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Chapter 1 Introduction

Training Packages are based on the Specification of Competency Standards (SCS), with learning and
assessment materials derived from the selected Units of Competency (UoCs) which correspond to the
job role and function. The performance requirements in the UoCs are applied in the learning
outcomes of the Training Package. The learning and assessment materials correspond to the learning
outcomes. The contents are developed for the specific learner profile, mode of learning and
assessment method, which can be used as a reference in module designs.

This Training Package outlines the essential elements for a module, using the following three UoCs
which were identified as the core competencies in the VVocational Qualification Specifications for the
Officers focusing on Human Resource, Talent Management, and Workforce Risk Management:

e Collect information of employment market trend and issues that affect employment (Code:
107075L4)

o Execute necessary actions to mitigate or reduce people risks (Code: 107077L4)

o Complete and communicate business continuity plan (BCP) to maintain smooth human resource
(HR) related operation (Code: 107078L4)

These three UoCs serve as a reference for the contents of learning, assessment guidelines as well as
supporting and reference materials. It exemplifies the design of module structure, and comes with
suggestions on teaching, learning and assessment materials. Assessment materials include sample
tasks or activities, methods and contexts of assessment, outcome standards and performance rubric
that are appropriate to the contents of learning.

This Training Package is not meant to be a complete learning programme by itself. Enterprises and
education and training providers who wish to use it as a blueprint for module development should
adjust the relevant teaching learning and assessment contents for any variations in learning objectives,
target learners, entry requirements such as academic level and experience, etc. In addition, users are
advised to check and adopt the latest update of the references to ensure their currency, validity, and
accuracy when using it.

For any learning programme developed by drawing reference to this Training Package to become
QF-recognised, it must successfully pass the quality assurance process of the Hong Kong Council for
Accreditation of Academic and VVocational Qualifications or the self-accrediting institutions.



Chapter 2 Mapping of Learning Topics to Performance Requirements

This chapter shows three tables, each focusing on one UoC, that map the key topics in the training package of the respective UoC to their corresponding
intended learning outcomes.

The following tables show the correlation between the package content and the specific performance requirements of the respective UoCs. The Category
and Scope / Domain columns list the key topics of the content, and a tick mark indicates the associated Performance Requirements / Intended Learning
Outcomes”.

Table 1: Mapping of Learning Topics to Performance Requirements of UoC 107075L4

Unit of Competency (UoC)
Title:  Collect information of employment market trend and Performance Requirement / Intended Learning Outcome
issues that affect employment - -
Ploy Knowledge in L Behaviour &
Subiect Area Applications & Processes Attitude
Code: 107075L4 )
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applies to the process of collection of employment market 2 =ik =3 g 5133 % 3629 g; = 52 g | s g.. = 3 3 =533
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Category Scope / Domain Mapping of Learning Topic
1. Introduction « Overview of Staffing and Workforce
Continuity
« Value of Staffing and Workforce v 4
Continuity and their Risk Factors




Unit of Competency (UoC)

Title: Collect information of employment market trend and Performance Requirement / Intended Learning Outcome
issues that affect employment - -
Pioy Knowledge in s Behaviour &
. Applications & Processes ;
Code: 107075L4 Subject Area Attitude
£5285332C(32S | 3883383¢% |828539 (832325238879
. . . == = o 2380 22| 32338223
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2. Employment Market| « Overview of Employment Market
Information Information (EMI)
Source of EMI
Quantitative EMI
o Format of _Quantitative _EI\/_II v v v v v v
o Interpretation of Quantitative EMI
Qualitative EMI
o Format of Qualitative EMI
o Insights from Qualitative EMI
3. Workforce Overview of Workforce Information (W1)
Information Source of WI
Quantitative WI
o Format of Quantitative WI
o Interpretation of Quantitative WI 4 4 4 4 4 4
Qualitative WI
o Format of Qualitative WI
o Insights from Qualitative WI
4. Integration of Insights from Integrated Information
Information from
Employment Market v v v v
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Table 2: Mapping of Learning Topics to Performance Requirements of UoC 107077L4

Unit of Competency (UoC)
Title: Execlute_nlicessary actions to mitigate or reduce Performance Requirement / Intended Learning Outcome
people risks
AEnHEe e [ Applications & Processes BB &
Code: 107077L4 Subject Area Attitude
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1. Introduction Overview of Talent Management
and Succession Planning Y v v
Value of Talent Management and
Succession Planning
2. Key Elements of Talent Strategy & Planning
Talent Management Competency Framework
and Succession Critical Positions
Planning Acquisition
Performance Management V4 V4 J V4 v V4 V4
Succession Planning
Learning & Development
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Total Rewards
3. Source of Information Within the
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Information From the Market




Table 3: Mapping of Learning Topics to Performance Requirements of UoC 107078L4

Unit of Competency (UoC)

Information From the Market

Title:  Complete and communicate business continuity plan Performance Requirement / Intended Learning Outcome
(BCP) to maintain smooth human resource (HR)
related operation Knowledge in S : :
P Subject ,g\rea Applications & Processes Behaviour & Attitude
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BCP « Business Continuity Team
« Communication
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Chapter 3 Scope of Application and Coverage

The three UoCs of the Human Resource Management sector covered by this training package are cross-
industry competencies. This package aims to provide content material that should be fundamental to most,
if not all, industries. It is not meant to be exhaustive. Some elements of the training content need to be
adjusted and adapted by users according to the specific requirements of particular industry.

3.1 Target Users (i.e. trainers)

3.1.1 Suggested Profile and Experience for Trainers

This training package is intended for use as basic material for training providers and educational
institutes in human resource courses on the topic of Staffing and Workforce Continuity. In situations
of in-house training, where there may not be an optimal number of human resource officers for group
training, the workshop can be facilitated by in-house trainers from the learning and development
function, human resource managers, or senior officers for a small group or individual learners.

For training institutes and in-house training by the learning and development function, the following
trainer profile is recommended: -

e At least 5 years of experience conducting training on human resource subjects; or
e At least 7 years of practical experience in human resource functions; or

e Qualification equivalent to QF Level 5 or above.

For in-house training led by human resource managers or senior officers, the following profile is
recommended: -

e At least 7 years of practical experience in human resource functions; or
e Qualification equivalent to QF Level 5 or above.

In all training situations, trainers need to ensure the accuracy and appropriateness of the content based
on the latest regulations and market practices at the time of class commencement.

3.1.2 Suggested Requirements, Prior Learning, and Experience for Learners

This training package is pitched at QF Level 4. For learners of training offered by training providers
and educational institutes, they are likely in a class with other learners who are currently working in
human resource roles or are interested in human resource roles. The following requirement for learners
is recommended for effective learning: -



e Five HKDSE subjects at Level 2 or above, including English Language and Chinese Language or
equivalent; or

e Completion of Level 3 QF-recognised qualifications in related disciplines; or

e One year working experience in a human resource role.

For learners of in-house training, they should already be employees of an organisation, requirements
for these learners are not relevant. If in-house learners have a year of previous working experience in
human resource roles or have attended short courses in human resource subjects, they may find it easier
to understand the content of the course.

3.1.3 Suggested Optimal Ratios of Trainers and Learners

The ideal ratio for a training class is one trainer to 20 learners. This provides ample opportunities for
learners to interact with each other and learn practices in other companies or industries. This number
also makes it easy for the trainer to arrange group activities and change group members for different
activities so that learners can meet and work with different learners in each activity.

If the number of learners exceeds 20, training providers and educational institutes can decide if
additional trainer(s) is (are) required to lead the training course. If the number of learners is less than
20, it is up to the training providers and educational institutes to decide whether to proceed with the
training course. The ratio of one trainer to 20 learners is a general recommended ratio for typical
training situations, though the ratio may vary depending on the trainer’s experience in leading similar

learning classes.
Trainer and learner ratio is not relevant for in-house training with only one or two learners. In such
situations, the trainer needs to engage the learners for sharing of their previous experience or to ask

questions.

3.1.4 Training Administration Guide

In preparation of training, the following facilities and materials are recommended: -

e For open programmes - training room

e Forin-house individual or small group training - a small training room or a conference room and
with space for activities

e Projector or cable for casting laptop material on screen and/or monitors

e Copy of Learner Guide for learners can also be provided before the training

e Pre-prepared score board on flip chart or slide

¢ Internet access



3.2 Structure of Package Content

This training package covers three UoCs. Each UoC is structured in a way that can be used individually.
The content for each UoC includes an introduction providing an overview of the relevant human
resource topic and process. It then continues with an elaboration of each element of the topic and
process. The chapter titled “Epilogue” covers additional learning topics that elevate human resource
professionalism and facilitate practical application of acquired knowledge in a professional context.
Training course designers can refer to this structure as a reference for developing respective training
workshops.

This content structure aims to facilitate more effective learning by helping learners understand the
complete process before focusing to the specifics. Understanding the process overview is part of the
learning that may extend beyond the current job scope of learners’ role. Knowing the reasoning behind
a process and each of its elements can better inspire motivation for further learning and strengthen
learners’ sense of ownership in their human resource roles.

