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Vacancy Registration Form (For General Employer)

*LOFE B TR T G A ¥ h> Op v Field with * must be filled in. Please put v in suitable box OJ .)

A. %3 FF# Employer’s Information

REBRAES
1. %2 Z 4 Name of Employer*;
i ploy _ (A
(¥ %) (English)
2. ¥ ¥ % =58 Business Registration no.*: 3. 7§ »xdp I Expiry date*:
4. ¥yt Address*: (¥ <) P—
(English)
5. 7 ¥ |+ % Business Nature*: 6. B 1 * #No. of staff*:
e bl ite:
7. 1 Website VieJ=0"4
8. m% A F4L Contact Person Information:
1. 2 8% A4 ¢ Main Contact Person Name™ (772 3 £44 ¢ 5% 72 <Jcf Ip 4 FHEP> i35 «
Default as the contact person for job application and obtaining a copy of Personal Information Collection Statement) T
Miss/Ms/Mr el L[R2 Bz Post Title *:
= = Tel*: % 2 Fax: & EREmail:
2. # s 7 % A 4+ 7 Other Contact Person Name B O5E -
Miss/Ms/Mr el LR 4 Bz Post Title *:
= = Tel*: % 2 Fax: & EREmail:
LIEHECHE:

B. £ 1 ¢ G342 3Bt h B FTHEP>HD 3>
Method for application and job seekers to obtain a copy of Personal Information Collection Statement*
9. [J#8#% Bypost [ ] E By fax % =By phone

(e FHEA NI R #3 B Ifinformation is different from Part A, please fill in : TR
Miss/Ms/Mr dp R LR A B i Post Title:
RET/GE[EF ) | TERELE

C. z 4 F# Vacancy Information
(@ £ ¢ ~ g4 B Please complete in both English and Chinese as far as possible)

10. B = &4 Job Title*: (¢ ~ ) (English)
11. z ¥+ % Working Location*: 12. 7 # # P No. of Vacancy*:
13. 3 & & { Major Job Duties*:

(¢ <)

(English):

14, 1 %45 Job Naturel*:  [] 2% Full Time [ # % Part Time

15. ®-* a55% Contract of Employment2*:
[ J& 1 Permanent
[ ]f=rF 1 Temporary (% * ¥ Employment Period) ¢ From 2 To

L5 pgpaie30 ] pant s 2F > 53230 PF 5 LB - Job vacancy with less than 30 working hours per week will be
defined as Part-time job, otherwise it will be regarded as Full-time job

2 mow g2 A BEL > 120 H Pl 5 e 1 - Employment period of 12 months or above will be defined
as permanent basis, otherwise it will be regarded as temporary basis.
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16. 1 iTpF R Working Hours *:

1 i p Day of Week 1 iepE R Working Time

5 8 - (e.g. Mon to Fri) L : (am/pm) -+ /T = : (am/pm)
2 [& and/or

28 _ (eg. Sat) M= o (amlpm)-+/TE=_ i (am/pm)

17. [] % #2rz1 i® Shift Duty: p & #>T Day Shift / & B #77 Night Shift / % 2_ Not Specified
18. 3| = p #F Date Available*: g% Immediate / - % * 1 month notice/ & # ?» 2 months notice/ = B * 3 months notice

D. ®-* i # Terms of Employment
19. A ~# & BasicSalary*: & * [ % [ p [ -] | & Permonth/week/day/hour/piece $

20. # ¥ 1 T #c Total Working Hours per week*: _ -]- ¥ hour

21. Fg3+& % ¥ 1 pF Estimated total working hours per month*: ‘I B hour

22. Fg3t& 0 @1 F Estimated total wage per month*: $

23. Fg3+# ) pr1 FF Estimated wage per hour*: $

24. ¥ Double Pay™*: %_Yes/E No 25. 7 £ Commission™*: %_Yes /% No
26. 7 = 1 i¥ 5-day work*: #_.Yes/% No 27. s& ¢+ sTpERF Flexible working hours*: % Yes/# No
28. x4 P Rest Day*: [] B =P/ Fixed: £ % #every [] /& # i+ Non-fixed

29. im{1% 2Rk Benefits and Allowance:

[ |-+ ®.Annual Leave: days [ 1427 g Bank Holiday [ 1% 1 i #p Labour Holiday [ 17~ = Bonus

[ ¥ 1 #% £ Good attendance bonus [ ]# * p& £ Year-end bonus [ ]¥ 7 4% 1! Medical Benefits [ ]#  Others:
E. B & & Job Requirements

