E=grisaces] EEMARNEEHMRE  BEEAREEH
8 W Bo TE -

110. | Maintenance Manager Supervises the management and maintenance of
buildings within the estate/property. Oversees a
team of technical officers and allocates work.

B SN - SASE BB R, VSRR AN O K EE R R E A
EEHNRERM AR » Wl TE -
113. | Project Manager Plans, organizes and manages building and

THH

construction projects. Coordinates with architects,
engineers, surveyors and other professionals and
contractors. Undertakes financial negotiations.

oRE] ~ sHE R E TSR %%@ﬁ%‘
TAZRM ~ HIEAT - HALEEE A& RO © 76
WA 2k
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Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERFT s A Htsirssil

B TAERREA

Code
e

Job Title
AR

Brief Job Description
TAESRHA

Managerial and Professional Level (Continued) 4%¥ 5 A 54l (48)

120.

Area Manager

palRA e

Takes charge of the overall policy and plans of
property management activities for their area of
control. Establishes and directs operational and
administrative ~ procedures.  Organizes  and
co-ordinates activities within their programme.
Liaises with local community leaders.

BEZ YR E RGP GETE] § 5T10E
BB S IREE RATEE R 4H&k R aaa T EHY
TAE: Bt s o

121.

Housing Manager

Zl=E s

Takes charge of the property and tenancy
management of public rental housing estates,
shopping centres and interim housing. Establishes
and directs operational and administrative
procedures, including rent collection; monitoring
various service contractors; processing applications
for public rental housing; performing government
functions and enforcement of housing ordinances,
by-laws and policies. Applications of various
information technology systems in daily
management; liaises with councilors and local
community leaders. Attends District Committee,
Estate Management Advisory Committee and Area
Committee meetings and activities as required.
BEARE - E5 R TEERIY)SE HER T
1B BTN R BB R IHEE RATBURR - EREUR
M SRS HRBRI R I LI ER N E I AR B
L HVHES  STTRRE RG] ~ MBI FREECR &
HENRH RGN HEEE TR BB KT
EtEEM - HRENFERY - EIEEEH
ZEH - YEAGHLTD) -

122.

Property Service Manager

e i s

Takes charge of a multi-disciplinary team to monitor
and facilitate outsourced Property Services Agents
(PSA) in their delivery of management and
maintenances services in public housing estates;
carries out audit control, surprise inspections and
checks on service standard of PSAs.

TR —4H AR B R [E R Y B B BE 2 N R S
HRIREAE A FLETVE B RSB TAFRIR Ko
FIVISEIRA R AR A T 2R B A R it -
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Job Descriptions for Principal Jobs in

Government Departments and Public Sector

BURFERFT R 3 T&T%*EF‘J'J
TS TR

Code
e

Job Title
AR

Brief Job Description
I{ A-/\ H

Managerial and Professional Level (Continued) 4%¥ 5 A 54l (48)

123.

Leasing Manager

TH#

Plans and manages the leasing and marketing
activities of the housing estate.

o] s e R A S e e A -

124.

Estate Surveyor+

FESEMIEAT

Deals with the public administration, management
and leasing of lands and buildings. Values all types
of real property for purchase, sale, letting,
investment, rating and taxation. Advises client on
property valuation, feasibility study and statutory
compensation.
BERARAMNETIVEREEFRER: BE
= - E -~ S R E R SR
%Efﬂ; B SVIE(S{E ~ A TN RO A E R E
FEFEAREER -

125.

Valuation Surveyor

e SEYV =i

Values landed properties for taxation and other
purposes. Advises on rents and on the leasing,
acquisition, disposal and management of
Government owned or occupied premises.
Represents the Government in appeals where expert
advice on property valuation is required.

Rt s HeAt E HYEHEYISERVELE © REUFHYRE
T - BEMEETANER: WAH
S ﬁ%‘zﬁfﬂf FTHEFELE TV ERERE
H o

126.

Lands Executive

Assists in land control and lease enforcement in the
New Territories. Processes village house land
grants, developments/redevelopments. Assists in
coordinating clearances. Assists in the assessment of
statutory compensation and ex-gratia allowances.
Maintains record and statistics on various land
matters.

AR TR S A2 R LSRR - e B A
i~ 3R WBISREEREE  WBIRHE
R E SR RURRS  PRFSIH DR R AT
Eff o
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Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERFT s A Htsirssil
B TAERREA

Code
e

Job Title
AR

Brief Job Description
TAESRHA

Managerial and Professional Level (Continued)

RENCEINEEC D

127.