Training course designers may also refer to the chapter on Training Method, which outlines the
suggested total number of learning hours, in learning modes including classroom training, self-learning
and research, and on-the-job training. The content of each UoC has a recommended training session
plan as a basis for training course designers to adapt for use. There are 13 recommended classroom
activities covering all three UoCs, which can be applied for learning as well as assessment purposes.
An overall assessment of all three UoCs is provided at the end to evaluate learners’ understanding of
the subject matter covered in the training. A PowerPoint presentation deck is also prepared for trainers’
reference use.

3.3 Overall Intended Learning Outcome (ILO) for Learners
On completion of the three UoC learning using the training package, learners will be able to:

o identify network with relevant information sources (e.g. external consultants specialised in
manpower resourcing, HR professional bodies, government departments and regulatory bodies) in
order to possess updated knowledge of changes in employment market, human capital risks and
issues that affect employment;

« identify the impact of changes in employment market on the organisation;

« implement business process review in collaboration with department representatives to identify and
execute necessary actions to mitigate or reduce people risks;

o identify job requirements, competencies and performance standards for each key position with
reference to the talent management and succession planning strategy;

e implement regular review and update of the organisation’s talent pool;

e establish centralised information and resources for effective coordination (e.g. compilation of
manpower list and resource list) in the event of business disruption or emergency; and
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e execute two-way communication with the BCP designated committee / members for the
implementation of BCP for maintaining smooth HR related operation (e.g. training).



Chapter 4 Training Method

Trainer needs to facilitate learners through lectures and exercises to expand their perspective across
different time frames from the past to the current and future, with consideration of both internal and external
environments. This helps learners develop an overall understanding of the relevant human resource function
before focusing on specific tasks. The following learning methods are recommended for this purpose.

There are a total of 12 credits for the 3 UoCs. The notional learning hours for learners to acquire the
competencies for the 3 UoCs should be 120 hours. Trainers may divide the learning among classroom
training, self-study and research, on-the-job learning, and assessment activities. The proportion of time
spent on each learning method depends on the backgrounds and experiences of learners. Table 4 provides
one approach as a reference.

Table 4: Reference Training Mode

Learning Mode Suggested Scope
Duration
Classroom Training 36 hours e Trainer’s presentation and discussion

e Classroom activities with learning assessments
e Overall assessment

Self-study and Research 48 hours e Reviewing content covered in training

e Using information in training for further self-study and
research online and via mobile applications

e Learning from Additional Learning Materials online or
via mobile applications

On-the-job Training 36 hours e Coaching by manager for the application of learned
content face-to-face or through virtual channels

e Applying learned content on the job with feedback from
the manager

In addition to classroom training, this package includes lists of supplementary learning materials and a
Learner Guide to aid learners in self-study and gain a further understanding of respective topics. Learning
is more effective through practical application at work, with coaching and feedback from managers. Table
4 illustrates, as a reference, one learning approach that encompasses all these elements, along with
suggested time allocations for each.
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Chapter 5 Recommendations on the Training Content of Unit of
Competency (UoC)

This training package offers content for three UoCs as foundational material for training providers,
educational institutes, and in-house human resource or training officers seeking to develop courses on the
topic of Staffing and Workforce Continuity. The first UoC, 107075L4, explores the collection of
employment market and workforce information, enabling participants to analyse and understand the
dynamics of the employment market and workforce needs. Shifting the focus to actions in the organisation
to mitigate or reduce people risks, UoC 107077L4 covers key elements of talent management and
succession planning. Finally, UoC 107078L4 delves into business continuity plan to maintain smooth
human resource related operation.

5.1 Collect information of employment market trend and issues that affect
employment (Code: 107075L4)

5.1.1 Intended Learning Outcome of this UoC

This section aims to help learners achieve the following outcomes by covering important topics on
collecting and interpreting employment market information and workforce information. On
completion of this section, learners will be able to:

« understand the importance of effective risk management in minimising the probability and impact
of employment issues affecting organisation success and business results;

« understand different sources that provide information on employment market trend;

o search for and maintain strong network with external consultants specialised in manpower
resourcing, human resource professional bodies, government departments and regulatory bodies to
understand the latest employment market trend;

« collect the latest employment market trend and interpret the impact of change in employment related
ordinances on the organisation;

« interpret market data into meaningful information to enable accurate risk assessment; and

« search for and use new channels to possess updated knowledge of changes in employment market,
human capital risks and issues that affect employment.

5.1.2 Training Content

Introduction

Staffing and workforce continuity are of critical importance to an organisation. Staffing is the process
to find and hire the right person with the appropriate qualifications and experience to fill a position. A
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competent workforce needs to be one where all positions are filled with the most qualified employees.
Staffing is more than just having a workforce in place. It requires ongoing, active management to
ensure the organisation can function with continuity in any planned or unplanned business situations.

Information and data are among the primary tools for effective staffing and workforce continuity.
Quantitative data and qualitative information, with proper analysis, provides valuable insights for
staffing and workforce risk management.

This UoC focuses on collecting and interpreting employment market information and data. However,
the analysis of the data needs to consider the context of the organisation to derive meaningful and
specific insights useful for the organisation. Therefore, this UoC also discusses internal information
and data about the organisation and the workforce in order to make sense of information and data in
context.

Learners of this UoC often occupy positions in human resource roles that provide support in the staffing
process and activities concerning workforce management. Examples of their responsibilities in various
staffing processes may include preparing job postings for hiring, coordinating the selection process,
arranging onboarding activities, maintaining employee training records, providing general
administrative support including scheduling meetings and interviews, and managing paperwork and
documentation. The specific responsibilities may vary depending on the business nature, size of the
organisations and structure of the human resource departments.

Below are some examples of the responsibilities related to gathering and comprehending employment
market and workforce information that human resource officers and learners in similar roles may
undertake: -

e Collect respective market information from various channels

e Maintain accurate and up-to-date employee records in systems and/or other records
e Act as an administrator of human resource system, HR apps and/or records

e Generate and/or prepare reports as required

e Update the human resource page on the intranet

e Maintain an updated list of human resource external partners

The content of this UoC covers a broader scope of content beyond the specific responsibilities
applicable to learners in their human resource roles within the topic. The purpose is to foster learning,
enhance performance, and increase motivation through a comprehensive understanding of the subject
matter and its associated processes. Furthermore, it aims to assist learners in their career development.

Trainers may use the content discussed in the sections as the basic material to help learners
understand the importance of information and data, and the way to use them in their work to support
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effective staffing and workforce continuity. Trainers may need to adjust the content and relate
examples of respective industries of the learners participating in the workshop.

5.1.2.1  Overview of Staffing and Workforce Continuity

Staffing is the process of filling positions with qualified individuals, and it is crucial for the
organisation. It involves planning, recruitment, selection, placement, training, and promotion. Staffing
is a recurring process due to employee turnover and various situations that impact the workforce.
COVID-19 is an example of an unforeseen situation that requires effective staffing management.
Recruitment is influenced by market trends, such as hybrid work arrangements, and it is important to
understand these trends for effective workforce risk management. Overall, understanding staffing
processes and workforce continuity issues is essential for learning about risk management.

5.1.2.2 Value of Staffing and Workforce Continuity and their Risk Factors

Effectively managing workforce risks is essential for staffing and maintaining workforce continuity.
Properly addressing risks is necessary both to comply with regulations and to succeed. Risk
management is about identifying potential risk situations and applying actions to resolve or even
prevent problems from ever happening. Workforce risks can be labour issues, employee grievances
and complaints, disputes in employment terms, and a serious shortage of people for work. Effective
risk management is crucial in minimising the probability and impact of employment issues affecting
organisation success and business results.

For example, high turnover disrupts workflow and results in a loss of institutional knowledge. A
shortage of skills in the workforce leads to lower-quality output, increased rework, and potential
damage to the organisation’s reputation. Effective risk management concerning health and safety issues
is crucial in industries like construction, healthcare, and catering services. Problems in these
workplaces can result in injuries and legal liabilities. A negative work environment and culture can
influence teamwork and innovation within the organisation, thereby hampering its ability to compete
effectively in the market. All such issues may negatively impact organisations’ ability to attract talents
and risk workforce continuity.

Workforce risks can arise from internal or external sources. The following are some factors of
workforce risk: —

e Resource and turnover — issues in hiring, retention, and engagement of talents and associated skills,
and succession planning for critical roles

e Performance and productivity — issues due to skills shortage, absenteeism, low workforce
engagement, and wellbeing

e Onboarding process of new employees — issues due to inadequate onboarding of new employees,
contributing to high turnover rates and frequent hiring
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e Health and safety — issues relating to workplace health and safety, physical and mental health of
employees

e Workforce data and technology — issues with information security, and data privacy

e Compliance and regulations — issues from meeting current and new industry rules, and labour cases

e Social and work environment — issues with work practices and culture, and impacts from social
events

Risks from the workforce can also relate to issues of work stress, heavy work volume, high turnover,
workforce conflict and also softer issues of weak engagement, poor employee relations, and others, all
of which if not properly handled might potentially have a negative impact on organisation success.
Changes in work practice, like remote work and hybrid work arrangements bring new risk factors, like
communications failure and more serious engagement issues. Effective risk management can resolve
issues, prevent problems, even enhance organisation performance, protect employee well-being, add
value to employer branding and organisation reputation.