30. 1 iv/5 5% Working Experience: 31. # & & F Qualification Requirement:
. ¥ % Language:
By FI_FV; & fokT O245 0 @- 4> @72 Z & Please state the required level ®Good, @ Average, ®Not necessary

¢ 5 Ability to speak : L] A i;g Cantonese [ ] #3 English [ ] ¥ i 3= Putonghua
[] ## Other

2% B Ability to read & write ; [ ] ¢ = Chinese [ ] #= English [] # i Other

33. & %adic 2 Computer Skills: [ < % A2 MS Word [] z#E 4 MS Excel [] ## Other

34, # i » gL £ Other Requirements (4 @ :EZ ~ 4 & ¥ e.g. certificate, license)
(3@ £ :‘ » & g% # 8 Please complete in both English and Chinese as far as possible)

(4 2):

(English):

35. gy T ALY ;B =7 4% Please indicate if the following persons are welcome for the post:

[] #g& £ 4L Older Adults [ ] # % 2 1 % B4 ~ L Persons with disabilities and persons recovered from work injuries
[] #7%k#E 4+ L NewArrivals [] > #ic* & + L Ethnic Minorities

36. i 25 1% Aot 2. P-pR 5% From which channel(s) do you know this employment service:

(47 & /3234 TAIT & (= 2/ [Jgdsesg  [I° 4R 2%  [JERBR: (13 s
Newspaper/ TV/Radio Bus / Minibus MTR/Light Rail Outdoor ERB Website Internet
Magazine Billboard
(A2 44 [JLOOK@erb/ [ fo/z @i [ /4 4R/H 3% [ JERB3Az L f [ JERBH | [ JERBRF%#
Social Media 743 i 3 Exhibition/ Booth Poster/Leaflet = ERB Course ERB Staff ERB Service
Employer Newsletter Prospectus Centre
[ JERBRi#g [[JERB "3337: ; [JERB# AR [J3 3184 [ e e [ AAstede/2s [ % 41 8
ERB Service #AiEz ¥ =44  ERB Training Training Body Government e [iah SR Friend
Spots ERB Training Net Consultants Department Social
Course Search Organization/  []# i Others
Terminal NGO




IS

~

o P % & [ka 4 & Company Representative / Employer:
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F. Declaration #pm

FoloA A B R AR BRE R (FEF YA R )2 2 Ep 3 E ’i’f'iiﬁé;fﬁii(&r"y)
3 F&?Ml“?}ﬁl My —’1})'? c PG R (ERBARTER]) ~ (A SARIEG]) ~ (CREEH SARED]) & (s
%>°$2E/$4WJ’?Wﬁmmm*kM?%%WﬂiﬂWﬁ’m?Wﬁ ek Bm B FEE TR

I N

=
D

*
lbh
AR
B2 VAR A
*25/ﬁ*%ﬁﬁﬁﬁ<ﬁ@l?ﬁﬂ>*%i’%EwlfﬂiHW**%i&ﬁl?«imlfﬁ%%&ﬁ%«
FAT R (B FES) @ EFA L
ANF | RGBT RN L ELANP | AAHERER > B (RFFES) B AP [ A
@iFch- 2 ER Y L 5
Ao [ AAE L RBMY YRS

DF L AL E R R e A AR (e )

AN [ AAZENERPINALD  RHAREIRBEE Y BF P A LEBRB S TN EREFHEE S BRIES
RBALeng gL H 8 AIE

i%?/ikwﬁﬁﬁ%tziﬁﬁiﬁ E%J’i%iﬁﬁﬁww#,
heh 2@ | AAHEORFTASIZLIZADRIDERLAEET ) (BX 2P b]) #TRE » A2 F L EE
§ B2 hER A LIE B (e h) o
And [ AAPY RRERVATNEIERETRIIFESRA LRV H R ERET 2P E L (K
FTEG) 2 B Eban?rg e o 229 [ 243 ’F\Ll_{ﬁf,ﬁ—’ﬁ %%l:ﬁ%n?li PEH (B FiEN) 2 H B IED

»«l-r;\. $F T_o

Our company / | hereby declare that the terms of employment, entry requirements (including requirement on language
proficiency, if any) and job descriptions, etc. of the post, and any amendments thereafter are relevant, justifiable and do not
violate the Sex Discrimination Ordinance, the Disability Discrimination Ordinance, the Family Status Discrimination Ordinance
and the Race Discrimination Ordinance. Our company / | understand that our company / I will commit an offence and will be
liable on conviction to a fine if our company / | knowingly or recklessly make a statement which in a material respect is false or
misleading;

Our company / | shall comply with requirements stipulated in the Minimum Wage Ordinance of which wages payable to
employee(s) of the post, to whom the ordinance applies, in respect of any wage period should be no less than the Statutory
Minimum Wage (SMW) rate.