Building Surveyor/
Maintenance Surveyor

BT HERT
EF R =R

Deals with the planning, administration and
co-ordination of all types of works (including
maintenance) to buildings and land with particular
cognizance of public health, planning and building
regulations requirements.

RE - BH K HAESET TR (EERE
THR) - PIFFE A  HE SR RPIFUE -

128.

Shopping Centre Manager

[HEzoE SR RUSE

Takes charge of the management and maintenance
of the shopping centre area of the housing estate.
Oversees a team of building attendants and allocates
work.

B E RIS E RS - BEEANREEH
B Wl TIE -

129.

Transport/Car Park Manager

LTI R S

Monitors and controls use of vehicles and
transportation equipment within the estate; ensures
the smooth traffic flow and efficient handling of
passenger traffic. Manages car parks. Supervises the
delivery and disposal of vehicles of the estate.
Handles outside contractors in supplying transport
and labour services.

B2 R AR TP S S E s i (E A AR
R R EGIE . BT ) B A B A
tHRASIATEN LA N S 55 75 LA BRI
Ba -

130.

Senior Asset Manager

[SRie s

Leads the asset management function with focus on
leasing, asset management, marketing and
promotions to ensure smooth and efficient
operations. Sets performance target and accountable
for the profit and loss of the portfolio of properties
asset.

T A A EETABRE BN - BEE
B~ T R DR A E I S 2258 - 51T
ERRHE N EEES L EFEE °

199.

Other Supporting Managers

HA SR AR 5B

Engages in other real estate services related duties
suchas IT.

YT R S AR AR » R
£ -
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Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERFT s A Htsirssil

B TAERREA

Code
e

Job Title
AR

Brief Job Description
TAESRHA

Supervisory Level F{F:a)

205.

Property Officer/Assistant

YIE T AT BEE

Assists the property manager in administering the
property management services and activities within
the estate.

I BIYSE SHE RE B SR B E RS SO R LA -

206.

Estate Officer

EIEE

Assists the estate manager in discharging his duties
in the management and maintenance of the housing
estate and other related activities. Promotes and
maintains a good relationship with owners and
tenants.

BIEMAEH - BFEWERE - (rE KEAMAR
TAE 5 B RAHFIREF BAFRR (% ©

207.

Housing Officer

ZI=E SRR

Assists the housing manager in property and
tenancy management and maintenance of public
rental housing estates, shopping centres and interim
housing and other related activities. Handles
complaints, applications and letting of domestic and
non-domestic premises. Monitors performance of
service contractors; carries out enforcement actions
under housing ordinances, by-laws and housing
policies and processes daily management work
through application of various information
technology systems.

I EEEBEH - BREALET - 5
FEEHE M1 - e REMARTIE - REA
BAEEFHEEETHVHEE « $lic AT - Bgg
BRI TARRI - ST EE R EN
EREHARGN HEEETIE -

208.

Estate Assistant/
Building Supervisor

EFEBIHE

R

Oversees building attendants/artisans and allocates
works to them. Supervises cleansing, security,
simple repairs and maintenance of housing estates
including patrol of housing of public areas and
monitor slopes safety and horticulture.

EERGE R R WEe TE BB R
R PR BB A IRE > BN IR
TN R DU B E R - B RS A -

204




Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERFT s A Htsirssil

B TAERREA

Code
e

Job Title
AR

Brief Job Description
TAESRHA

Supervisory Level (Continued) F{f4k (4&)

209. | Development Officer/ Assists the building surveyor and maintenance
Maintenance Officer/ surveyor in dealing with the administration and
Building Supervisor co-ordination of all types of works (including

maintenance) to buildings and land within the estate.
BTEREEME BRI E AT A = TR E R E A E B A i 2
BT REFES WA ST S T TR (BERE ) -
B

210. | Technical Officer Prepares drawings, carries out and supervises the
maintenance and repair work of the building and
equipment within the estate.  Assists in the
implementation and tendering exercises details.

Rt F14F g BdlE Y - TR B R AT M Y 4EE
RELME S MBsITARIENER -

211. | Valuation Officer Assists the valuation surveyor in referencing landed
properties in making rental and capital valuations
and in leasing and management of landed properties.