Trainers can facilitate a discussion with learners on issues from the above risks factors in various
industries, in particular those of the learners. In the discussion, trainers can highlight the dynamics of
these risk factors and emphasise the importance of continuously scanning internal and external
employment market trends to interpret the potential impact of changes on the organisation. The same
applies to awareness of changes in employment-related ordinances and industry-specific regulations
whenever they occur, all of which have an impact on the workforce and the business.

Employment Market Information

5.1.2.3  Overview of Employment Market Information

The challenge today is managing an abundance of information. Applying information correctly is
crucial. Effective staffing and workforce risk management requires a deep understanding of the
employment market. Information on recruitment trend, skills demand, regulations, and other factors
impact talent acquisition, retention, and day-to-day workforce management. This section covers
sources and formats of employment market information and how to interpret it for respective human
resource actions.

5.1.2.4  Source of Employment Market Information

Employment market information can be grouped into quantitative information and qualitative
information. Quantitative information typically takes the form of reports, publications, news, and
announcements. In contrast, qualitative information is more diverse in its formats and is often less
structured. It includes best practices, personal experiences, feedback, and other forms of insights.
Listed below are a few of the most common sources of information: -
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e Professional human resource institutions

Example: - Hong Kong Institute of Human Resource Management
- Hong Kong People Management Association

e Professional associations of respective industry

Example: - Hong Kong Construction Association
- Hong Kong Retail Management Association
- Hong Kong Institution of Engineers

e Government departments

Example: - Census and Statistics Department
- Labour Department
- Immigration Department

e Regulatory bodies

Example: - Estate Agents Authority
- Securities and Futures Commission
- The Mandatory Provident Fund Schemes Authority

e News media

Example: - Television networks
- Newspapers
- Magazines

e Consulting firms

- Many big consulting firms conduct surveys and research by their in-house research teams or
by external partners

e Social media
- Social media can issue own reports and share information as platform for posting reports or

quoting numbers from other information sources

Examining data formats and reports helps learners achieve learning outcomes in collecting and
interpreting market trend data.

5.1.2.5 Quantitative Employment Market Information

This section focuses on interpreting quantitative employment market information collected from
various sources. Proper analysis and interpretation of data is crucial for meeting several intended
learning outcomes.
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a. Format of Quantitative Employment Market Information

Quantitative information from the above sources refers to information in numeric terms and is most
commonly available in the formats illustrated below. The websites of many organisations and
institutions commonly feature sections such as “Resources,” “Newsroom,” “Publications,” and
“Services,” where these reports can be accessed.

Trainers to note that Exercise 1, recommended at the end of this section, involves learners to
seek and locate this information from diverse online sources.

e Survey and research reports, publications —

Many organisations conduct and publish various surveys and research reports on the employment
market. Some reports are available for free, some require a fee, and others can be accessed
through a subscription. For example:

- The HK Institute of Human Resource Management conducts surveys and publishes reports on
various topics including pay trends, pay levels, benefits, and employee experience.

- The Census and Statistics Department publishes reports related to the employment market,
such as “Employment and Unemployment”, “Persons Engaged and Job Vacancies in
Establishments™ and others on industry basis.

- Anonline job board published the “Hiring, Compensation & Benefits Report 2024”in early
2024.

- The Hong Kong Retail Management Association published “HKRMA Report on Manpower
Situation of the Hong Kong Retail Industry — Salary Trends”.

e News and announcement —

Information may also come in the form of specific numbers reported in news articles and
publications rather than full statistical reports. For example, news articles relating to the
unemployment rate with headlines like “Hong Kong’s jobless rate drops to 2.8 percent” in the
South China Morning Post, and “Hong Kong Hiring Seen Picking Up in 2023 as Bonuses Slide”
from Bloomberg.

Some reports compare metrics by years and provide an indication of the general employment market
trend, direction, and possibly potential issues. Others give details by industry. Such quantitative
information can provide meaningful insights useful for organisations in staffing and managing
potential risk in the workforce to minimise the probability and impact affecting the organisations.
Therefore, it is critical to have updated information in order for the analysis to be relevant and
meaningful.

Trainers can facilitate learners to share examples of the above information they have read or are
aware of most recently. Learners from different industries can share specific examples they learned
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of from respective sources. Sharing need not be exhaustive; the recommended classroom activity
that follows will require more input from learners. The objective of the discussion at this point is
to raise learners’ awareness and relate the content to their work context.

Recommended Classroom Activity

Exercise 1 — Getting Employment Market Information

Refer to section 8.1.4 for exercise details

Learners are asked to identify the professional associations of their respective business industry,
relevant regulatory bodies if available, specific organisations under each category of
information source listed above, and types of information available. Learners are allowed to
search online to understand the nature and background of the associations, types of membership
and employment market information available from these organisations.

b. Interpretation of Quantitative Employment Market Information

Information and data about the employment market are useful only if they are interpreted into
meaningful insights that are positively useful for the organisation and alert potential risks for early
attention and action. An article posted on the website of The Society for Human Resource
Management (SHRM) stated that employment market data can help human resource practitioners
better understand trends in new role creation and direction of changes, demand and supply of talents,
and critical market intelligence on competitiveness and wages.

Some relevant terms commonly seen in data interpretation and reports are as follows: -

o Data - raw numbers, which mean simply random pieces of information

o Metrics — structured data, for example on a spreadsheet, with stated dimensions and aspects,
including frequency, percentage, average, and more

 Analytics — insights drawn from analysing metrics

Trainers can bridge discussion of quantitative employment market information from Exercise 1
to this section on the interpretation of information and data. Highlight to learners the importance of
staying in touch with the employment market all the time in order to understand the market
environment and be able to respond promptly to the rapidly changing market environment. Help
learners relate the content and classroom activities in this section to understand how quantitative
market information is relevant to their roles, to human resource functions, and the organisation.

Help learners to identify and locate relevant market reports, particularly those specific to their
industries and businesses, trainers can encourage a general discussion on the potential usage of

guantitative information. Later in this section, learners can engage in activities that involve working
on specific samples provided.

17



When interpreting data, it is essential to consider subject areas of interest, such as economic factors
and industry-specific details. Key areas of concern in the employment market include the size of
the labour force, labour force participation rate, unemployment rate, distribution by major industry
sector, average turnover rate, turnover rate by major industry sector, average wage level, and rate
of average annual salary increment.

While having updated quantitative information is essential, it is important to go beyond relying
solely on the most current data. By analysing current and past data, valuable patterns, relationships,
and directional indicators of market trends can be identified, providing insights into future
workforce needs or risks.

Some market reports provide insights from their findings, while in other cases, learners may need
to conduct their own comparisons with previous market data or reports. Attention with prompt and
early actions based on these analyses support effective workforce planning and mitigate potential
issues that could impact organisational success and business results.

Trainers can bridge the discussion to the next recommended classroom activity which is an
exercise for learners to interpret for meaningful messages from various numerical reports.

Recommended Classroom Activity

Exercise 2 - Interpretation of Market Information

Refer to section 8.1.4 for exercise details

Sample reports and numerical information are provided to learners in groups to interpret the
meanings conveyed / messages. The samples are sourced from posted articles, news, a
government department, a professional institution, and a commercial consulting firm. Trainers
should strive to provide the most updated reports for the exercise during training.

5.1.2.6  Qualitative Employment Market Information

This section focuses on interpreting qualitative employment market information collected from various
sources. Proper analysis and interpretation of data are crucial for meeting several intended learning
outcomes.
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a. Format of Qualitative Employment Market Information

Besides data and reports, there is a significant amount of employment-related information and
market information available in non-number formats.

Trainers can relate learners back to the sources of employment market information mentioned
earlier and shift the focus to the next section on Qualitative Information.

Besides quantitative information, each of the major sources of employment market information
listed previously may also share information relevant to the employment market directly or
indirectly via various channels and in different formats. Some common channels and formats of
this information include: -

e Human resource events
Example: - programme kick-off, mentoring programme, gala dinner of special occasions

e Industry events
Example: - general meetings, annual dinners, awards presentations

e Publications
Example: - newsletters, journals, interviews with industry figureheads

¢ News and announcements
Example: - research report announcements, press conferences, announcements of new or

changes in employment related ordinances

e Seminars and conferences
Example: - annual conferences, training courses and workshops

e Postings
Example: - articles, mission and value statements

e Job postings
Example: - market trends reflected in responsibilities and requirements of posted jobs

e Information from professional networks
Example: - shared feedback and observations of employment market trends

In conferences and events, speakers and guests may share practices of human resource processes or
learnings from new initiatives. Government departments and regulatory bodies host press
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conferences to announce key changes in rules and regulations. Legal firms organise seminars that
share labour cases for attention of human resource practitioners. Newsletters published by
professional associations provide information about industry-relevant market trends and updates on
industry rules.