The job applicant(s) to fill the post advertised in the ERB is/are our company/my direct employee(s). The employee(s) is/are
under the protection of the Employment Ordinance and all activities carried out by our company / | are lawful;

An Employees’ Compensation Insurance Policy is taken out to cover the employee(s);

Arrangement for the employee(s) to join a registered MPF scheme will be made (if applicable);

Our company / | will not solicit money or other advantages in any form or under any title, no matter for reasons of provision of
services or training, selling of goods, referral of service, guarantee deposit and so on from job seekers.

Our company / | have read the Points to Note of this vacancy registration form, and agree to follow the terms and conditions;
Our company / | will not engage in selling of investment products which are regulated by the Securities and Futures Commission
Ordinance, Securities and Futures Commission (SFC), unless our company is a SFC Licensed Person/ Registered Institution (if
applicable).

Our company / | understand that the acceptance and display of this job order by the ERB should by no means be construed as the
job order has fully complied with requirements of the above-mentioned Minimum Wage Ordinance and other ordinances. Our
company / | shall be responsible for ensuring that the terms of the post concerned are in line with the above-mentioned Minimum
Wage Ordinance and other ordinances.

Moo B TR B EFEM S AP F o ) B TR AR -
I hereby declare that I have read and consent to the “Points to Note and Declaration” as printed overleaf and the information
provided here is complete and true.

CcBHE I f2 T par: Bp P TR R ERERAFTHRDES > T RLRALRE Y AR ANDRE
AT e M AR BIEH D BT o
| have read and understand the clauses regarding collection, use and provision of personal data under the “Points to Note and
Declaration”, and agree to the use of my personal data by the ERB for sending to me Relevant Information of the ERB.

(& ¥+ 2 & Full name in block letters)

% % Signature : p S Date:
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B = 3 4% F 7% & F&Vacancy Registration Form

B A Points to Note

A. 3E 4 Points to Note

1.

10.

11.

12.

13.
14.

15.
16.

EEBALRED > B FRBEARE IR DAL AR/ F AP DT HER 0 B (W EG) FHR R R D T T -
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FEi o
BT AR BN A F S IRARPE > R G F YR A B i MR 2 R (W £ R e R[S EMEe B S
T XM ﬂ@;) Aol A S B AR T 0 R ARER X RFEA T AP L2 ARG XA FEY ED o AR
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Before you fill in this form, you have to guarantee that the person recruited for the post is a direct employee of you / your company and would
be come under the protection of the Employment Ordinance. You must also ensure that all activities carried out by you / your company are
lawful and the information provided in the form(s) is true, correct and based solely on genuine recruitment needs.

ENF_

Each vacancy order will remain valid for 1 month. The ERB will upon receipt process your / your company’s vacancy registration form as soon
as possible. You are requested not to submit the same vacancy during the vacancy processing stage or when the vacancy registration is still
valid. If you have changed your contact means/terms of employment, or the vacancy is filled, please notify the Placement Services Section of
the ERB by fax or phone immediately.

Employers are required to produce the documentary proof (e.g. Business Registration Certificate, School/Corporation Certificate, Licence of
Residential Care Home for the Elderly, etc) with validity not less than 2 months for using our job vacancy registration service. If you submit a
vacancy order in your personal capacity, you have to produce residential proof, and guarantee that the job applicant(s) to fill the post and job
duties are not for the purpose of carrying on a business. You may be requested to produce relevant document(s) (e.g. Employees’
Compensation Insurance Policy and address proof, etc). If you fail to do so, we will not process or display your vacancy order.

The ERB will not accept vacancy orders of dubious nature. These include, but are not limited to, vacancies with :

(a) no direct employment relationship

(b) illegal operation

(c) immoral dealings



10.

11.

12.

13.
14.

15.

16.

B.

1.