YIEEEE TR BNSE A (B Al Ryt S s B T e AR
hE - iR ENEE N EHEH -

212. | Lands Inspector Assists Lands Executive in discharging a wide
variety of work relating to the administration of land
in the New Territories.

HhBUE £ It RIS AR L E SR -

213. | Shopping Centre Officer/ Assists the Shopping Centre Manager in the
Property Officer management and maintenance of the shopping

centre area/carpark (for Property Officer) within the
estate.
RS A EIREIS R - BEEWHE (EEE (U
Vi LT FEE) AVEHARE -
214. | Overseer/Foreman Supervises staff in cleansing, hawker control,

market management, pest control, conservancy, duty
room, cemeteries and crematoria work. Carries out
relevant law enforcement work under the Public
Health and Municipal Services Ordinance.
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Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERF T e Hpsim sl
TR AR

Code
e

Job Title
AR

Brief Job Description
I{ A-/\ H

Supervisory Level (Continued) F{f4k (4&)

215.

Rent Officer

B AL

Assists in the administration, monitoring and
enforcement of the provisions of the Landlord and
Tenant Ordinance. Prepares rental valuations and
determines the primary user of premises and issues
certificates on this user.

RRNBEEE T (ETBTI D) 530 Fld
61 SAEMTFNEERRR L EEARE
9% -

216.

Survey Officer (Estate)

MEEE (EF)

Conducts field surveys on site for planning purpose.
Assists in land control and lease enforcement in
Urban Area. Assists in acquisition of private land
and land clearance. Checks building plans and
serves statutory notices. Assists in land sales, land
grants and lease extension/renewal, land exchanges
and extensions.

BEETEMNE > DIREZH - BT
Eiﬁﬁﬁ&%%%ﬁ‘%%ﬁ%%kﬁﬁ&i
OB e EEE R > REAEEAE )
M~ L S HE E I - ot R -

221.

Welfare Worker

BRI TIEE

Manages the housing accommodations for the senior
citizens and hostels for the elderly. Organizes
social, recreational & other related activities for the
occupants of hostels for the elderly.

BHREES MEEER - hREESEEEYE
Ghitle - FEEE R HMAHEEEE) -

222.

Security Supervisor

PR EME

Manages the carparks and control of estate roads;
oversees caretaking, cleansing and security duties.

EHERES MR ER - BEETER - FR
FOPRZE -

299.

Other Supporting
Supervisors

LA SRR AR £1E

Assists in the duties relating to other real estate
services.

7 BB T B 55t i 95 A ol Y LA
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Job Descriptions for Principal Jobs in
Government Departments and Public Sector

BURFERFT s A Htsirssil

B TAERREA

Code
e

Job Title
AR

Brief Job Description
TAESRHA

Technical Support and Operative

Level fsffy K #R(E N\ S &)

302. | Property Clerk Assists in the property management services and
activities within the property/estate.

YIE LB A BNEYIZE R T R RIS RS

303. | Technician Carries out the maintenance and repair works of the
estate/building, and checks quality of out-sourced
works provided by contractors.

Retn & BITET, RENIIRELEE TIF o Al &
ALY TAFRVE & -

306. | Caretaker/ Participates in simple cleaning, repairs and
Acrtisan/ maintenance works, and manning equipment of the
Workman building. Assists in regulating conduct of users and

visitors of the property including noise abatement
and vandalism prevention.
EHE SUIHE 7 ER ~ ERRETIE  WHERET
=T/ st 2 H R - e FH 5 a2 i ST
TA FFSPAN - e g st S siiasE Y -
312. | Customer Services Mans the reception/enquiry counter and answers
Assistant telephone  enquiries.  Receives and  records
complaints and makes timely referral to responsible
officer.
% P s BhER EEHE: HMIRS & RS R A - B KA
ST AR S AR £ -

313. | Club House Attendant Offers booking and reception service and maintains
a smooth operation of the club house; arranges
indoor or outdoor activities and interest groups;
strengthens liaison work with residents and owners.

GATEHEE LR G TR - ERFGPTEIEGIR 5 WhEh
LS HENE NGB LR/ NE - DRI
EE F R EEHE -

314. | Security Guard Carries out daily patrol duties; reports defects,
irregularities and minor repairs and maintenance.

RS T BITHE KRG TIE - StrARER - B RV
e R RE -
399. | Other Supporting Personnel | Performs duties relating to other real estate services

HASZIRIRE N &

functions.
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