Virtual exchanges are important for understanding global trends and emerging values. The impact
of artificial intelligence (Al), specifically ChatGPT, on the job market has been a topic of debate.
Initially, there were concerns about Al replacing human workers and changing hiring practices.
However, as more information and insights became available through online forums and expert
opinions, the tone shifted to a more positive outlook. Al is now being used to enhance various roles,
such as automating administrative tasks in human resource systems. This allows more time and
resources for other important functions like applicant sourcing and screening. Overall, Al shows
promise in recruiting and retaining talent in a competitive environment. The discussion around
ChatGPT and AI’s employment impact has evolved constructively, highlighting the value of
qualitative market data. Staying informed in fast-paced business conditions requires engagement
with virtual information streams.

Trainers can share more examples of market information relevant to learners’ industries and
facilitate learners to share and discuss their personal experiences.

. Insights from Qualitative Employment Market Information

Similar to quantitative information, qualitative information also needs to be translated into
meaningful insights to be useful for the organisation. However, unlike data and metrics, qualitative
information may not be structured or formatted according to specific dimensions.

Trainers can help learners to recognise that the value of qualitative information extends beyond
mere participation in activities or superficially skimming through publications. It requires active
participation in training activities and events, critical thinking, and thoughtful reflection to
comprehend and internalise the information. Additionally, sharing and discussing insights with
others can stimulate new perspectives and deeper understanding.

In addition to direct information and message, qualitative information can be embedded in various
formats, including: -

e Personal learnings from seminars and conferences

e Speakers’ opinions and comments of a subject shared in conferences, forums, and other events
¢ Industry leaders’ input and opinion discussed in physical or virtual interviews

e Sharing of in-company and industry-specific practices

e Industry or company information from publications, news, and announcements
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e Market trends reflected in vacancies and position requirements of various job postings
e Global trends reflected in themes and subjects of conferences and publications
e Observations and insights from search consultants

For example, the engineering association invites scholars and practitioners to talk about engineering
advancements and industry applications in their annual seminar. This may imply potential new
hiring requirements and employee learning needs.

Media events of a news publisher talk about the challenges in upskilling the workforce due to the
transformation from print to digital publication. This can inspire thinking about potential risks in
the workforce when many organisations are undergoing or planning for digitisation.

Announcements from relevant government departments may highlight new or changes in talent
admission schemes. This involves major information relevant to staffing and workforce
management that organisations in the concerned industry need to take note of.

Though qualitative information may not be of direct used in the way as data analytics, it helps to
understand the dynamics of changes and gives insights to practical implications. The information,
therefore, is certainly important reference in staffing and risk management of the workforce. Human
resource officers must stay closely connected to this type of market information and share and
discuss it with colleagues in the team.

All in all, a professional network is essential for accessing to more qualitative information. Further
discussion on Professional Networks is covered in a separate section under the Epilogue.

Workforce Information

5.1.2.7 Overview of Workforce Information

Both employment market information and internal workforce information of the organisation are
essential for effective staffing and risk management in order to ensure workforce continuity. In the
world of big data and digitisation, workforce analytics has become indispensable in human resource
planning and management.

As mentioned before, analysis of employment market information and data needs to be considered in
the context of the organisation to be meaningful and of value to the organisation. Organisations have
records of workforce data and information for workforce planning. Together, they provide valuable
insights for staffing and workforce continuity.

This section first discusses sources and formats of workforce information and data; then the
interpretation and drawing insights for use in respective human resource actions.
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5.1.2.8  Source of Workforce Information

Like employment market information, workforce information can also be grouped into quantitative
information and qualitative information. The most common sources of workforce information are the

following: —

e Human resource systems —

Example: -

various human resource management systems (HRMS), human resource information
systems (HRIS), and human capital management (HCM) tools with modules for
different human resource functions, including keeping employee data, performance
management ratings and comments, payroll, leave administration, turnover etc.
in-house developed systems for employee data and key human resource administrative
functions

human resource applications (HR apps) that can generate reports and analytics of
recruitment related metrics, such as the number of applications received, and time-to-
fill open positions

e Files and records —

Example: -

documents that record information including exit interviews, talent pools, participation
numbers of events and activities etc.

results of employee survey, opinions from employee suggestion boxes, records of
complaints and grievances

e Organisation websites —
Example: - website open to the public

intranet for internal use

e Town hall meetings —

Example: -

organisation town hall meetings hosted by CEO
department town hall meetings hosted by department heads

e News and announcements —

Example: -

annual reports, messages from senior management
messages to employees

e Social media —

Example: -

business or product promotion messages
branding messages
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e Employees —
Example: - information and experience from employees about previous events and initiatives
- voices from employees and employee groups not officially recorded in surveys

5.1.2.9 Quantitative Workforce Information

a. Format of Quantitative Workforce Information
Both quantitative and qualitative information are available from the listed sources above. This
section first discusses the formats of quantitative workforce information and then the interpretation

of the information.

Quantitative workforce information refers to numerical information from the above sources, and it
can be available in various formats (e.g. reports, records, numbers, analyses).

e Records and Reports —

Most organisations keep track of basic and critical information about the workforce and numbers
relating to human resource operations. Examples are

o Headcounts
o  Demographics (age, gender, ethnicity, and education level)

o Leave
o Payroll
o Bonus

o  Overtime hours

o  Overtime expenses
o Turnover

o  Open positions

o  Performance ratings

These numbers can be further translated into reports by various dimensions, including headcount
distribution by department / function / branch / outlet, and by management structure; overtime
hours and overtime expense by month, by department, by team; outstanding leave days by
department, by team, and more. These reports help to identify workforce needs and risks. High
overtime hours for example may reflect shortage of resources, issues in work structure, and/or
management practice in concerned team(s). It draws attention for further understanding and
action to improve or to resolve issues as early as possible.

Other reports include recruitment expenses, various employee survey reports, feedback reports
on specific initiatives and processes, and more.
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Some organisations using sophisticated human resource systems can generate different forms of
reports and real-time dashboards of all or some of the above quantitative information. Most HR
apps are able to provide respective analytics. Other companies may keep such data in a self-
developed system or simple worksheets and generate simpler reports for use.

e Numbers in Files —

Some quantitative information is specific numbers in electronic or paper files. They may not be
in the format of a report but are critical numbers for human resource management. For example,
business targets announced by senior management in town hall meetings, Key Performance
Indicators (KPIs) and Objectives and Key Results (OKRs) in number terms shared in department
meetings, lists of recruitment partners and contractual terms, and training vendors and agreement
terms.

e Analyses —

Recorded numbers and reports can be further reviewed and analysed to a deeper level of
quantitative information. Some of these are projections and forecasts based on current and
previous numbers. For example, monthly and quarterly turnover reports leading to year-to-date
turnover percentage and full year turnover forecast. Other examples are business projections,
and overtime expense projections.

Learners are likely responsible for managing these records and generating reports for use by
human resource seniors. Trainers can facilitate learners to share the types of data and metrics
available in their organisations, the frequency at which reports are generated, and lead a forum

discussion regarding the utilisation of these reports and their respective roles in the overall
processes. Emphasise to learners the significant importance of the information and the valuable
contributions they make in their roles.

b. Interpretation of Quantitative Workforce Information

Proper interpretation of quantitative workforce information is essential for its usefulness to the
organisation.

e Needs and risks revealed from current data: —

For example, turnover numbers can reveal important needs and risks that require attention. These
may include:
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o  Dealing with high turnover in specific roles or teams

o Hiring to fill open positions

o Retaining high-performing employees who resign

o  Defining or redefining job requirements for open positions
o  Reviewing compensation for open positions

o  Checking the employment market for qualified candidates

It is important to determine whether the attrition and subsequent replacement openings are part
of a normal human resource change or if they indicate unusual situations. High turnover can lead
to a shortage of workforce and have a ripple effect on other employees, potentially affecting
morale and employer branding. Analysing turnover data from various dimensions, such as time
period, job nature, organisation structure, reasons for resignation, and demographics of resignees,
can provide further insights and help identify patterns and relationships.

e Projection of needs and risks from current and past data

Additionally, interpreting past data alongside current information allows for projections and
forecasts of future needs and risks. By comparing and contrasting data over an extended period
of time, organisations can identify trends and indicators for attention. For example, comparing
turnover rates with previous reporting periods or the same period last year, analysing quarterly
and annual turnover, and examining turnover rates over multiple years can provide valuable
insights.

Proper analysis of workforce data can help identify red flags, such as a shortage of human
resources, increased hiring expenses, heavier workloads for certain functions, potential
management issues in high turnover areas, negative impact on business results, and effects on
employee morale and employer branding. In response to these red flags, appropriate actions can
be taken, such as proactive hiring, salary and compensation reviews, retention strategies, cultural
initiatives, strengthening of onboarding processes, and enhancing employer branding.

Trainers can facilitate learners to share their experience and examples where issues are identified

from reports and/or special actions are taken to address those issues. Bridge the discussion to the
following recommended classroom activity.
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Recommended Classroom Activity

Exercise 3 - Interpretation of Workforce Reports

Refer to section 8.1.4 for exercise details

This exercise is for learners to identify patterns and red flags reflected from the reports
provided, then to discuss on potential impacts and risks to the workforce if not attended to,
and to consider potential actions to manage or minimise the risks and impacts on the
organisation.

Trainer needs to prepare in advance industry specific turnover reports in a typical format
commonly used by the industry.