PLC_FORM4 (20224E1 H Fiz)
(d) no basic salary or salary well below market rate
(e) discriminatory terms

The terms of employment, entry requirements and job descriptions of the post must NOT violate the Sex Discrimination Ordinance, the
Disability Discrimination Ordinance, the Family Status Discrimination Ordinance and the Race Discrimination Ordinance. You should consider
the genuine job requirements of the post and follow the relevant codes of practice against discrimination in employment. Please do not specify
any requirements on the gender, age or race of the job seekers or any other discriminatory terms. Otherwise, we will not accept or display your
vacancy order. For enquiries, please contact the Equal Opportunities Commission or visit its website.

You / your company must not solicit money or other advantages in any form or under any title, no matter for reasons of provision of services or
training, selling of goods, referral of service, guarantee deposit and so on from job-seeker(s). We will not process or display any vacancy orders
which involve pre-employment or unpaid training.

Under the Employees' Compensation Ordinance, all employers are required to take out employees' compensation insurance to cover their
liabilities both under the Ordinance and at common law for work injuries sustained by their employees (including full-time and part-time
employees).

To facilitate the implementation of Race Discrimination Ordinance, please complete the form in both Chinese and English as far as possible.

Please take into account the genuine job need when setting the language requirement for your vacancy. Adopting a more relaxed requirement
could open up your vacancy to a larger pool of candidates, including the ethnic minorities, and help you find the right candidate more speedily.

When you collect personal data from job seekers (e.g. resumes), you should observe the Personal Data (Privacy) Ordinance, disclose your
company name and provide the contact person and contact means for job seekers to obtain Personal Information Collection Statement. For
details, please contact the Privacy Commissioner's Office or visit its website.

You / your company should pay the employee(s), to whom the Minimum Wage Ordinance applies, hired to fill this post wages no less than the
Statutory Minimum Wage (SMW) rate as specified in the Ordinance. If the post wages are less than the SMW rate, we will not accept or
display your vacancy order. For details of the Ordinance and special arrangement for persons with disabilities, please contact the Labour
Department or visit its website.

During job interviews, you should check carefully the identity documents of the job seekers, and ascertain that they are lawfully employable in
Hong Kong when job offers are made. (For details, please contact the Immigration Department or visit its website.) You should also inform job
seekers of the interview results as soon as possible.

You / your company should arrange for the employee(s) to join a registered Mandatory Provident Fund (MPF) scheme (if applicable).

If you wish to recruit domestic helpers, post-natal care helpers or infant and child care helpers as domestic employer, please use the services of
Smart Living (www.erb.org/smartliving) or the Smart Baby Care (www.erb.org/smartbabycare).

The ERB reserves the right to edit and revise contents of the vacancy orders; and refuse to process or display any vacancy orders provided by
you at the ERB website and other publicity channels as appropriate.

The ERB reserves the right to take any appropriate action, including but not limited to suspension of the display of all your vacancies for
investigation of complaints and other suspected irregularities, and the right to decide whether to resume the display of the vacancies and the
provision of recruitment services after the investigation.

TR * i chE-P Statement of Purposes for Data Collection
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Purpose of Collection

i)  The personal data as provided by you to the ERB or by means of the Vacancy Registration Form will be used by the ERB and/or its
associated Training Bodies for job referral service, or for statistical or survey purposes. The provision of your personal data by you is
voluntary. However, if you do not provide sufficient information, we may not be able to introduce job seekers to you.

ii) The ERB may use your personal data (including, but not limited to, name, address, email address and telephone number) for sending to you
marketing information related to training courses, services, activities, facilities and related information of the ERB (‘“Relevant Information™),
through emails, SMS, direct mailing and telephone calls, etc. Your personal data may be transferred to companies commissioned by the
ERB for such purposes.

Classes of Transferees

The personal data provided by you in the Vacancy Registration Form or to our staff may be disclosed to job seekers, the Training Bodies under

Manpower Development Scheme of the ERB, and/ or other related bodies including the Labour Department (if applicable), in order to introduce

job seekers to you.

Access to Personal Data

i) You have a right of access and correction in respect of your personal data. Your right of access includes the right to obtain a copy of
record of your personal data. The ERB may collect a fee from you for a copy of your personal data.

ii) Enquiries concerning your personal data collected by means of Vacancy Registration Form including the making of access, corrections,
and/or cancel the use of your personal data for direct marketing purposes, may be sent to the Placement Services Section by writing to 3/F to
6/F, 10 Siu Sai Wan Road, Chai Wan, Hong Kong, or by fax to 2311 1357, or by phone at 2311 8381.
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