5.1.2.10 OQualitative Workforce Information

a. Format of Qualitative Workforce Information

Some very useful information in the organisation exists in non-number format. Trainers can relate
learners back to the sources of workforce information stated earlier and focus the next section on
Quialitative Information.

Each and all of the common sources of workforce information may have non-numerical information
about the organisation and the workforce directly or indirectly via various channels and formats.
Sone common channels and formats of the information include: -

e Internal communications
Example: - business strategies and value statements, business updates, newsletters, employee
handbook and comment boxes

e Recordings
Example: - video recordings of town hall meetings, interviews of senior management by
external parties

e Feedback and comments
Example: - comments and opinions in employee surveys and comment boxes; feedback on
initiatives and events; feedback and comments from exit interviews
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¢ News and announcements
Example: - in town hall meetings, annual kick-off meetings, press conferences, annual reports
and announcements to the public

e Postings
Example: - marketing and branding postings

e Information from internal network
Example: - shared observations and feedback from employees not in official records

Organisation website and intranet have information about the organisation’s objectives and goals,
long-term direction to pursue, values and culture. Senior management usually articulates
organisation vision, missions, and values in interviews. People policies are shared in employee
handbook. Postings and announcements provide updates on major organisation activities and
directions.

Some organisations collect exit information through exit questionnaire and systematically record in
system for analysis. Other organisations collect the information through exit interviews, and
comments filed are descriptive statements for review. Such information may include reasons of
attrition, possibly names of new employers, salary premium, comments on organisation work
environment and practices.

Employee surveys, comment boxes, new processes, changes, and some organisation activities
collect feedback from employees in terms of both number format and qualitative comments.
Sometimes employees may not share all their comments in written documents but will talk about
them on a relationship basis with colleagues and human resource officers.

Trainers can explain to learners the importance of noting information and activities beyond the
human resource department but over the entire organisation. All functions, including human
resource, are meant to support the business objectives of the organisation. Therefore, it is critical to
have an understanding of the organisation in order to provide the necessary support that aligns with
its objectives.

Learners may find it challenging to read organisational strategies and understand business activities.
Trainers can use the recommended classroom activity below to help learners better comprehend
specific messages through a game format.
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Recommended Classroom Activity

Exercise 4 - “From Strategies to Actions” Quiz

Refer to section 8.1.4 for exercise details

This quiz is intended to help learners alleviate the pressure of understanding complex topics on
strategies and values. It aims to help learners identify key points and relate them to their roles
and responsibilities in human resource.

b. Insights from Qualitative Workforce Information

Similar to quantitative information, qualitative information needs to be translated into meaningful
insights to be useful for the organisation. Unlike data and metrics, qualitative information may not
be structured or formatted by a specific dimension.

Trainers can help learners understand that the value of qualitative information within the
organisation needs to be comprehended in relation to the learners’ role and responsibilities for
contributing on the job. It requires initiatives to think, review, sometimes ask, share and discuss
with other people for better understanding and to inspire insights.

Besides explicit information and messages, qualitative information can also be conveyed through
various formats, including: -

o Verbal expressions of senior management in town hall meetings and interviews

« Consistent patterns or concerns reflected from feedback and surveys

« Personal learnings gained from training and employee activities

o Inputs and insights shared by colleagues

e Observations regarding the organisation’s direction based on internal communications

« Changes in organisation priorities reflected in marketing and promotional communications

For example, senior management talks about the focus of transformation in the annual kick-off
meeting. This provides insights into staffing plan and candidate requirements for all open positions.

If common comments from exit interviews are negative about work environment, it may reflect a
need to look into corporate culture, managers’ practices, office set-up and other relevant areas.

New employees share their observations and comments over coffee breaks in induction activities or

new employee forums. Appropriate actions to address new employees’ feedback within the first
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month of employment can prevent potential attrition and contribute to employee satisfaction. The
feedback can also provide valuable input for other assimilation and employee engagement
programmes.

Some employees share their feelings in a conversation about a new initiative, which is echoed by
others. These serve as additional reference to the feedback collected in surveys.

Such information may not be available from formal surveys but can have a powerful influence in
the organisation. They are often shared and communicated only through informal channels.

Trainers need to highlight to learners that such information is not structured nor complete, yet it
might be insightful. Therefore, it can be treated as supplementary reference to formally collected
information.

Integration of Information from Employment Market and Workforce

5.1.2.11 Insights from Integrated Information

To effectively staff and manage workforce risks, consider both internal and external factors. Analyse
employment market data, internal workforce metrics, and qualitative information. External data
provides insights into internal circumstances. Interpreting internal data against market benchmarks
adds meaning. For example, turnover rates should be compared to the market average. Consider
normal turnover rates when market trends indicate increased demand and talent shortages.

When interpreting data, look beyond the present and include past information. Integrating past data
helps identify additional indicators. This approach enables projecting and forecasting future workforce
needs and risks.

Integrating external market data and internal workforce data enables human resource to make data-
driven decisions and project future needs and actions. Combining these data sources helps to gain
insights into talent trends, industry dynamics, and internal workforce dynamics. This holistic view
helps human resource anticipate future talent requirements, identify skill gaps, and align strategic
actions to meet those needs proactively. It empowers human resource to make informed decisions about
talent acquisition, development programs, and succession planning, ensuring the organisation is well-
prepared for future challenges and opportunities.
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Diagram 1: Integrated Approach to Data and Information Interpretation
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Diagram 1 illustrates the integrated approach to interpreting data and information by analysing
historical and present data related to the employment market and the workforce. This analysis helps
identify patterns that can uncover future workforce needs and potential risks.

Below are some examples of reading and interpreting information from the employment market and
the workforce, enabling the identification of areas that require attention and facilitating appropriate

actions to mitigate the issues.

Sample scenario 1

Workforce information:

e Organisation’s strategy is digital transformation, and it is expanding the data analytics department

e The organisation has quite a few open positions posted for hiring

e Line managers reiterate the need for staff with skills in analytics to meet increasing needs in more
complex reporting and analysis

e All new employees are required to have competencies and/or some experience in data analytics for
functional analytics duties

e The data analytics competency is added to job requirements for almost all open positions

Employment market information:

e Employment market data reflects a high demand for talents with data analytics training and
experience

e Search firm consultants have shared challenges in matching the compensation package with
identified candidates, even for middle-level positions

Potential areas of attention from integrated information:

e Longer hiring time is expected due to competition for candidates

e Proactive retention actions are needed for staff in data analytics functions and those with relevant
competencies, especially for identified talents on the succession plan

e Higher compensation needs to be offered to attract the identified candidates

e The screening and selection process needs to be more efficient
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Sample scenario 2

Workforce information:

Internal reports reflect an upward trend of turnover in the functions of finance, accounting, and
business analysis

There are challenges in replacement hiring, with a lower number of applications, and most
applications do not meet the job requirements

HR business partners heard of noises about heavy workload and long work time in concerned
functions

Employment market information:

More open positions in financial analysis have recently been posted on various job boards
Publications from local universities show a lower number of fresh student intakes in related
disciplines of study

Reports from the Census and Statistics Department reflect a shrinking population in certain age
range over the last few years and persistently lower birth rate over the last decade

Potential areas of attention from integrated information:

A retention plan should be developed, and actions should be taken to retain staff in respective
disciplines, especially identified talents in the succession plan

The need for short-term work arrangements should be reviewed due to a shortage of human
resources

Compensation for relevant positions needs to be reviewed

Job analysis should be conducted to streamline relevant tasks and roles

Employee engagement actions should be strengthened

A development plan needs to be implemented to groom internal talents

Sample scenario 3

Workforce information:

The turnover rate remains consistently high for the roles of Health Worker and Care Worker, with
2 positions of Enrolled Nurse vacant for over 9 months

Exit interviews with resignees reflected that the main reasons for resignation are heavy workload
and work-related stress
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Employment market information:

e There is increasing demand for care workers in various roles of residential elderly homes, as
reflected in the aging population and as featured in news media

¢ Reports from the Census and Statistics Department Government reflect a shortage of resources in
the medical and healthcare industries

e The Immigration Department has announced the launch of the Special Scheme to Import Care
Workers for Residential Care Homes

Potential areas of attention from integrated information:

e The organisation should thoroughly understand the eligibility and application details of the Special
Scheme

e The organisation should review its staffing plan to address the high turnover and vacancies in the
Health Worker and Care Worker roles, and consider participation in the Special Scheme

e The organisation should review its budget plan to accommodate any necessary changes (e.g.
increased compensation or benefits) to improve staff retention

e The organisation should seriously consider participating in the Special Scheme

Trainers should note the following classroom activity as a consolidation of content on employment
market and workforce information.

Recommended Classroom Activity

Exercise 5 — A Mini Case

Refer to section 8.1.4 for exercise details

A short scenario relating to front-line staffing and potential workforce risks of a restaurant group
is provided to leaners to discuss relevant data and information to collect for analysis.

Trainers should note there is a chapter of Epilogue following the content of the three UoCs, which
covers the topics of Professional Network and Human Resource Mindset & Attitude. These topics
provide valuable insights that enhance the effectiveness of the discussed competencies. Additionally,
trainers may want to direct learners’ attention to the Additional Learning Materials in section 5.1.6
for further reading.
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5.1.3 Recommended Training Session Plan

The training session plan below can be adopted for a training workshop of 12 hours’ continuous
training over 1.5 days, with the flexibility of separating it into 3 sections, each of 4 hours spread over
a period of time. Time is reserved for the assessment of this UoC at the end. This applies if training
for each UoC is conducted individually, or if assessment of individual UoCs is preferred post-training.
Alternatively, the Overall Assessment can be completed after training for all three UoCs.

Trainers can adapt the plan according to the class size, the learning needs of learners and their work
requirements.

Table 5: Recommended Training Session Plan for UoC 107075L4

Duration Learning Activities Training Content
40 minutes e Trainer’s introduction e Introduction to staffing and
o Getting to know each other workforce continuity
o Trainer’s presentation o Value of staffing and workforce
continuity and their risk factors
120 minutes |e Trainer’s presentation e Overview of employment market
Classroom activity - Exercise 1 — information
Getting Employment Market e Source of employment market
Information information
e Group sharing e Quantitative employment market
o Debriefing information

« Format of quantitative employment
market information

90 minutes e Trainer’s presentation « Interpretation of quantitative

o Classroom activity - Exercise 2 — employment market information
Interpretation of Market Information

e Group sharing

o Debriefing
40 minutes e Trainer’s presentation e Qualitative employment market
e Forum discussion information

o Format of qualitative employment
market information

e Insights from qualitative
employment market information

Overview of workforce information
Source of workforce information

120 minutes |e Trainer’s presentation

o Classroom activity - Exercise 3 —
Interpretation of Workforce Reports Quantitative workforce information

e Group sharing Format of quantitative workforce

e Debriefing information

e Interpretation of quantitative
workforce information

100 minutes |e Trainer’s presentation o Qualitative workforce information
o Classroom activity - Exercise 4 — o Format of qualitative workforce
“From Strategies to Actions” Quiz information
e Group sharing e Insights from qualitative workforce
o Debriefing information
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Duration Learning Activities Training Content
30 minutes e Trainer’s presentation o Integration of information from
e Forum discussion employment market and the
workforce
e Insights from integrated
information
100 minutes |e Trainer’s presentation Professional network
o Classroom activity - Exercise 5 - A e Internal network
Mini Case « External network
e Group sharing e Virtual network
o Debriefing
20 minutes  [e Trainer’s presentation e Human resource mindset & attitude
o Forum discussion
60 minutes |« UoC Assessment Adopting relevant sections of multiple-
choice questions, short questions, and
long question on this UoC from the
Overall Assessment.

Table 5 serves as a reference training plan, listing key topics of training content along with
corresponding training activities. The time allocated to each topic is an estimation and can be adjusted
by the trainer depending on the class size and the profile of the learners.

5.1.4 Recommended Classroom Activity

The exercises are designed as group activities, with the optimal group size varying based on the nature
of the exercise. For activities emphasising individual participation, smaller groups of 2-3 learners are
recommended to ensure each learner has ample opportunities to contribute. Conversely, exercises that
necessitate shared roles and inputs benefit from larger group sizes of 4-5 learners, fostering rich
discussions and diverse perspectives. Learners may also work individually or in pairs for in-house
training with a small class size.

There is a scoring system for all exercises to evaluate learners’ understanding of the UoC. Further

information is provided in the subsequent section of Topic Assessment. Group scores for the activities
reinforce teamwork and add interests in the exercises.
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Exercise 1 — Getting Employment Market Information

e Learners can work individually or in pairs to complete the table below for the columns of “Name of
Organisation” and “Types of Employment Market Information”. In the case of a big group, the
trainer can modify it to work in groups of 3 learners at maximum. Grouping more than 3 learners
for this exercise may limit the participation of each learner in this case.

e Trainer can prepare a handout of the following table for the exercise or ask learners to refer to the
relevant page in the Learner Guide. Trainer can also draw the table in advance on a flip chart, which
helps explain the exercise.

e Learners are allowed to search online for relevant and comprehensive employment market
information pertaining to the context as specified by the trainer to complete the exercise.

e Allow 20 minutes for learners to work on the table and invite each group to share.

Scoring system:

¢ Points are awarded to each group as group score, with each member receiving the same number of
points as their individual score

o If learners work individually, only individual scores will be awarded

¢ 1 point for completing each box with input accepted by the trainer

e 12 points in maximum for completing all boxes with input accepted by the trainer

Category Name of Types of Employment Market
Organisation Information

HR organisation(s)

Professional association(s)
of the industry

Government department(s)

Regulatory body(ies)

Social media

Consultant firm(s)
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Examples for debriefing:

Category

Name of Organisation

Types of Employment Market
Information

HR organisation(s)

Example:
HK Institute of Human
Resource Management

Examples:

e Training, seminars, conferences
on topics of employment market
trend and/or workforce
management

e Survey reports on compensation
trend

¢ Reports on benefits survey

Professional association(s)
of the industry

Example:
HK Institute of Bankers

Examples:

e Professional development
programmes, regulatory updates

e Posting of banking jobs

Government department(s)

Examples:
- Labour Department
- Census and Statistics

Examples:
e Labour regulations
e Statistical reports on labour force,

Department age and sex distribution
Regulatory body(ies) Examples: Examples:
- Securities and Futures e Guidelines for investment
Commission consultants, insurance consultants

- Insurance Authority

and other roles

Social media

Examples:
- LinkedIn
- Instagram
- Snapchat

Examples:

e Openings in the market

e Job requirement of openings
e Potential source of candidates

Consultant firm(s)

Debriefing

Trainer can ask learners the following questions after sharing of their inputs:

How easy is it to complete the table?

Which section of the table is the easiest to complete?

Which section(s) of the table(s) is (are) the most difficult to complete?

For the box(es) that are not yet filled, what can you do to find appropriate input?
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e How do you determine what information is relevant for potential use?

e How do you choose what to read and which event or function to join?

o If the (annual year-end exercise) is approaching, what information is potentially relevant?
e What can be done to stay updated on this information?

e How many of you have read any one of these reports?

e How many of you have attended any one of the events and functions?

¢ Name one action that you have not done before but will do in the future?

Expected duration: 45 minutes

Notes to Trainers

Learning focus is for learners to note the bulk of information available in the market, the nature, and
the value of the information. However, the bulk might intimidate learners and discourage them from
acknowledging its existence at all. Discuss the relevance and comprehensiveness of available
information to learners’ industries to facilitate application. Help them understand the rule of “need-
to-know” and priority. Having said that, highlight the need for active participation in events and
functions; and emphasise the requirement for self-discipline and initiative to search and stay updated.
Then, bridge to briefly talk about the value of networking, which will be covered in Epilogue.
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Exercise 2 — Interpretation of Market Information

e Arrange learners into groups of 4-5

e Prepare in advance some reports related to the employment market. Four examples are included in
the Appendix here for illustration

e Each group of learners will work on one of the reports; each learner in the group is provided with a
copy of the assigned report

¢ In-house learners can work in pairs or individually and work on one or more of the reports

¢ Allow 20 minutes for learners to answer some questions set by the trainer by studying the reports
and discussing within the group

¢ A representative from each group to present their answers.

Scoring system:

¢ Points are awarded to each group as group score, with each member receiving the same number of
points as their individual score

e If learners work individually, only individual scores will be awarded

e 6 points for correctly answering all discussion questions assigned

e 4 points for correctly answering at least half of the discussion questions assigned

e 2 points for correctly answering less than half of the discussion questions assigned

e Acceptance of answers to be decided by the trainer

Report A: Article “Average annual salary for Hong Kong’s fresh graduates at HK$300,000 but job
markets remain challenging”, from South China Morning Post, Aug 2023 (link)

Discussion questions:

e What is the average salary of engineering undergraduates with one year experience?
(265k annual)

e What are the implications for your organisation if it is hiring fresh graduates and those
who graduated within the last two years?

e Graduates from which discipline(s) of study are of the highest demand according to the
article, and what are the reasons? (Science and business, trend of digital transformation
across almost all industries)

¢ What potential opportunities and risks are these findings relevant to your organisation?

Remarks: the discipline for discussion can be changed according to the industry that learners are
from
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Report B: A report on “Composite Employment Estimates (CEE) by industry, 2017 to 2022” by
Census and Statistics Department, HKSAR, 2023 (Appendix)

Discussion questions:

e Comparing 2022 with 2021, what is the change in the number of people employed in
the construction industry?

¢ For the wholesale industry, what is the pattern of people employed from 2017 to 20227

e Comparing 2022 with 2021, which industry has experienced the biggest increase?
Which industry has experienced the biggest decrease?

e Comparing 2022 with 2017, which industry has experienced the biggest increase over
these 5 years? Which industry has experienced the biggest decrease over these 5 years?

e What message do you gain from this report about the workforce in your own industry?

e If you were to raise a point of attention to your manager / the HR department, what
would that be?

Remarks: the discipline for discussion can be changed according to the industry that learners are
working in

Report C:  “Hong Kong Employees Enjoy 3.5% Pay Rise, Highest Since Pandemic” (Appendix)

Report D: “Salaries in Hong Kong Continue to Rise in 2023”, Mercer, Nov 2022 (Appendix)

Discussion questions:

e According to report C, what was the average salary increase in 20227

e According to report D, what is the projected average salary increase in 2023?

e What is your observation about the pattern of average salary increase after reading the
two reports?

e What is the impact of COVID on average salary issues?

e If you were to raise a point of attention to your manager / the HR department about
salary increase, what would that be?

Debriefing

Trainer can facilitate a brief discussion about the exercise using the following questions after learners
have made their presentations:

¢ Do you find reading the reports easier than you thought? What are the reasons?
¢ Do you find reading the reports more difficult than you thought? What are the reasons?
¢ Do you find the level of ease or difficulty in reading the reports about the same as you expected?
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¢ What benefits do you find in these reports for your personal learning in human resources?
e What can be done to keep updated on similar information?

Expected duration: 50 minutes

Notes to Trainers

Learning focus is for learners to experience the use of market information and relate the information
to potential implications relevant to the organisation. Surveys and reports could appear complicated
for young human resource officers. The exercise is also for them to experience that it is not complex
to read the reports as long as there is a focus and an objective in mind.

Content aside, the exercise is for learners to experience reading data and information in various
formats and sources, i.e. numbers embedded in a descriptive article, data in table format, and from
sources such as news, a government department, a professional body and a commercial consulting
firm.
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Exercise 3 — Interpretation of Workforce Reports

e Arrange learners in groups of 4-5 for public workshops
¢ In-house learners can work in pairs or individually
e Each group or individual learner is given an industry-specific sample turnover report for a defined
period*, and along with supporting data of previous year, turnover rates by department and function
e The content of the report for the exercise should be adjusted according to experience level and
number of learners in the class
e Learners are required to review the report to:
o identify turnover patterns reflected
o identify red flags
o name potential impact and risk to the workforce
o determine potential actions to take
o Allow 30 minutes for learners to work on the exercise
e A representative from each group to present their findings.

* Remarks: Trainer needs to prepare turnover reports, and the reports should be typical report
commonly used in the specific industry

Scoring system:

e Points are awarded to each group as group score, with each member receiving the same number of
points as their individual score

e If learners work individually, only individual scores will be awarded

e 6 points for correctly answering all discussion questions assigned

e 4 points for correctly answering at least half of the discussion questions assigned

e 2 points for correctly answering less than half of the discussion questions assigned

e Acceptance of answers to be decided by the trainer

Debriefing

Trainer can guide learners with the following questions when they share their inputs:

Some debriefing questions are:

e What are the patterns revealed? How did you identify the patterns?
e How do the numbers differ from other time periods?

¢ What observations did you make from the information?

e Can you elaborate on the reasoning behind your projection?

e What is the basis of your forecast?
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¢ What are some possible actions that you can take?

Expected duration: 60 minutes

Notes to Trainers

The learning focus is for learners to understand the value of historical data and information.
Facilitate learners to share the reasoning behind their interpretations, and the logic of forecasts and
projections.

Being the third exercise at this point, this exercise is intended to be slightly more complex and with
have fewer specific instructions. Reinforce the principles of dissecting complex reports into smaller
parts and reading with focus and objectives.

** Trainers need to prepare turnover reports in an industry-specific or organisation-specific format
and structure in advance.
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Exercise 4 — “From Strateqgies to Actions” Quiz

Learners are to participate in this exercise individually. The arrangement can be the same for public
training programmes as well as in-house training.

It can also be modified to work in pairs, depending on the group size and the time available for this
exercise.

Learners take turns answering questions from the trainer, one-by-one in row, with one question per
turn.

Trainer can add the rule for learners to choose the question number themselves.

If the learner in turn is unable to answer, the trainer can ask the next learner to respond.

The questions revolve around topics such as organisational strategies, goals, values, culture, people
policies, and the market environment, including news about the industry, technology advancements,
and changes in employment-related ordinances and regulations. The expected “answers” are
potential implications of these subjects on workforce needs and/or risks.

Scoring system:

Only individual scores are awarded for this exercise
2 points for accepted answers from the learner

1 point for a secondary answer from another learner
Acceptance of answers to be decided by the trainer

Question Pool

1. If an organisation wants to be more digital, name 2 competencies required when hiring new
2. If your organisation is open to hiring from overseas, what immigration process do you need to
3. If you work in the retail industry, market reports reflect a shortage of people in this industry,
4. If the organisation wants to improve internal cross-team communication, name 2 requirements
5. If the organisation wants to improve internal cross-team communication, name 2 topics of
6. Ifthe retirement age of an organisation is 60 and can extend employment on contract basis, what
7. If diversity is one of the values of the organisation, what are the implications when looking for

8. Ifthe turnover of the sales team has been higher than usual in the last few months, what potential

employees?

be familiar with?

what possible risks do you face when hiring?

you would put in a job posting to support this?

training that can support this?

would you do if there is an employee approaching the retirement age in a year?

candidates for an opening?

risks in the workforce do you see?
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Question Pool

9.

10.

11.

12.

13.

14.

15.

Government census shows that the population at the age group between 25-40 has shrunk over
the last 5 years. The average age of the workforce in organisation where you work is 35. What
potential risks do you see in the workforce?

You work in a construction company. Management is positive about the Enhanced
Supplementary Labour Scheme. What is one possible effect of this scheme on workforce
supply?

You work in an elderly residential care home. Management is positive about the Enhanced
Supplementary Labour Scheme. What is one point to note about hiring time?

If the organisation has a policy to sponsor employees for further education, what do you think
is the organisation’s expectation on learning.

Employees of your organisation can choose to work from home two days every week. Name
two topics of training that are relevant for team managers due to this arrangement.

If an organisation wants to expand operation to the Greater Bay Area, which labour regulation(s)
do you need to pay attention to?

If teamwork, creativity, passion, client-first are some of the values of an organisation, what
personality traits will better fit the corporate culture?

* The trainer can add additional gquestions relevant to respective business and industries of the

learners

Suggested Answers

o gk~ wbd P

10.

11.

Familiar with online job posting App or platform; data visualisation

Work permit application process

Long hiring time, challenges to hire the most suitable persons

Outspoken, good communication skills

Leading or participating in cross-team projects, storytelling skills

May need to understand if employee is interested in continuing to work in the company on
contract basis; review experience and performance record to consider if staying in same or other
positions

Open to hiring candidates from overseas, and candidates of diverse ethnicity

Shortage of sale resources if unable to replace on a timely basis

Challenges in hiring candidates with relevant years of experience corresponding to those within
the age range, may boost up compensation expenses for those with more experience, or to hire
those with less experience

Should help with workforce supply, although there are considerations for individual companies
in terms of rules and logistics related to the Scheme

May take longer for workers to report duty due to requirements of the immigration process
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12. Continuous learning, growth, and development

13. Leading virtual team, leading virtual meetings, reading body language

14. Need to pay attention to relevant labour regulations and tax of China / Guangdong for hiring
locals in the Greater Bay Area; if hiring employees from HK as a China enterprise, need to note
requirements on social insurance participation; need to note tax and insurance coverage for
sending HK employees to the Greater Bay Area.

15. Outgoing, creative with a lot of ideas, outspoken, a team player, open-minded, flexible, high
emotional intelligence (EQ), good problem-solving skills, friendly, empathic.

* The trainer can prepare answers that correspond to business and industry specific questions

Debriefing

Trainer can ask the following questions after the quiz:

e Have you ever thought of reading strategies this way?

e What are the questions you find most difficult?

e What are the questions you find easy?

o How useful is it to relate the strategies to the needs of the workforce?

e How useful is it to relate the strategies to your job?

e Share one point you learn from this activity.

e Share one action you will take based on what you learned from the activity.

Expected duration: 45 minutes

Notes to Trainers

Understanding strategies is challenging for people working in corporate functions like human
resources who do not directly engage in business activities. The level of challenge is heightened for
human resource officers who are new entrants or have only limited experience.

This activity is intended to ease learners’ worries about complex topics on strategies and values.
Complex topics can be understood if carefully read and properly dissected. The learning focus is for
learners to understand the reasons for needing to understand high-level strategies, goals, culture, and
values of the organisation. They should not be read just as information but to comprehend for
implication to the potential workforce risks and needs now and in the future.
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Exercise 5 — A Mini Case

e Arrange learners into groups of 4-5

¢ In-house learners can work in pair or individually

e Prepare handouts of the case and discussion questions in advance
e Each group is to read and discuss the listed questions

e Allow 30 minutes for the group discussion

e Allow learners to search for online information during discussion
e A representative from each group is to share their recommendation

The Case

You work in the human resource team of a restaurant group. The group operates a chain of restaurants
offering Cantonese, Japanese, Thai and American cuisine at a mid-range price level. The group faces
challenges in staffing front-line employees in all restaurants. Turnover has been at high level. There
are difficulties in hiring replacements, qualified candidates ask for higher compensation, and the cost
of recruitment has increased. There are grievances from employees, and this will impact service quality
in restaurants if the situation continues.

If you were asked to collect relevant information for a basic analysis, discuss the following in the group.

Discussion questions:

About the employment market:

e What data and information will you collect to understand the employment market trend and issues
that affect the catering service industry?

e Where and how will you get the data and information?
e What basic analysis will you do?

About the workforce:

e What internal workforce data and information will you collect and review?
e What basic analysis will you do to identify risks and gaps?

Scoring system:

e Points are awarded to each group as group score, with each member receiving the same number of
points as their individual score
o If learners work individually, only individual scores will be awarded
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¢ 1 point for each answer accepted by the trainer, with a maximum of 10 points for each group

e Acceptance of answers to be decided by the trainer, with the following considerations:

e Sources of data and information are appropriate

¢ Data and information are relevant for the analysis and review

e Types of analysis are appropriate

e Reasoning explained can illustrate clear understanding of the data and information required and the
analysis to conduct in order to understand the issues and risks of the case

Debriefing

After group sharing, trainer can ask learners the following questions for a brief discussion:

e How does a case context help you better understand the use of data and information?
¢ Which data and information are the easiest to locate? And the most difficult to locate?
e What are some of the challenges while discussing the case?

Expected duration: 60 minutes

Notes to Trainers

This classroom activity is a consolidation of the content on data and information. The context of
a case is to help learners with applications closest to real life situation. Struggles are expected
from learners and trainer may need to provide support during their group discussion.
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5.1.5 Topic Assessment

There are five recommended classroom activities included in the content of this UoC. Each activity
provides exercise instructions, debriefing questions, and learning focus of the activity which is
mentioned in “Notes to Trainer”. Suggested responses are provided for most exercises, but they are
not meant to be exhaustive, as different industries may have various appropriate responses. Trainers
are free to adapt the guidelines and responses as relevant.

The classroom activities, with a scoring system, serve as part of the topic assessment for each UoC.
Upon finishing each UoC, a UoC Assessment, adopting relevant sections from the Overall Assessment,
can be conducted. Alternatively, the Overall Assessment, administered at the end of the programme,
aims to comprehensively assess learners’ understanding of the content across all three UoCs.

This section elaborates on learners’ assessment in various classroom activities. Information about the
scoring of the pen-and-paper UoC Assessment, a component of the Overall Assessment is provided
under the Overall Assessment section.

The topic assessments are accomplished through various classroom activities. In other words, the
classroom activities function as both learning activities and assessments of learners’ understanding of
the content in the section. The exercises aim to reinforce key concept covered and are recommended
to be carried out right after the relevant topic. This arrangement of the activities strengthens learning
by allowing learners to visualise and experience the topic in actions. The activities required in each
exercise, including assigned questions and discussions stimulate learners for further and deeper
thoughts on respective topics. The scoring system for the activities helps learners understand their
level of proficiency in comprehending the content and their capability of translating the content
discussed to the exercises that involve some levels of work-related application. The scoring system
also adds interest for learners throughout the process. Trainers can consider giving simple awards to
the group or individual with the highest scores.

On completing the training content of this UoC, the trainer summarises all the scores from the five
classroom activities. The group score earned is applied to every member within that group. The trainer
can consider adding a category of the trainer’s input. In this category, the trainer can input up to 5
points based on the observation of individual learner’s participation in group activities and the
understanding of the respective content.
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Learner Exercise 1 | Exercise2 | Exercise 3 | Exercise4 | Exercise 5 | (Trainer’s Total
Input)
A
B
C

Other learners

The following table illustrates the potential full score a learner can achieve from all classroom activities
in this section.

Learner Exercise 1 | Exercise 2 | Exercise 3 | Exercise 4* | Exercise 5 (Trainer’s Total
Input)
X 12 6 6 1 10 5 40

* Remarks: Score for Exercise 4 assumes a training class of 15 learners, and each provided a correct
answer to the single question asked by the trainer and with no score for secondary answers.

Due to the nature of the exercise, potential variations in class size, exercise content and arrangement
based on specific requirements of the training institution, or learners’ organisations, the assessment
rubrics below are based on the percentage scores rather than absolute scores. An example is given
below for illustration purposes.

Example: In a class of 15 learners, one learner has a score of 36 from all 5 exercises in this learning
section. This represents an outstanding performance standard at Grade A

Grade | Score Range | Score out of full Performance Description
score of 40 Standard
A 85% - 100% e.g. 36 Outstanding able to complete all exercises accurately,

provide logical reasoning to elaborate answers,
analyse and interpret data accurately, identify
potential workforce risks and suggest
insightful actions

The following assessment rubric can be used as a reference guide for evaluating learners’ achievement
in the competency.
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Grade

Score Range

Performance
Standard

Description

85% - 100%

Outstanding

able to complete all exercises accurately, provide logical reasoning to
elaborate answers, analyse and interpret data accurately, identify
potential workforce risks and suggest insightful actions

65% - 84%

Good

able to complete most exercises accurately, provide logical reasoning
to elaborate answers, analyse and interpret most data accurately,
identify some potential workforce risks and suggest appropriate
actions

50% - 64%

Satisfactory

able to complete most exercises accurately with errors in some,
provide logical reasoning to elaborate answers, analyse and interpret

some data accurately, and identify some potential risks and suggest
some actions

below 50%

Inadequate

able to complete exercises accurately with errors in some, unable to
provide logical reasoning to elaborate answers, have difficulty in
analysing and interpreting some data, unable to identify unable to
suggest actions.
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Mapping of Classroom Activities to Intended Learning Outcomes and Assessment Criteria

Table 6: Mapping of Classroom Activities in this Section to
Intended Learning Outcomes and Assessment Criteria of UoC 107075L4

Performance Requirement / Intended
Learning Outcome

Exercise 1

Exercise 2

Exercise 3

Exercise 4

Exercise 5

Getting
Employment
Market
Information

Interpretation
of Market
Information

Interpretation
of Workforce
Reports

“From
Strategies to
Actions” Quiz

A Mini Case

Understand the importance of effective risk
management in minimising the probability
and impact of employment issues affecting
organisation success and business results

Understand different sources that provide
information on employment market trend

Search for and maintain strong network
with external consultants specialised in
manpower resourcing, human resource
professional bodies, government
departments and regulatory bodies to
understand the latest employment market
trend

Collect the latest employment market trend
and interpret the impact of change in
employment related ordinances on the
organisation

Interpret market data into meaningful
information to enable accurate risk
assessment

Search for and use new channels to possess
updated knowledge of change in
employment market, human capital risks
and issues that affect employment

Integrated Outcome Requirements of this UoC

Identification of network with relevant
information ~ sources  (e.g.  external
consultants  specialised in  manpower
resourcing, HR professional bodies,
government departments and regulatory
bodies) in order to possess updated
knowledge of changes in employment
market, human capital risks and issues that
affect employment

Identification of the impact of changes in
employment market on the organisation

The package content of this UoC includes five recommended classroom activities. Table 6 illustrates the
correlation between each activity and the Performance Requirement / Intended Learning Outcome, as well

as the correlation between each activity and the Assessment Criteria of this UoC.
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5.1.6 Additional Learning Materials

e Ambition (2022). Hong Kong Market Insights 2023. Ambition.com. (link)

e Career Advice Experts (2021, June 29). Research Skills: What They Are and Why They 're Important.
Glassdoor.com. (link)

e Census and Statistics Department (2023). Labour Force, Employment and Unemployment.
Censtatd.gov.hk. (link)

e Census and Statistics Department (2023). Persons Engaged and Job Vacancies in Establishments.
Censtatd.gov.hk. (link)

e Centraleyes (2023, June 12). Workforce Risk Management: Strategies for Mitigating Employee-
Related Risks. Centraleyes.com. (link)

e Deloitte Insights (2020, May 15). Workforce Metrics, Governing Workforce Strategies.
Deloitte.com. (link)

e Fuller, J., & Kerr, W. (2022, March 23). The Great Resignation Didn’t Start with the Pandemic.
Hbr.com. (link)

e Garg, V. (2023, May 30). Transforming Workforce Planning with Data-driven Insights, LinkedIn
(link)

e Indeed (2022, July 22). A Guide to Analytical Skills: Definition, Examples and Tips. HK.indeed.com.
(link)

e Indeed for Employers (n.d.). What is the Definition of Staffing? Indeed.com. (link)

e JobsDB by Seek (n.d.). Hiring, Compensation & Benefits Report 2023. HK.employer.seek.com.
(link)

e Mallon, D., & Forsythe, J. (2023, January 8). Elevating the Focus on Human Risk. Deloitte.com.
(link)

e Maurer, R. (2017, January 11). Improve Workforce Planning by Applying Labor Market Context.
Shrm.org. (link)

e Randstad (2023, May 22). Better work-life balance, tops list of reasons hongkongers resign: 2023
employer brand research. Randstad.com.hk. (link)

e Trimble, B., (2021). Data Analytics: Interpreting Business Data. Sk.Sagepub.com. (link)

e Verlinden, N. (n.d.). Skills Gap Analysis: All You Need To Know. Aihr.com. (link)

e [CareerFoundry]. A Beginners Guide To The Data Analysis Process [Video]. YouTube. (link)

Useful Links for Collecting Information of Employment Market Trend and Issues that Affect
Employment

e Census and Statistics Department, Statistics (link)

e Figures and Statistics, Education Bureau (link)

e Equal Opportunity Commis